Maximizing Your
Marketing Talent

Strategic Time Managemeni
Tips

By Eva Wisnik

Managing your time as a Market-
ing/BD professional in a law firm is
one of the most difficult aspects of
the job. I recently presented a Time
Management program to coordina-
tors and specialists from a wide vari-
cty of law firms, and they confirmed
how difficult it is for them to be pro-
active and to make time to focus on
important marketing projects.

The reason that time management
is so difficult for law firm market-
ers is because you are working for
multiple bosses in a client-service,
reactive work environment, This
translates into having little control
over what will hit your desk on any
given day at any given minute.

How can you, as the Head of Mar-
keting or the Marketing Partner,
manage your most valuable resourc-
es — your talent — most effectively?
Below are six time-management tips
for Marketing and Business Devel-
opment professionals to help your
talent be most productive:

1. HELP YOUR TEAM MEMBERS
IDENTIFY THEIR ‘HIGH-VALUE
Projecrs’

What work brings the highest val-
ue to your firm? For example, the
same way a Partner delegates work
to the appropriate associate based
on his or her level of expertise and
hillable rate, you want to utilize
your team members’ unique talents
to execute on the highest level of
functions they can deliver.

In order to do this, assess their
skills and competencies and have an
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understanding of where each team
member adds the greatest value.
Your hiring and evaluation process
should help you to identify where
your team members should focus
their time to achieve maximum re-
sults for the Firm. Support your
team members' positive contribu-
tions and encourage them to focus
on these core arcas.
2. TeLrL YOUR TEAM THAT AT
Least S1x HOURS OF THEIR
WORK-DAY WILL BE ‘REACTIVE’
This is the nature of the job and a
reality we must accept, If your staff
expects to come to work and get six
hours of proactive work done from
their to-do list, they will be frus-
trated. Set realistic expectations for
your staff and acknowledge thart it
is “normal” to dedicate six to eight
hours of their day to being reactive:
responding to lawyers’ requests,
putting out “fires” on current proj-
ects, phone calls, e-mails, etc.
3. HELP YOUR STAFF STAY

FOCUSED

The best way to help your staff to
stay focused and capture those mo-
mentary opportunities to be proac-
tive is for them to identify the high-
value projects that need to be done.
Once these are identified, schedule
15-minute to 20-minute chunks of
time to work on them throughout
the day. Encourage your staff to aim
for about two hours of “focused”
time a day and know upfront that
this will probably occur in six or
eight chunks of 15 to 20 minutes,
in the midst of six hours of reactive
time. The key is to accept that in-
terruptions are part of our unique
work environment and to learn how
to focus on proactive projects when
you have a few minutes.
4. PRIORITIZE REQUESTS

You have many requests coming
into vour department daily. How do
vou determine which requests are
priorities and which are really only
a “time suck” that end up wasting
resources? Is your talent dropping
finportant projects to work on these
“ideas of the moment,” which are of-

ten discarded the following day or
never followed through on?

I had lunch recently with a very
talented BD specialist who described
a situation in which a Partner had
him in his office for two straight days
working on research for a new BD
initiative — and then never used any
of the research that was compiled. If
this has ever happened in your de-
partment, develop a system to track
the results of the projects your depart-
ment takes on from various Partners.

Chances are the 80/20 rule will
apply: where certain Partners are
using up about 80% of your depart-
ment’s resources, but netting only
20% (or less!) of the business devel-
opment results. By tracking requests
for help and the subsequent results
of those projects, you will have evi-
dence as to which projects are the
best investment of your team’s time
and be able to allocate your staff re-
sources more efficiently.

5. ESTABLISH A 3 P.M.
‘CHECK-UP’ RITUAL IN YOUR

DEPARTMENT

The goal of this “check-up” is to
stop and re-evaluate priorities. Inter-
ruptions and unexpected requests of-
ten divert what your team members
originally had planned for the day.
Three p.m. is a good time to take a
three-minute time-out and reassess
what they should focus on for the
next few hours, so they can make the
rest of the day as productive as possi-
ble. This is also a good time to follow
up with Partners whose feedback is
needed, or to delegate projects to ap-
propriate resources in order to mini-
mize end of the day crises.
6. TRAIN YOUR STAFF TO STOP

INTERRUPTING THEMSELVES
As mentioned, they need to stay
focused on important projects. We
are all guilty of distracting ourselves
by surfing the web, making time for
whoever stops by our office, ete.
These types of interruptions are
ones we can control! Give your team
members permission to focus. You
might set an example by occasional-
ly closing your doer when you have
to get something important done
continued on page 8
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that requires your full attention. Be-
ing responsive and available is very
important, but creating time and
space to really focus and be 100%

present can be in your “client’s” best
interest when critical projects need
te be completed.

We have to accept that there are
aspects of our work and the legal
environment that we do not have
control over. However, we do have

control over integrating effective
time-management strategies in place
for our talent and helping them fee]
more in control and productive of
their work!




