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NEED SOME BALANCE?
Check out the Quality of Life articles in the Practice & Professionalism Center to get you up and going again. 
Also be sure to scroll through other Management Articles and Publications to enrich your practice.

‘THE IMPOSSIBLE DREAM’

5 Simple Rules for Maintaining 
a Social Media Presence

By Ryan Adair

What distinguishes one law 
firm from another? What 

is it that one attorney or law firm 
does better than another? Why 
should clients choose a particular 
firm and stick with that firm? 
The answer, of course, is the law 
firm’s brand.

Brands are important to the 
success of a firm and like all 
businesses; every law firm needs 
a brand. Attorneys succeed by 
creating a healthy brand and 
communicating it to potential and 
existing clients. In a fast-paced 
and connected marketplace, 
capitalizing on the popularity 
of blogs, micro blogs, and other 
social media sites is a highly 
effective way to disseminate an 
attorney’s brand. Unfortunately, 
social media is wrought with 
potential pitfalls. Having an 
unethical, incompetent, or sloppy 
online presence can tarnish a 

brand. Done correctly though, the 
benefits of connecting online can 
be endless. 

Social media users must 
remember the following five 
simple rules to ensure effective 
dissemination of their brand: 

Keep content current. Before 
establishing an online presence, 
attorneys should make sure that 
they have enough time to be 
engaged social media users. A 
tweet from three months ago 
or a blog entry detailing an old 
development in immigration 
law may make social media 
user appear overworked or 
uninterested and does not 
enhance an attorney’s brand.

Do not post inaccurate 
information. Almost 
commonsensical is the notion 
that users should be careful 

to avoid posting incorrect or 
misleading information on 
social media. Online postings 
can be re-posted, copied and 
pasted, cited, and re-run 
endlessly. Similarly, all users 
should make sure that items 
posted online appear competent 
and dignified. Clients are 
interested in successful 
resolution of their immigration 
cases. They are less interested 
in family photos, political 
opinions, or personal messages.

Remember your audience. 
Social media users have a 
challenging task in determining 
for whose benefit they write. 
Blog and micro blog posts, 
listserv contributions, and 
website updates might be 
viewable by a wide audience 
of clients, fellow practitioners, 
government adjudicators, and 
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Watch AILA’s first animation short highlighting the 
plight immigrant entrepreneurs face when trying 
to keep themselves—and their businesses—in the 
United States.

“Unfortunately, social media is wrought with  
potential pitfalls. Having an unethical, incompetent, 
or sloppy online presence can tarnish a brand.”

Better Branding: Think Before You Update
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    others. As such, attorneys who contribute online must 
maintain a keen eye on which members of its wide 
audience are likely to view a post and what message they 
intend to convey.

Watch out for unauthorized practice of law. The 
practice of immigration law is not as federal as it used to 
be. As state and local governments implement their own 
immigration measures, attorneys might find themselves 
in hot water for commenting on matters outside the 
jurisdictional bounds of their law licenses. Additionally, 
attorneys should be careful that information posted on 
social media is not considered legal advice. For this reason, 
immigration attorneys should disclaim any information 
posted electronically and should take steps to ensure that 
an implied attorney-client relationship is not created.

Regulate your online presence. Social media policies 
are becoming the norm in the workplace for good reason. 
Responsible law firms should carefully draft social media 
policies that tackle the potential pitfalls of being interactive 
online. What social media outlets will the attorney use? 
How often will social media be updated? Who will have 
access to create social media posts? Good social media 
policies answer these and other important questions and 
ensure a quality online presence. 

A well-planned and well-executed online presence is 
paramount to ensuring a positive response to an attorney’s 
social media presence. 

Just remember, a feed of a thousand tweets begins with a 
single, responsible post of 140 characters. 

Ryan A. Adair is an immigration and employment lawyer 
in Denver, Colorado.

By Eve Guillergan

It has been said that “a good reputation is more 
valuable than money” (credited to Publilius 
Syrus, Roman writer, 1st century BC.) That 

couldn’t be more true in our modern age where 
we are bombarded with so many options. I was 
recently retained by a new client who had read a 
positive online testimonial about my immigration 
law practice—someone he didn’t even know.

The Internet has become a game-changer in the 
way that consumers gather information, includ-
ing shopping for attorneys, and you can use that 
to your advantage. It doesn’t cost you anything to 
collect a testimonial and a positive one can be the 
determining factor in someone deciding to hire 
you. This is particularly good news to attorneys 
with law practices who don’t have a lot of money 
to spend on advertising. You can post testimoni-
als in both general directories, such as Citysearch.
com or yelp.com, or websites targeted at rating 
attorneys such as Lawyers.com, Avvo.com or 
LawyerRatingZ.com. You should also post testi-
monials on your law firm’s website. 

A positive review for a lawyer can help ease a 
potential client’s nerves about hiring someone 
they don’t know. A good review can help a lawyer 
stand out from the crowd. Before asking for a 
testimonial or posting one on your website, check 
your state’s bar association ethics rules. 

Even the happiest of clients would not likely vol-

unteer to give you a positive testimonial, so you 
will have to ask for it. Understand that not all 
clients will want to participate. The best time to 
ask a client to write a review is when he is happy 
with the work you’ve done. Potential clients are 
not only seeking an expert in immigration law 
but someone whom they trust. The review should 
include not only the outcome of a case but what 
made it an overall positive experience such as, 
“She returned my calls quickly,” or “He had a firm 
understanding of the law.”   
 
If you’re uncomfortable asking a client directly for 
a review you can ask for it in your firm’s written 
customer satisfaction survey. Remember to tell 
the client how you will use the testimonial. 

If possible, you should review your client’s 
testimonial to make sure he did not write inap-
propriate comments. Be aware that you may 
not always be able to edit what’s been posted. 
Ask the client to put the testimonial in his own 
words and keep it short. 

Don’t panic if a client posts a negative comment 
about you. An occasional moderate, or even bad, 
review gives credibility to the many good reviews 
you’ll hopefully have. Clients understand that ev-
ery attorney has had a dissatisfied client at some 
point in his career. If you feel strongly about a bad 
review, you can post a response explaining the is-
sue to potential new clients.

Eve Guillergan is a sole practitioner in New York.

Client Testimonials: Easy—And Free!—Advertising
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By Elena Hung

Many immigration lawyers are looking for 
ways to be connected to their office without 
having to be there physically. Whether it 

is because your job demands ongoing availability, or 
you have a personal desire to not be confined to your 
physical office space, a mobile law office allows you to 
attend to your work wherever you are. This article will 
examine different mobile technology, but you need to 
consider what your goals are in having a mobile office. 

•	 Do you need to check email and receive phone calls 
when you are out of the office?

•	 What do you want access to outside of the office: 
client files? The office system database? Research 
materials? 

•	 How often do you want to be available to clients and 
co-workers/staff?

•	 Will you be conducting substantial research and 
writing?

Smartphone: Simply put, a smartphone is a mobile 
phone with advanced computing capabilities, 
including web browsing, e-mail, and document 
viewing and editing, and it is the easiest way to have a 
mobile office. While the screens may be too small for 
viewing large documents, nothing compares to this 
mini-computer in your hand. 

Laptop: For more substantial work, many lawyers 
use a laptop for drafting and editing documents and 
conducting legal research. 

Tablet: In between a smartphone and a laptop is a 
tablet computer. The benefits include a screen larger 
than the smartphone, facilitating viewing documents 
and typing, but still smaller than a laptop and thus 
easier to transport.

USB Flash Drive: USB flash drives are an inexpensive 
and easy way to have portable access to a variety of 
computer files. Simply copy the file to the flash drive 
and then plug it into any computer to work on it. It 
does not automatically transfer updated information 
to the office computer; that will have to be done 
manually.

Portable hard drive: Portable external hard drives 
have a larger storage capacity than the USB flash 
drives and can serve to easily give you access to your 
computer in a device the size of a paperback novel. As 
with the flash drive, you will need to manually transfer 
the updated information back to your office computer.

Remote Access: Rather than risk theft or loss of your 
flash drives or portable hard drives, you can access 
your office computer (and all the documents and data 
on it) and work from any remote Internet-connected 
computer with web-based subscriptions, such as 
GoToMyPC.com. By logging into their website with 
your account information, it is as if you were at your 
own computer. You will need to download software 
onto your office computer, and leave it running and 
connected to the Internet. 

If you only need access to certain documents, you can 
use cloud-based document repositories. This has the 
added benefit of being able to share documents and 
files with your clients or co-workers. Some examples 
include DropBox.com, MyDocsOnline.com, and 
Google Docs. Storage size and costs vary.

Security: No matter what devices you choose for 
your mobile law office, always take the necessary 
precautions to protect your clients’ confidential 
information. You should password-protect your 
smartphone and laptop, encrypt confidential data, and 
have a good firewall on your office computer.

A mobile law office does not eliminate your need to 
take a break from work and refresh. Remember: it is 
there for your convenience and not for you to work 24 
hours a day!

Elena Hung is a solo practitioner in Washington, DC 
and has been practicing immigration law exclusively 
since 2006. Contact her at eh@elenahunglaw.com. WANT MORE TECH TIPS? Jump to get 8 great pointers. u

How to Set Up Your Mobile Law Office
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A Few Technological Safeguards

By Lisa Scott

The freedom afforded by 
technology to lawyers and law 
office personnel is undeniable; 

no longer are we bound by the confines 
of the office desk—or even the office. 
Technology has allowed us to become 
more efficient in performing research, 
managing clients, and completing 
routine office tasks. We take for 
granted the myriad technological tools 
that expand and ease our lawyerly 
responsibilities. Using Bluetooth, we 
can talk to our clients on our way 
walking to court; smart phones let us 
catch up on e-mails during lunch; and 
laptops allow us to conduct necessary 
research anytime, anywhere.

Along with increased freedoms and 
access comes the need for heightened 
awareness and concerns on a number 
of fronts. It is our ethical duty to 
maintain client confidentiality while 
effectively and competently serving 
those clients. The use of computer 
hardware, software, email, Internet, 
smart phones, and digital photocopiers 

presents potential issues insofar as 
confidentiality and competence are 
concerned. Preparing, storing and 
transmitting client data electronically 
always contain some element of risk of 
inadvertently breeching confidentiality. 

Office technology, including computer 
hardware, software, Internet, email, 
voicemail, smartphones, and digital 
photocopiers, contains confidential 
information that requires the 
identification and implementation 
of extensive security measures to 
safeguard client confidences. Working 
with an IT professional to create and 
implement an office policy that limits 
the risks of confidentiality breaches 
is highly advisable. In addition, the 
following suggestions can help to 
reduce the chance of exposure:

•	 Create, use, test and frequently 
change a strong alphanumeric 
password by combining letters 
and numerals with symbols which 
make it more difficult for someone 
to hack into confidential client 
data. Apply the password to your 
smartphone which often contains 
client email correspondence. 

•	 Secure your computer systems 
by purchasing and installing a 
reputable firewall that works on 
both inbound and outbound 
transmissions. Avoid “default” 
settings to further reduce breaches. 

•	 Limit software downloads, and 
prohibit staff from downloading 
music, videos and accessing other 
sites which may be infected with 
malware. 

•	 Purchase, install, and regularly 
update recommended security 
software including antivirus 
programs and spyware protections 
to minimize the risk of 
compromising date security. 

•	 Secure online communications and 
Internet browsing by installing and 

using a VPN (Virtual Protection 
Network). 

•	 Invest in a software program 
which will encrypt email so that 
confidentiality is not breached in 
the event you misaddress the email. 
Consider a software program that 
also encrypts all or portions of 
storage devices including, hard 
drives, cd-roms, dvd-roms, and 
USB drives.

•	 Remove metadata before sending 
documents to clients. 

•	 Purchase and use data-wiping 
software to erase all confidential 
data from digital photocopiers, 
desktops, laptops, and smart phones 
before replacing them. 

Having a plan before the crisis strikes 
is important, and there are many 
resources available through local and 
national bar associations to assist you. 

A graduate of Vassar College and 
Case Western Reserve University 
School of Law, Lisa Scott practices law 
in Illinois. 

Confidentiality and Confidence: Simple Solutions to Minimizing Risk

AILA’S ETHICS & PRACTICE MANAGEMENT COMMITTEE offers 24/7 assistance to members through the Practice and Professionalism Center. You can find information to help you develop 
your practice, improve firm management and identify and address ethic issues through the Practice Management library.
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By Ron Gotcher, Sheela Murthy, & Reid Trautz

1. How Strong is Your Password? All computers—
especially smartphones, laptops, and tablets, should 
be password-protected. We recommend tools like 
LastPass to create and store strong passwords. 
Because 12 characters including numbers, letters, 
and a symbol is now the bare minimum, try a 
passphrase instead of a word. If you want to see 
exactly how strong your password really is, head 
over to How Secure is My Password?, type in your 
password and the site will tell you how long it 
would take a computer to crack it. 

2. Travel Intelligence For Busy Lawyers: My favorite 
sites for making travel easier, more fun, and 
productive: Best hotels for Wi-Fi connections: 
HotelChatter.com; Best city information and 
hotel reviews: tripadvisor.com; Best restaurant 
recommendations: Chowhound.com; Cheapest 
brand-name car rentals: rentalcarmomma.com; 
Best seats on an airplane: seatguru.com; Lowest 
fare finder: Kayak.com.  

3. Make your firm’s website friendly to mobile 
devices. Many people now access websites from 
mobile devices with smaller screens. Ask your 
website developer or host to make your website 
more readable. Depending on the size of your site, it 

should be just a few hundred bucks!

4. Use an email address based on your domain. It is 
no longer considered professional to be @gmail.com 
or similar. However, Gmail can still be your primary 
email system; you just need to configure it to be 
from your new domain. (How to do this.)

5. Zamzar.com: A free web service that will convert a 
document, photo, or file into another format in just 
a few minutes. Just upload the file to the Zamzar site, 
select the new file format you’d like from dozens of 
possible ones, add your email address and wait just 
a few minutes. The resulting file will be sent to your 
email address in just a few minutes. Great for old 
WordPerfect files that you need to edit in MS Word!

6. Subscribe to Jim Calloway’s law practice 
management blog. Free. One of the very finest blogs 
available on the subject of law practice management, 
the Internet, and technology.

7. Luv your iPad? Here are several resources to 

help you find productive iPad apps to use in your 
practice: Jeff Richardson’s iPhoneJD.com blog, 
iPad4Lawyers blog, TabletLegal.com blog for legal 
applications; and FreshApps.com and Appism.com 
for general app reviews.

8. Google Places is a free avenue to expand your on-
line presence. Add information to Google’s search 
engine, and provide more accurate information 
about your practice. Start by adding your address 
and contact information, and then add such things 
as a description of your business, photos, reviews, 
etc. A similar service for people is Google Profiles.

8 Quick Tech Tips for the Busy Lawyer
The authors will present “50 Hot 
Technology Tips in 60 Minutes” 
at the 2012 AILA Annual Conference  
in Nashville in June.

Looking for practice advice?

Talk 
to Reid!

Reid Trautz has provided advice to  
AILA members on a range of issues:
•	 Improving Workflow 
•	 Starting a Law Practice
•	Marketing/Client Development
•	 Technology
•	 Fees and Billing
•	Malpractice Insurance Plans 
•	Maintaining Trust Accounts 
And more! To arrange a consultation, please call  
202-507-7647 or e-mail rtrautz@aila.org. This service is 
free to all AILA members. 

Reid does his best, but it may take up to 24 hours for Reid to respond 
to your request.

aila     nashville
June 13–16, 2012
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