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Preface

Students who are considering a career as a paralegal will have questions
about the profession: Who are paralegals? What do they do? Where do they
work? How much can I expect to earn as a paralegal? How can I find a para-
legal position? Paralegal Careers answers those questions and more. It is the
ideal text for any course that focuses on paralegal careers, including courses
typically taught at the beginning of a paralegal student’s education, and
courses taught to aid paralegal students who are beginning the job search.
This text introduces students to the paralegal profession and imparts the in-
formation they will need to make the transition from the classroom to the
office.

For individuals who are exploring the possibility of a paralegal career,
Paralegal Careers includes the information and tools necessary to make a
well-informed decision. In addition, information on obtaining a quality
paralegal education will assist the reader in forming a plan for a paralegal
education.

THE STATUS OF THE PARALEGAL PROFESSION

The paralegal profession is still new and evolving. Because the profession is
constantly defining itself, students may have unclear or unrealistic expecta-
tions about a career as a paralegal. Paralegal Careers provides the most re-
cent data on the paralegal profession, combined with the personal experi-
ence of the author and several other paralegals, to give the student insight
as to the realities of the profession.
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TEXT ORGANIZATION

Paralegal Careers covers the following topics vital to an understanding of
the paralegal profession:

-

The Paralegal Profession—The introductory chapter to this text in-
cludes a look at the history, current status, and probable future of the
paralegal profession, and defines paralegal, legal assistant, and re-
lated terms.

Paralegal Employers—Who employs paralegals? The chapter on para-
legal employers focuses on the major types of paralegal employers
and the possible advantages and disadvantages to working for law
firms (large, medium, and small), corporations, and the government,
as well as being self-employed.

Paralegal Specialties—What do paralegals do? Paralegal Careers in-
cludes an in-depth discussion of the major paralegal specialties with
descriptions of the work performed by specialists in each area.
Emphasis is given to those specialties where significant growth is ex-
pected.

Paralegal Salaries and Benefits—How much do paralegals earn?
Information gleaned from the most recent salary and benefit surveys
is tabulated and discussed in detail.

Paralegal Associations—A discussion concerning the major paralegal
associations, benefits of membership, and the contributions of the
associations to the profession includes resources for paralegals inter-
ested in joining a state or local group.

Paralegal Regulation—The pros and cons of paralegal regulation, the
various means of regulation, and the positions of several important
paralegal groups are included in the Paralegal Regulation chapter. A
state-by-state look at the latest developments, including introduced
legislation, is also included.

Paralegal Skills—The chapter in this text on paralegal skills identifies
the important skills for paralegals, including those that paralegal em-
ployers look for. A separate section on each skill defines what is ex-
pected of paralegals and where students can acquire any skills they
do not already have. Several resources are included in this chapter,
including Web sites and reference books.

Job Search—How can the student land his or her first paralegal posi-
tion? This book includes an in-depth discussion on finding a parale-
gal position, with information concerning where to find a position,
how to prepare a resume, and how to interview for a position effec-
tively. Several Internet references are given. In addition, Appendices
include several sample resumes and cover letters in various styles.

Each chapter is filled with examples, charts, graphs, practical advice,
and resources to help the student make the transition from the classroom
to the office. A glossary defines important terms in each chapter.
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A special Career Track section at the end of each chapter asks students
to do some self-evaluation and career planning by applying the informa-
tion learned throughout the previous chapter to their own personal situa-
tions.

The Focus on Ethics within each chapter is a brief description of some
of the major ethical issues faced by paralegals. The Focus on Ethics feature,
as well as the discussion of the model codes of ethics adopted by the two
national paralegal associations, emphasizes the importance of ethics to a
paralegal’s career.

Several Paralegal Profiles of working paralegals who hold diverse posi-
tions are included throughout the text to give the student a better under-
standing of what paralegals do and how diverse the field actually is. These
profiles include paralegals who work in small, medium, and large law firms,
as well as for government agencies, and corporate legal departments. Their
specialties include family law, litigation, ccorporate law, tax law, and more.

The accompanying Instructors Guide includes additional resources,
suggested activities, and suggestions for class discussions.

Finally, this book ties into a companion Web page on West Publishing’s
Web site at www.westlegalstudies.com. This unique resource includes new
information and developments in several topics addressed in this text that
are of great importance to the paralegal instructors, paralegal students, and
paralegals. The site will be updated quarterly. Links to several useful Web
sites can also be found on this page.

I would like to thank the NFPA, NALA, and AAfPE for allowing me to in-
clude excerpts and data from several of their invaluable studies and surveys.
Also, my special thanks go to everyone at West and Delmar who helped
with each step of this project, especially Joan Gill, Lisa Flatley, and Betty
Dickson.

[ would like to thank the following reviewers:

Wendy Edson Konnie G. Kustron

Hilbert College Eastern Michigan University
Jean Hellman Mary Lowe

Institute of Paralegal Studies Westark College

Melynda Hill-Teter Richard Shaffran, J.D.
Contract Paralegal UCLA Extension

Julia Ingersoil Sybil Taylor Aytch

Pierce College Smock & Weinberger

Angela Schneeman

Please note the Internet resources are of a time-sensitive nature, and
URL addresses may often change or be deleted.




Introduction

If you are considering a new career as a paralegal—Congratulations! You are
contemplating a career in one of the fastest growing, most dynamic profes-
sions of the new millennium.

Whether you have experience working in the legal field or it is all new
to you, you probably have many questions concerning the paralegal profes-
sion. Some of these questions may include:

» Exactly what is a paralegal?

* Where do paralegals work?

* In what areas of law do paralegals specialize?

* What kind of salary and benefits can I expect as a paralegal?

* What assistance is available to paralegals throughout their careers?
* Do I need to be licensed to be a paralegal?

* What skills will be important to me as a paralegal?

* How do I find my first job as a paralegal?

This text will answer all of these questions—and more. Chapter 1 starts
by defining the term paralegal and exploring the history, evolution, and
predicted future of the paralegal profession

Next, Chapter 2 describes the various paralegal employers and the ad-
vantages and disadvantages to working for each.

Paralegals specialize in numerous areas of law. Chapter 3 explores sev-
eral of these specialties and the duties and work environment of the para-
legals who specialize in each of them.

Chapter 4 includes highlights of the most recent paralegal salary and
benefit surveys. This information will be updated quarterly at the compan-
ion web site to this text found on the Internet at www.westlegalstudies.com.

Xi
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Paralegal associations can offer assistance in many forms to you
throughout your career as a paralegal. Chapter 5 includes information on
both of the national as well as the state and local paralegal associations.

Currently you do not need a license to work as a paralegal in any state
in the country. However, Chapter 6 explores the trend toward the almost
certain regulation of paralegals on some level.

Chapter 7 takes a look at the skills that will be important to you in your
work as a paralegal—according to paralegals and paralegal employers,

Chapter 8 will assist you in your job search and offer helpful sugges-
tions for finding employment at any point in your career.

Finally, this book will point you to additional resources to answer all
your questions—now and throughout your career as a paralegal.
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Teachers open the door, but you must enter by yourself.
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FIGURE 1-1

Growth of the
Paralegal Profession
(From the Statistical
Abstract of the
United States [1995,
1996, 1998])

The paralegal profession is one of the fastest growing and most dynamic
professions in the United States. In the 1980s, the U.S. Department of Labor
proclaimed the paralegal profession the fastest growing profession in the
country and predicted that there would be 100,000 paralegals in the United
States by the beginning of the new century. In fact, according to the latest
statistics, there are currently nearly 130,000 paralegals employed in the
United States.! In addition, the Bureau of Labor Statistics predicts that the
paralegal profession will continue to grow at a much faster than average rate,
at least through the year 2006 (Figure 1-1).

Attorneys have benefited from the growth of the profession because
paralegals assist them in offering affordable, quality legal services to clients.
Paralegals have benefited because the profession offers well-paid, interest-
ing, and rewarding work. In addition, the public has benefited because
paralegals have made quality legal services more available and more afford-
able. To fully understand the nature of the paralegal profession and the
contributions paralegals have made to the work force and to society, it is
helpful to have an understanding of what a paralegal does and to have some

Number of Paralegals Employed in the United States
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