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POSITIONING WITH YOUR EXECUTIVE TEAM 

SESSION DESCRIPTION 

This panel will discuss the information that executives need day-to-day to build practices, grow the 

firm, and understand their clients. These panelists will identify opportunities for information 

professionals to proactively provide services, get more face time with C-Level Executives, and more 

effectively communicate value. 

 

SESSION SPEAKERS 

 

Dan Anderson, COO, McKenna Long & Aldridge LLP  

As Chief Operating Officer of McKenna Long & Aldridge in the Atlanta office, 

Dan Anderson is responsible for managing the non-legal operations of the 

firm. In this role, Dan supports the firm’s objectives by developing and 

maintaining the necessary support platform, which includes managing the 

firm’s resources and internal services (Finance, Human Resources, 

Information Technology, Knowledge Management, Administrative Support 

Services), and managing the firm’s expenses and capital assets. Before joining 

MLA, Dan worked as Executive Director of Boult Cummings Conners & Berry 

LLC in Nashville, Tennessee. 

 

 

Tea Hoffmann, Chief Strategy Officer, Parker Poe Adams & Bernstein LLP 

Tea Hoffmann is Chief Strategy Officer for Parker Poe Adams & Bernstein, 

LLP in Charlotte, North Carolina. In her role, she provides guidance in the 

formation, development and implementation of revenue generating 

strategies and policies. Additionally, Tea manages and directs the 

Marketing and Business Development Department, establishing goals 

and leading a team of strategic, innovated and motivated marketing and 

business development professionals. As a Major in the Tennessee Army 

National Guard she serves as Senior Defense Counsel for the Trial 

Defense Service. Tea is a frequent public speaker across the United States 

on a wide variety of business development-related topics and authored 

"The Proactive Practice: How to Move Your Firm From Reactive to Proactive" in 2002 and "Master 

of Success" in 2004. Tea received her J.D. from Cumberland School of Law. 
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Jennifer Manton, CMO, Loeb & Loeb LLP  

As Loeb & Loeb's Chief Marketing Officer, Jennifer Manton leads the firm's 

marketing and business development initiatives. She works closely with the 

firm's multidisciplinary industry and practice groups on developing and 

implementing marketing and business development plans. In addition, 

Jennifer oversees efforts to expand and improve relationships with existing 

clients and to engage new clients. Jennifer also directs all aspects of the 

firm's branding and marketing strategy, including media relations, 

advertising, and online marketing efforts, as well as internal and external 

communications. Jennifer has 20 years of experience in professional services 

marketing having developed and implemented numerous marketing, 

business development and client service initiatives in her career. She served as the President of the 

Legal Marketing Association (LMA) in 2009 and has been actively involved as a volunteer and 

leader in the Association since founding the Pittsburgh Chapter of the LMA in 1998. Jennifer was 

named a Fellow in the College of Law Practice Management in 2011.  She earned a Bachelor of 

Science in Journalism from West Virginia University’s Perley Isaac Reed School of Journalism in 

1991. Jennifer was honored to be invited to deliver the School of Journalism’s convocation speech 

to its December graduates in 2009. Jennifer lives in New York City. 

 

 

  



Information Management Evolution Conference  April 25th, 2013 
 
 

 

Integrated Management Services, LLC           136 

EXECUTIVE TEAM DISCUSSION QUESTIONS NOTES  SECTION 

 

1. How are priorities set for your firm?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

2. How do you use information and where do you get it from (marketing, operations, finance, IT, 

library) in order to work collaboratively to make the firm’s priorities a reality? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

3. What information plays a vital role in helping you prep for your day/week? Where do you get it?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 
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4. What information would you find helpful for decision-making, but which you are currently not 

able to access in real-time? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

5. How does information become actionable and meaningful within your environment? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 
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CHECKLIST FOR THE EXECUTIVE TEAM 
 

The checklist below is key to any detailed operational and management review of your law 

firm. Use these key questions to identify whether your firm is aware of and taking advantage of 

some of the law firm management best practices that are being used by successful law firms.  

□ Governance 

□ Does the firm have a governance plan that identifies and outlines 

decisions/responsibilities for the full partnership and executive committee? 

□ Does the compensation system fit the firm’s culture, structure, goals and objectives? 

□ Does the firm have an effective internal and external communications program? 

 

□ Firm Image 

 □ Has the firm identified its mission, goals, philosophies, purpose and image? 

□ Is the desired image presented through a consistent representation of quality of 

work product, collateral marketing materials, and behaviors and practices of 

attorneys? 

 

□ Long Range Planning 

□ Does the firm have a complete and up-to-date strategic/business plan that which 

includes one-year and three-year projections, executive summary, business 

development and marketing plan, service delivery plan, and financial plan? 

□ Has the firm analyzed the practice, client sources, and trends in the firm to identify 

strengths and weaknesses? 

 

□ Marketing, Business Development & Client Relations 

 □  Has the firm identified target markets? A specific marketing niche? 

 □ Does the firm know how its clients perceive its services? 

□ Does the firm marketing plan provide for adequate diversification? 

□ Does the firm review fee structures annually? 

□ Is the firm employing value or alternative billing? 

□ Has a new client prospect screening system been formulated? 

□ Are the attorneys trained in marketing and the art of sales presentations? 

□ Is there a procedure to deal with client complaints? 

 

□ Business Operations 

 □ Does the firm have a long-range technology plan? 

 □ Is the firm making full use of its technology investment? 

 □ Does the firm have central library purchasing? 

 □ Does the firm conduct an annual review of the firm library? 
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□ Financial 

 □ Can you get information when you need it? 

 □ Are records easy to come by? 

 □ Does the firm have a copy of its states’ rules and ethical guidelines regarding trust 

accounts? 

 □ Are the firm’s methods of financing the most economical under the circumstances? 

 □ Does the firm prepare a budget of salary and all other costs? 

 

For the complete checklist and guide to law firm best practices, view John W. Olmstead’s “Guide To 

Law Firm Best Practices” at http://www.olmsteadassoc.com/pdf/Guide-To-Law-Firm-Management-

Best-Practices.pdf. 

 

  

http://www.olmsteadassoc.com/pdf/Guide-To-Law-Firm-Management-Best-Practices.pdf
http://www.olmsteadassoc.com/pdf/Guide-To-Law-Firm-Management-Best-Practices.pdf
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TOP TIPS FOR MANAGEMENT & A SUCCESSFUL LAW PRACTICE 
 

What are top tips for a successfully collaborative law firm? Use these law firm management tips 

to identify the kind of information that your executive team needs when putting together a strategic 

plan, as well as executing on that plan in day-to-day activities.  

□ #1: Set goals all the time 

 □ Set time (monthly or bi-weekly meetings) to strategize and plan for the future 

 □ Set concrete task items and goals at the end of the meetings 

 □ Give yourself and your firm a target to aim for 

 

□ #2: Focus on the process, not the plan 

 □ Identify the right information 

□ Engage everyone in collecting the information 

□ Create strategies based upon the information 

□ Modify the strategies in light of new information 

 

□ #3: Coach the right people 

□ Find the right people 

□ Coach those people to excellence 

 

□ #4: Serve the right customer 

 □ Define a good client 

 □  Create the right strategies for that good client 

 □ Create a sales process to secure and serve your good clients 

 □ Create an operations process to serve your good clients 

 □ Constantly build the culture 

 

□ #5: Empower your entire team 

 □  Set clear goals and boundaries for the employees of the firm  

 

□ #6: Do the right things right 

 □ Evaluate your achievements with your goals 

 □ Focus on clarity and effective communication with your team 

 

For the complete article, view Jason Beahm’s “Top Tips To Running A Successful Law Practice” at 

http://blogs.findlaw.com/strategist/2011/02/top-tips-to-running-a-successful-law-practice.html 

  

http://blogs.findlaw.com/strategist/2011/02/top-tips-to-running-a-successful-law-practice.html
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KEY QUESTIONS FOR LAW FIRM MANAGEMENT 

 

When putting together a strategic plan and making collaborative decisions, law firm 

management needs to answer certain key questions. Use these key questions to begin your 

discussions with the Executive Team about building practices, growing the firm, and staying 

competitive: 

 How are we doing financially? 

 Is our attorney/staff ratio in line with comparable firms? 

 Should and how do we offer new practice areas? 

 Are our billing rates competitive with other firms? 

 How do we maximize client loyalty and the amount of business 

from each client? 

 How do we position the firm in the market to most effectively 

compete for desired business? 

 Which marketing tactics will be the most effective? 

For the complete list of key questions and guide to law firm best practices, follow the QR code to view 

John W. Olmstead’s “Guide To Law Firm Best Practices” at http://www.olmsteadassoc.com/pdf/Guide-

To-Law-Firm-Management-Best-Practices.pdf. 

 

INFORMATION & GROWING THE FIRM 

What kind of information does an Executive Team need when strategizing on how to grow 

the firm – in services, clients, and geographically? These are some of the many detail-oriented 

questions for which law firm management will expect information 

and metrics: 

 Where are your present clients located and how do they 

communicate with the firm?  

 To what extent have the needs and demands of these clients 

changed due to advances in technology? 

 Are your client relationships based upon direct contact and 

communication? To what extent are interpersonal 

relationships crucial to the maintenance of these clients? 

 Are any of these key existing clients expanding into new 

geographical areas? 

 Would the firm be better served by utilizing technological resources instead of physical 

location expansion? 

 Are there marketing disadvantages by not having a physical presence even if the firm can 

service the legal needs of the client with a local presence? Could the firm lose out of 

opportunities by being out of site out of mind? 

For the complete list of questions, follow the QR code to view John W. Olmstead’s “Planning Ideas for 

2013”: http://blog.olmsteadassoc.com/olmstead_associates_law_p/2012/12/law-firm-management-

planning-ideas-for-2013.html 

http://www.olmsteadassoc.com/pdf/Guide-To-Law-Firm-Management-Best-Practices.pdf
http://www.olmsteadassoc.com/pdf/Guide-To-Law-Firm-Management-Best-Practices.pdf
http://blog.olmsteadassoc.com/olmstead_associates_law_p/2012/12/law-firm-management-planning-ideas-for-2013.html
http://blog.olmsteadassoc.com/olmstead_associates_law_p/2012/12/law-firm-management-planning-ideas-for-2013.html
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YOUR COLLABORATIVE STRATEGIC TEAM & THEIR INFORMATION 

The Executive Team panel at the Information Management Evolution conference features a 

COO, CMO, and CSO who work closely with their CIOs and information professionals. The 

Atlantic has called the CMO and CIO a “power team” and discusses how such a team can foster a 

culture of collaboration within a law firm. IBM marketing analysis team member Adam Gartenberg 

explains:  

“There is certainly no shortage of data these days, but finding the right 

data, analyzing it, getting it into the right hands, and ensuring that systems 

are set up to provide the round-trip loop from customer to marketing and 

back again, across all forms of engagement, is a challenge that many 

companies have yet to overcome.  Closing the gap between marketing 

requirements and IT capabilities requires a culture of collaboration in 

which the CMO and CIO work towards a set of agreed-upon goals that 

factor in both marketing and IT interests.” 

Such a culture of collaboration and “agreed-upon goals” is undeniably a positive thing for the law 

firm environment. However, information management professionals must realize that they much 

more could be required of them – and if not more, then certainly their roles will be viewed 

differently. As Executive Teams reassess and reframe their goals, the differences in the way they 

strategize will be reflected in the many different types of information they will require to create 

their agreed-upon goals: information from all departments, people, and places – at the same time. 

For the full article, follow the QR code to Adam Gartenberg’s article in The Atlantic: 

http://www.theatlantic.com/sponsored/ibm-power-team/archive/2012/08/the-cmo-and-cio-power-

team-fostering-a-culture-of-collaboration/261315/  

LAW FIRM MARKETING & LIBRARIANS JOIN FORCES 

As Executive Teams are increasingly collaborative and the law firm environment begins to 

encourage cross-departmental collaboration, Library and Marketing professionals have 

found that they have more opportunity to work together than was once imagined. Reference 

librarian MaryAnn Wacker and Business Development Manager Josie Morgan at Bracewell & 

Guiliani have written on the collaborative relationship between their 

firm’s Marketing and Library departments: 

“We provide them with sophisticated business intelligence (BI) and 

competitive intelligence (CI) on a daily basis. While this work is primarily 

non-billable, it is some of the most rewarding and satisfying research the 

librarians undertake. Most importantly, the firm recognizes the impact 

that our research has in identifying and bringing in new clients to the firm 

and staying abreast of the competitive legal landscape.” 

For the full article, follow the QR code to MaryAnn Wacker and Josie Marsh’s article at 

http://firmerground.wordpress.com/2011/11/14/law-firm-marketing-and-law-librarians-join-

forces-to-provide-sophisticated-business-and-competitive-intelligence/  

http://www.theatlantic.com/sponsored/ibm-power-team/archive/2012/08/the-cmo-and-cio-power-team-fostering-a-culture-of-collaboration/261315/
http://www.theatlantic.com/sponsored/ibm-power-team/archive/2012/08/the-cmo-and-cio-power-team-fostering-a-culture-of-collaboration/261315/
http://firmerground.wordpress.com/2011/11/14/law-firm-marketing-and-law-librarians-join-forces-to-provide-sophisticated-business-and-competitive-intelligence/
http://firmerground.wordpress.com/2011/11/14/law-firm-marketing-and-law-librarians-join-forces-to-provide-sophisticated-business-and-competitive-intelligence/
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IMS PAIRED SERVICES 

Get it done right the first time. IMS experts will provide the coaching, support, and expertise to 
allow you and your division to best leverage existing resources and time. 
 

COMMUNICATING WITH YOUR EXECUTIVE TEAM 

As information management professionals we need to find the right balance when reaching out to 

our clients.  Too much communication and they stop listening.  Too little and they lose sight of our 

value and the services we provide.  This workshop will provide guidance in identifying your 

audiences, determining a communication strategy that is audience driven, and a how to clearly 

define and deliver your messages.   

PROCESS DEFINITION AND IMPROVEMENT PLANNING 

Simplification of processes results in efficiencies and increased value. This interactive session 

focuses on defining processes and identifying opportunities for improvement. Attendees will learn 

how to chart existing processes, prepare process documentation, and evaluate processes to identify 

inefficiencies. 

Workshop 

 Differentiate between services and processes 

 Interactive session on service vs. process 

 Define streamlined, repeatable processes 

 Interactive session on process workflows and documentation 

 Present continual process improvement under TLSM 

 

COACHING AND SHORT TERM SUPPORT  

Taking on a new initiative or expanding your division? Going through a busy season? Is a key 

member of your team going to be taking a leave of absence? IMS provides coaching and short-term 

staffing support at all levels across your business, from pro-active executive assistants to technical 

experts.  Experienced IMS team members can help fill your short-term needs while supporting your 

long-term goals. 

 

 
 


