Title:  Information Resource Center Liaison Program

 

Goal/Target:  Have a staff person from the Information Resource Center (IRC) attend each practice department meeting to monitor what they are doing so that we can be more pro-active.  We can also have increased visibility and offer resources of interest to keep everyone current and efficient.  

 

Date occurring:  Every week

 

Steps taken to achieve goal/target:  I got the names of all the Practice Department Chairs and the names of all the sub-specialty chairs.  I sent out an e-mail introducing our IRC Liaison program and letting them know an IRC staffer would be contacting them about attending their meetings.  Below is a sample e-mail sent to introduce our program:

 

"You may have seen IRC staff at your departmental meetings in the past.  We have new staff and we are expanding this program to include many of the practice areas and realign with departments.  We hope to create specialists that will focus on your goals and assist you in accomplishing them.

 

The IRC staff is creating regional office/department/practice area liaisons to work with each group.  The assigned information specialist will monitor developments in your area and keep your group up to date with new resources each month.  This can rage from new books and magazines to new internet sites or databases available.  We will also try to highlight the IRC capabilities that may be helpful to you for researching the law, business development, seminar/article preparation, competitive intelligence, recruiting and more.

 

Your information specialist liaison will focus in on the needs of your area and would like to attend and monitor your group meetings to educate herself on what potential need there may be.  We understand we won't be presenting at all the meetings but would like to attend to educate ourselves about potential areas of contribution.  We aim to at least have a monthly e-mail to alert the group to new developments and capabilities.

 

You will be contacted soon by your IRC liaison to discuss the best way to share information between your group and the liaison.  Let me know if you have any questions or suggestions."

 

Each Information Specialist attending the meetings is expected to be prepared and also report back to the whole team.  This way we all stay current on what is happening with the firm so we can be pro-active, not just reactive.  

Who was involved:  We had five IRC staff people divide up the various departments so no one had to attend too many meetings.  The Practice Department Chairs are our main contacts but many times they refer us to the attorney in charge of the meetings.

What was produced:  We have been able to be included (and welcomed with open arms) in every department except for one which is a major success.

What was the result/impact:  We have become much more intimately involved with the attorneys and their needs.  This has resulted in more requests to the IRC.  The attorneys get to know us and find out what we are capable of providing.  We have been able to do training on a variety of databases that the attorneys had access to but were not using effectively.  The Firm Administrator recently suggested the IRC Liaison program as a model for the other Administrative Department Chairs to follow.   The program has enhanced the visibility and credibility of the IRC staff.  It has also educated the attorneys to what we can do for them so that everyone is more efficient and effective in what they do thereby increasing the value of our attorneys' time and effectiveness to clients.   The whole firm has a Client Service Initiative going on to serve clients.  This is our way of serving our internal clients in a very proactive way.
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