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	   Certificate, Legal Administrative Assistant (C2.LAD2) 
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	   Certificate, Legal Secretary (C1.LES1)
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	   Certificate, Legal Office Receptionist (C1.LOR1)
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	NHC - North Harris College
	KC - Kingwood College
	TC - Tomball College

	MC – Montgomery College
	CFC - Cy-Fair College
	DL - Distance Learning
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- Some Courses Offered


Definition of Occupation:

Legal secretaries perform highly specialized work requiring knowledge of technical terminology and procedures. For instance, prepare correspondence and legal papers such as summonses, complaints, motions, responses, and subpoenas under the supervision of an attorney or a paralegal. They also may review legal journals and assist with legal research—for example, by verifying quotes and citations in legal briefs. Additionally, legal secretaries often teach newly minted lawyers how to prepare documents for submission to the courts. 

Description of typical work activities/transferable skills:

· Plan and schedule meetings and appointments.

· Organize and maintain paper and electronic files.

· Handle travel arrangements.

· Prepare correspondence, reports, and papers.

· Data base searches to collect information. 

· Collect data, such as criminal history, employment, medical, and other records.
· Compiling and recording office and business records  

Levels of Education:

Certificates:  Legal Office Receptionist, Legal Administrative Assistant, Legal Secretary


Associate:    Legal Office Specialization
PLEASE NOTE:  Transferability of degree or certificate to other institutions will vary depending on the institution and the department.  Speak to a counselor or advisor for options.

Special Admissions/Prerequisite Courses:

The certificates and AAS degree do not have special admissions criteria.  Students must follow the prerequisites listed in the catalog to take specific classes.
Method of Delivery:  

 FORMCHECKBOX 
  Traditional/On-Campus

 FORMCHECKBOX 
  Distance Learning

 FORMCHECKBOX 
  Distance Learning and Traditional

 FORMCHECKBOX 
  Fast - Track

Some typical job titles for Legal Office Technology majors:
Certificates: 

· Legal office receptionist
Associate Degree:
· Legal administrative assistant
· Legal secretary

Types of Companies that typically hire graduates:

· Law offices would be good potential employees, however, corporate law departments as well as federal, state and country offices may also have openings for legal secretaries.
Workplace Skills:

Secretaries, administrative assistants and receptionist must be tactful in their dealings with people. Employers also look for good customer service and interpersonal skills. Discretion, good judgment, organizational or management ability, initiative, and the ability to work independently are especially important for higher level administrative positions.  They must also have well-organized work habits with ability to handle a variety of tasks/projects and meet deadlines, as well as the ability to listen carefully and prioritize tasks.  They must also have excellent oral and written communication skills, patience for checking details, sense of responsibility and willingness to take initiative. They must make favorable impression in speech, manner and dress; must have courtesy, discretion and tact in dealing with those in higher positions; must be flexible and able to work with a team. 
The following information is provided for individuals seeking career counseling.  The MBTI provides information regarding an individual’s personality preferences and the Holland code provides information regarding an individual’s interest.  If you are interested in learning more about how your interests and personality fit in with this and other career options, please see a career counselor at any of the NHMCCD campuses

Myers-Briggs Type (MBTI):
· INFJ
· INTJ
· ENFJ
· ENTJ


Holland Interest Code:

· Conventional

· Enterprising

· S
ocial
Working Condition Requirements:

Occupation is sedentary most of the time, some walking and standing. You may have to lift and carry things like books, papers or tools weighing 10 lbs. or less. 

· Work in this occupation involves making repetitive motions more than one-third of the time 

· Work in this occupation requires being inside most of the time 

· Work in this occupation involves sitting more than one-third of the time 

Working in this career involves (physical activities):

· Seeing clearly up close 

· Speaking clearly enough to be able to be understood by others 

· Identifying and understanding the speech of another person 

Industry Certification/Licenses:

Voluntary certifications are available from the National Association of Legal Secretaries Resource Center (NALS) and the Legal Secretaries International (LSI). For additional information, you may visit the following Web sites.

www.nals.org  and  www.legalsecretaries.org

Earnings
Texas :
	Average Annual Wage
	$39,250

	Average Hourly Wage
	$18.87


National :
	Average Annual Wage
	$40,550

	Average Annual Range
	$30,010 to $49,830 

	Average Hourly Wage
	$19.50 


Source:  Choices, access.bridges.com, 2008-09 edition

PLEASE NOTE:  Earnings and salaries will vary with industry, region and experience of employee.

Employment Outlook:
The employment change from 2006 to 2016 is estimated to be +11.7%. 
(The National average for all occupations is +13%). 
A total of 7,609 average annual openings are expected for this occupation between 2006 and 2016. (The National Average for all occupations is 7,242 openings).  

In addition to jobs created from growth, numerous job opportunities will arise from the need to replace secretaries and administrative assistants who transfer to other occupations, especially exceptionally skilled executive secretaries and administrative assistants who often move into professional occupations. Job opportunities should be best for applicants with extensive knowledge of software applications and for experienced secretaries and administrative assistants. Opportunities also should be very good for those with advanced communication and computer skills. 
Source:  Choices, access.bridges.com, 2008-09 edition
