The Right Stuff — Hiring Staff to Ensure Firm Growth and Success
Solo and Small-Firm Track (Studio 3)

Making the decision to hire is a big step for a solo and small firm attorney. Adding staff
affects the bottom line and is an anxiety-production decision. However, getting the right
people at the right time can enhance a small firm’s overall productivity in the end and
attorneys should not necessarily be bound by their anxieties. This panel will be presented
and moderated by an immigration law attorney who will describe her small firm’s decision
to hire an office manager and how hiring that person has not only increased the firm’s
overall profitability but also positioned her firm to handle the current wave of new
immigration law clients. Other panelists will describe how virtual services are helping their
firms to grow. Finally, panelists will discuss new technology and if Al/GAl can be used to
streamline or replace functions.



Scaling Solo and Small Firms

with Confidence




¢ Hiring affects your bottom line.
¢ Not hiring can cost you more in missed opportunities.

¢ Balancing cost, risk, and growth is key.




Tuypes of Hining

Hiring from Within (promoting current staft)

Hiring from Outside (new talent acquisition)
¢ Experienced Professionals (may bring fixed ideas)

¢ Newbies (easier to mold to firm culture and systems)

Part-time or Contract Staff (budget-conscious options)
¢ In-Person Staff (direct supervision, team culture)
¢ Remote Employees (geographically flexible staff)

Freelancers & Consultants (task-specific help)
¢ Virtual Assistants (admin and intake support)

Emerging Options:

¢ AI / GAI Solutions (for automating admin and legal tasks)

¢ Outsourced Services (e.g., bookkeeping, intake, marketing)
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Hining v Fit and, Foum Cultwre

Shared Core Values — Prioritizes client service, integrity, and family.

Emotional Intelligence — Communicates respecttfully, handles stress calmly.

Team-Oriented Attitude — Willing to collaborate and support others.
Strong Work Ethic — Takes initiative while respecting work-life balance.
Cultural Fit — Aligns with your firm’s welcoming, family-first environment.
Flexibility & Adaptability — Open to learning and growing with the firm.
Positive Energy — Brings harmony, not drama, to the workplace.

Client-Centered Mindset — Understands the importance of empathy and
service.

Reliable & Trustworthy — Someone you and your clients can count on.




¢ Before: Overwhelmed attorney juggling admin and legal
work.

¢ After: Increased profitability, reduced stress, better client
service.

¢ A well-timed hire unlocks growth.




Gignaly TUs Tume to Hine

g -: Missed deadlines.
® Yellow: Admin overload.

2 -: Growth bottlenecks.




Whe Te Hive Fual?

Frees up legal time
High Direct legal support
High Streamlines operations

Medium Scalable support




Vinluo Gewices fov Smoll Fovms

Receptionist: Never miss a call.

Intake: Streamline onboarding.

Paralegal: Expand legal bandwidth.

Marketing: Consistent client flow.




¢ Use systems like Zoom, Slack, and project tools.
® Set clear expectations and check-ins.

¢ Create SOPs for repeatable success.




Keeping the Rightt People:
Glagly Retentien - Beyend the Paycheck
Reapect, Flexibility & Appreciation

Keeping the Team You Built — Everyday Respect & Balance

Show Daily Appreciation

® Gratitude goes further than you think - Recognize contributions often and sincerely.

Stay Approachable

¢ Lead by example—open mail, answer phones, do what needs to be done.

¢ Everyone is equally valuable to the team.

Invest in Growth

¢ Pay for CLEs, paralegal courses, software training, and educational workshops.

Encourage Work-Life Balance

¢ Prioritize family: school events, medical appointments, and caregiving.

S Allow kids at the office in emergencies—know and support their names and stories.

mer Schedule: Leave at 2 p.m., still paid until 5 p.m.

My door is always open—staft should feel comfortable bringing questions / ideas / concerns.

10



Keeping the Rightt People:
Glagly Retentien - Beyend the Paycheck
Reapect, Flexibility & Appreciation

Keeping the Team You Built — Celebrate, Support, Succeed

Build Community

Monthly Happy Hours — Staft’ chooses the spot.

¢ Office Retreats — Plus-ones welcome, fostering deeper team bonds.

¢ Pizza at the Park — Informal outings to reconnect.

Celebrate Milestones

Promote Wellness & Support During Stress

¢ In-office hand, back, and neck massages for relief and recharge.

¢ Office lunch after tough days—reconnect and reset as a team.
Celebrate Success Together

¢ Office-wide bonuses when goals are met—surprise and delight!

ristmas Party — With significant others, games, and prizes to encourage engagement.

Bonus — Given the weekend before Christmas, to make it meaningful and timely.

Birthdays, graduations, & achievements celebrated with cake, balloons, and generous gift cards.
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From Pavalegol te Puactice Qunen:
Laying the Foundation: What Keeps You Organized

Create Templates for everything — texts, emails, letters, cover sheets, and

guides.

Client Checklists — intake, evidence, deadlines, interview prep.
Spreadsheets to Track Progress — Used at weekly case review meetings.

¢ Standard Office Protocols

Document everything in the client profile — “Backup, Backup, Backup.”

Staft follows uniform filing and labeling rules (paper and digital), including
consistent file naming conventions.

® Nothing leaves reception until scanned & emailed to all.

Shared Calendars and Task Boards — Keep team aligned on case flow and
deadlines.

igital + Physical File Organization — Regular audits to avoid chaos.
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‘From Panalegal te Puactice Qunen:

Creating o Cultwe That Suppetty Organigatien

Making Room for Efficiency, Focus & Growth

Friday Focus Time (Winter) — Close to clients at 2 p.m. for team catch-up and quiet work.

Summer Flexibility — Staft’ leaves early when work is done—still paid through 5 p.m.

Proactive Leadership

Show staft they’re valued before they have to ask.
Encourage Feedback — Value suggestions. Don’t cling to “we’ve always done it this way.”
¢ Protect What Works — If a system is efficient, don’t be afraid to stick with it.

Support Catch-Up Time — Staff deserves space to reset and stay ahead. - offer help
(yourself' or other staft members).

® Post-Holiday Reset — Week between Christmas & New Year closed to public for
filing, cleanup, and reorganization.

Lead by Example — Pitch in on phones, mail, and admin when needed—everyone’s role
tters.

Don’t just offer—observe and buy what they need (e.g., keyboard risers, wrist rests).
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AL/GAT v Pruactice

P

* Document Drafting: Save hours weekly.
* Scheduling: Seamless calendar management.
* Legal Research: Rapid first-pass review.

* Intake: Smart client screening.
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* Automate: Intake forms, calendaring
e Streamline: Onboarding, client comms

* Delegate: Admin, billing, marketing
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® Rey Takeaways:

Hire smart.
¢ Use tech.

Scale with support.

Value good staft.

What'’s your next move?

_______________________________________________________________
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Lauren Anselowitz is a partner of the firm Harlan York and Associates.

Lauren Anselowitz, named to Best Lawyers in America, her most noted accomplishments
include successfully arguing multiple cases under the Convention Against Torture before
the U.S. Immigration Court. The Executive Office for Immigration Review reported that less
than 1% of these cases are granted. Ms. Anselowitz also won oral argument before the U.S.
Third Circuit Court of Appeals, one step below the U.S. Supreme Court, to vacate a
deportation order for a client of the firm. In recent years, she has personally represented
clients of Harlan York & Associates at Immigration Court and Service Offices in New Jersey,
New York, Connecticut, Pennsylvania, Massachusetts, Virginia, North Carolina, Georgia,
and Florida. Ms. Anselowitz has successfully resolved complex family and employment-
based green card applications, issues of citizenship and a number of different
nonimmigrant visa petitions. A graduate of North Carolina State University and Seton Hall
Law School, Ms. Anselowitz earned a Master of Arts Degree from the John C. Whitehead
School of Diplomacy and International Relations. She also attended the American
University in Cairo, Egypt and served in the field of international criminal law at the Special
Court for Sierra Leone.



Ana Raquel Reis, Esq.

Attorney Reis was born in Angola. She immigrated to the USA in 1987. Early in her work
career she worked as a Clerk for the Superior Court of New Jersey, Probate Part for 5 1/2
years, where she gained extensive experience in Court procedures. Thereafter, she was a
paralegal for approximately 17 years for a local law firm. During that time she completed
her undergraduate studies and law school, while working full-time and attending night
classes. She received her BS in Psychology from Rutgers University and her J.D. from
Rutgers Law School — Newark. As an immigrant, she always had a passion to help
immigrants through the complicated immigration system. She believes that each client
should be treated with dignity and respect. She is fluent in Portuguese and Spanish.



Erdal Turnacioglu, Esq.

Attorney

Over the course of his legal career, Erdal has been driven by his interest in employment law.
A 2006 graduate from New York Law School, Erdal began his legal career in-house for a
major New York City insurance company where he handled motor vehicle accident
defense. While this job introduced him to the practice of law, he never lost sight of his
dream of one day assisting individuals and businesses with their employment-related
issues. In 2010, Erdal attended a seminar entitled, “How to Handle an Employment
Discrimination Claim.” Among the speakers was a Magistrate Judge from the Eastern
District of New York. During her presentation, the Magistrate Judge remarked that:

Employment is part of your identity; it defines who you are.

This immediately resonated with Erdal and further drove him to a career in employment
law, starting with employee claims and then moving to the defense side, representing
employers and managers.

Erdal’s focus now is on providing the best representation to his clients at the best value —
and ideally, without resorting to the billable hour. Erdal Employment Law was formed to
focus on Erdal’s vision, values, and mission: that we, as lawyers, should be solving clients’



problems in a way that is outside the uncertainty and possibly expensive method of hourly
billing, and instead focus on flat fees, subscription plans, unbundled legal services, and -
especially for employees — contingency fees.

When Erdalis not focused on providing legal services to his clients, you can find him
spending time with his wife and three children; catching up on television (shows such

as Better Call Saul, The Wheel of Time, Game of Thrones) and movies (fantasy, action, and
comedy), or following the Mets, Giants, and the current hot NBA teams (he is, admittedly, a
fair-weather fan; from the days of Michael Jordan to today’s stars such as LeBron James,
Stephen Curry, or Luka Doncic).



