
Channa
Owner

Channa
Managing Attorney Owner

Danna
Asociate

Joeanna
Executive Assistant

Marilyn
Associate 

Kayce
Paralegal

Paige
Associate 

Sharanda
Client Liaison

April
Receptionist

Kellie
Controller

Dee
Client Acquisition

Coordinator

Awareness &
Lead Gen
Legends

Rana
Billing Specialist &

AR

Daisy
Legal Operations

Coordinator

Stephen
Director of

Administration

Angel
Productivity
Reporting 

Mettise
Bookkeeping &

Financial Reports

Lori
Paralegal

To be Hired
Paralegal

Daisy
Legal Operations

Coordinator



Channa
 Supervising/Managing Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings
Training
Processes

Danna
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Marilyn
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Inventories
Sales Consultations/Closings

Paige
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Lori
ParalegalLMA

Initial Pleadings 
Inventories
E-filing
 Document Production/Management 
Billing 
Client Management
Mediations Scheduling
Trial Prep
Subpoenas
Process Server Managment

Kayce
Paralegal

Outgoing Discovery and workflow
(send requests and responding on
behalf of clients)
Third party supoenas
Discovery Production Summaries 
Billing
Discovery Meetings - client
Trial Prep

Operations

Joeanna
Executive Assistant

Calendar Management and
scheduling
Email Management
Personal Errands
Organization Home and Work

To Be Hired
Paralegal

Mediation Scheduling
Discovery Incoming  Workflow -
analyze what received from
opposing counsel and
defiiciencies. 
Third party subpoenas
Billing
Trial Prep

Daisy
Legal Operations

Coordinator
LMA
WIP follow up
Processes
Email management
documentation
Pipeline management
Closed file management
Prepration of Court Files
Trial Prep
Printer management
Opening of physical files
E-filing
Refund Checks



Kellie
Controller

LMA
Bookkeeping, Finance
Reports 
T2 Consulting Strategic & Mettise, Brown &Sterling
Planning
Accounts Payable/Receivable
Budgeting
Productivity Reporting
Opening New Matter in Caret/Sharepoint/Teams
Trust & Vendor/Operating Checks
Personal Owner Finance
Tax Preparation
Quickbook management
IRA monthly/yearly

Finance 

Rana
Billing Specialist & AR

Collections
Billing Management 
Accounts Receivable
Client Satisfaction

Mettise
Bookkeeping &

Financial Reports
Prepare Reports 
Bookkeeping, Finance



Stephen
Director of

Administration
LMA - Culture
IT General Informatics
HR, Benefit/Payroll Gusto,
Recruiting/Hiring
Billing Metrics and Tracking
Vendor Management and Hiring
HR + PSP/SOP -non-legal
Physical Plant

Admin & Physical Plant 

Angel
Assistant 

Generate Reports
Email documentation management for
Channa
Travel planning/scheduling



Stephen
Marketing 

LMA
ROI (Metrics)
Marketing Processes
Vendor ROI & Relationships
Google Reviews
Community Events

Marketing 

Legends
Awareness & Lead Gen

..



Daisy
Legal Operations Coordinator

LMA
Intake Pipeline and processes/workflows
Consultations - Conversions
Tracking Lead/Sales Metrics
Client Satisfaction
Training

Dee
Client Acquisition Coordinator

Sharanda
Client Liaison

April
Receptionist

Client Intake workflow (no call no show)
Phone management
Customer Service - in person/phone
Document management - intake
Drop Filing
Consultations Payment
Email Documentation (saving)
Intake backup

Sales

Intake Pipeline/Tracking/Workflows
File Setup - Physcial File Setup
Sharepoint/Caret/Team setup
Printer Number Management
Scheduling Consultations 
Intake Folders
Drop Filing
Creating Contracts
Consultations Payment 

Client Management
Client Satisfaction/Google Reviews
Intake Back-up
WIP follow-up
Closing File



Danna
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Megan
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Lori

Litigation
Paralegal

Initial Pleadings
Document
Production/Management -
pleadings & orders.
Billing 
Client Management
Trial Production

Discovery
Paralegal

Case Management -Incoming
Discovery and workflow
Case Management-Outgoing
Discovery and workflow 
Inventories
Billing

Scheduling
Paralegal

Case Management
Scheduling Mediations &
Preparatory Meetings.
Billing
Client Management

Lauren

Operations
Paralegal

Workflows and PSPs
Pipeline Management 
Document Production 
WIP follow up
Drop filing
WIP
Closing File Management
Executive Assistant

Lawyer

Megan

 Supervising/Managing
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Kim Kim



Mettise

Bookkeeping &
Financial Reports

Channa
Owner

Chana

Managing Lawyer

Daisy

Legal Operations /
Coordinator

Stephen

Director of
Administration

Kellie
Controller

Angel

Productivity
Reporting 

Danna 

Associate 1

Marilyn
Associate 2

Paige PT

Associate 3

Lori

Paralegal Lit 

Kayce

Paralegal Discovery

Dee

Client Acquisition
Coordinator

Sharanda

Client Liaison

April

Receptionist

Legends

Awareness & Lead
Generation

Stephen 

IT General
Informaticx

Rana

Billing Specialist 



Mettise

Bookkeeping &
Financial Reports

Channa
Owner

Chana

Managing Lawyer

Daisy

Legal Operations /
Coordinator

Stephen

Director of
Administration

Kellie
Controller

Angel

Productivity
Reporting 

Danna 

Associate 1

Marilyn
Associate 2

Paige PT

Associate 3

Lori

Paralegal Lit 

Kayce

Paralegal Discovery

Dee

Client Acquisition
Coordinator

Sharanda

Client Liaison

April

Receptionist

File Management
+ Legal Process

Analysis

Legends

Awareness & Lead
Generation

Stephen 

IT General
Informaticx

Rana

Billing Specialist 

Stephen 

Billing Collection

Mettise

Bookkeeping

Brown + Sterling

Accounting 

(Firm & Personal)

Deposits / AP

Chana

Budget preparation



Megan

Managing Attorney -
Legal Operations

Channa
LMA
Vision - Growth
Culture
Legal Production Process
Business Plan - Sales and
Marketing

Integrator 

Stephen 
Marketing 

LMA
ROI (Metrics)
Marketing Processes
PodcastDevelopment/ Process
Vendor ROI & Relationships

Stephen
Sales 

LMA
Intake Pipeline
Consultations - Conversions
Tracking Lead/Sales Metrics
Client Satisfaction

Stephen
Operations

LMA  - Culture
Billing Metrics and Tracking
Vendor Management 
HR (includes payroll) 
HR + PSP/SOP -non-legal
Physical Plant

Kellie
Finance

LMA
AR & AP
Budget metrics
Data Management - Taxes
Financial Management

Rana
Billing Specialist

Collections
Billing Management 
Accounts Receivable
Client Satisfaction

Intake Specialist

Intake Pipeline
File Set-up
Consultations - Conversions
Client Satisfaction

Client Intake pipeline
Phone management
Customer Service - in person

Receptionist/
Intake Admin

Sarah

Mollie

LMA Client Management Case
Flow Management
Billing/Production Sales
Consultations/Closings

See team Info on
the next page.



Danna
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Megan
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Lori

Litigation
Paralegal

Initial Pleadings
Document
Production/Management -
pleadings & orders.
Billing 
Client Management
Trial Production

Discovery
Paralegal

Case Management -Incoming
Discovery and workflow
Case Management-Outgoing
Discovery and workflow 
Inventories
Billing

Scheduling
Paralegal

Case Management
Scheduling Mediations &
Preparatory Meetings.
Billing
Client Management

Lauren

Operations
Paralegal

Workflows and PSPs
Pipeline Management 
Document Production 
WIP follow up
Drop filing
WIP
Closing File Management
Executive Assistant

Client Liaison
Daisy

Client Management
Client Satisfaction
Intake Back-up
WIP follow-up
Litigation Tracker

Lawyer

Administrative
Assistant

Lily
Physical File Assistance
Close File Assistance
Legal Administrative Support

Megan

 Supervising/Managing
Lawyer

LMA
Client Management
Case Flow Management
Billing/Production
Sales Consultations/Closings

Kim Kim


	Channa Owner
	Owner
	Daisy Legal Operations Coordinator
	Stephen Director of Administration
	Channa Managing Attorney
	Kellie Controller
	To be Hired Paralegal


	Operations
	Channa
	Supervising/Managing Lawyer
	Danna
	Lawyer

	Lori
	Paralegal

	Daisy
	Legal Operations Coordinator

	Joeanna
	Executive Assistant

	Marilyn
	Lawyer

	Kayce
	Paralegal

	Paige
	Lawyer

	To Be Hired
	Paralegal


	Finance
	Kellie Controller
	Rana Billing Specialist & AR
	Collections Billing Management  Accounts Receivable Client Satisfaction



	Mettise
	Bookkeeping & Financial Reports
	Prepare Reports  Bookkeeping, Finance


	Admin & Physical Plant
	Stephen Director of Administration
	Angel Assistant

	Marketing
	Stephen Marketing
	Legends Awareness & Lead Gen

	Sales
	Daisy
	Legal Operations Coordinator
	Dee
	Client Acquisition Coordinator

	Sharanda
	Client Liaison

	April
	Receptionist


	Megan

	Supervising/Managing Lawyer
	Lawyer
	Danna

	Lawyer
	Megan

	Lawyer
	Litigation Paralegal
	Lori
	Discovery Paralegal
	Kim
	Scheduling Paralegal
	Kim
	Operations Paralegal
	Lauren
	Owner
	Channa
	Director of Administration
	Stephen

	Managing Lawyer
	Chana

	Controller
	Kellie

	Bookkeeping & Financial Reports
	Productivity Reporting
	Legal Operations / Coordinator
	Daisy

	Client Acquisition Coordinator
	Dee

	Awareness & Lead Generation
	Legends

	Billing Specialist
	Rana

	Associate 1
	Danna

	Client Liaison
	Sharanda

	IT General Informaticx
	Stephen

	Associate 2
	Marilyn

	Receptionist
	April

	Associate 3
	Paige PT

	Paralegal Lit
	Lori

	Paralegal Discovery
	Kayce


	Owner
	Channa
	Director of Administration
	Stephen

	Managing Lawyer
	Chana

	Controller
	Kellie

	Bookkeeping & Financial Reports
	Productivity Reporting
	Legal Operations / Coordinator
	Daisy

	Client Acquisition Coordinator
	Dee

	Awareness & Lead Generation
	Legends

	Billing Specialist
	Rana

	Associate 1
	Danna

	Client Liaison
	Sharanda

	IT General Informaticx
	Stephen

	Billing Collection
	Stephen

	Associate 2
	Marilyn

	Receptionist
	April

	Bookkeeping
	Mettise

	Associate 3
	Paige PT

	File Management + Legal Process Analysis
	Accounting
	Brown + Sterling

	Paralegal Lit
	Lori

	Deposits / AP
	(Firm & Personal)

	Paralegal Discovery
	Kayce

	Budget preparation
	Chana


	Integrator
	Channa

	Operations
	Stephen

	Marketing
	Stephen

	Finance
	Kellie
	Managing Attorney - Legal Operations
	Megan

	Sales
	Stephen
	Rana
	Collections Billing Management  Accounts Receivable Client Satisfaction

	Mollie

	See team Info on the next page.
	Billing Specialist
	Intake Specialist
	Sarah
	Client Intake pipeline Phone management Customer Service - in person


	Receptionist/ Intake Admin
	Megan
	Supervising/Managing Lawyer

	Lawyer
	Danna

	Lawyer
	Megan

	Lawyer
	Litigation Paralegal
	Lori

	Discovery Paralegal
	Kim

	Scheduling Paralegal
	Kim

	Operations Paralegal
	Lauren

	Client Liaison
	Daisy
	Client Management Client Satisfaction Intake Back-up WIP follow-up Litigation Tracker

	Administrative Assistant
	Lily
	Physical File Assistance Close File Assistance Legal Administrative Support


