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In the post-pandemic era, you may shift some priorities and responsibilities in your practice at your firm. How do you manage your professional activities accordingly? Have you left any room for personal and recreational pursuits?
Look at your workload and the many tasks you perform—daily, weekly and monthly. Imagine them as slices of a pie.
· Client matters
· Delegating work, plus supervising and mentoring the firm’s associates
· Keeping up with developments in your practice area
· Marketing your practice
· Meeting with new clients
· Meetings with your practice group and the entire firm
· Networking with colleagues, lapsed clients and referral sources
· Reading the industry publications that cover your clients’ businesses
· Attending CLE’s, conferences and bar association meetings
· Billing clients and collecting payment
· Anything else that you perform on a regular basis
It’s clear that your Daily Pie of Time is completely sliced and your time is fully allocated, even oversubscribed.

Now, you decide that, to grow your practice, you would like to increase your marketing activity, following the model of the Marketing RBI: Networking, Speaking, Writing, Trade Association, Online Presence:
· Join a heterogeneous networking group where there are no (or few) attorneys.
· Organize and speak on/moderate a panel for the local bar association’s meeting or annual conference. 
· Write and publish an article in a newsletter read by your referral sources.
· Work on a committee of the industry trade association where your clients are members.
· Be more active online and post at least twice weekly on LinkedIn.
How might you take on any of these additional marketing tasks when your time is fully allocated? Cutting another slice into the pie will diminish the sizes of the other pieces close to slivers.

Consider your options: skipping, tackling one more thing, dropping and outsourcing.
1. You can skip one of these activities. You’re already a partner; do you really need to do follow through on that idea?
2. You may tackle one activity, in addition to the many items on your plate. However, you are overcommitted, so your attention may be distracted, and it might not turn out as well as you would hope.
3. You could drop one task. That might prove difficult because it was a core part of your practice in the past.
4. You might outsource it. Delegate an associate, recruit an assistant or hire an external consultant. Accordingly, you need only supervise that person to handle the project, which may cut down on some, but not all, of the time required to complete it.

Which of the four approaches above—skipping, tackling one more thing, dropping or outsourcing—would be most appropriate to ensure the activity is completed to your exacting standards? If you decide to tap another resource, such as a consultant, do you have the budget to ensure a high return on this investment?

Managing your daily (weekly and monthly) pie of your time means prioritizing among all these activities. When you make choices to continue, drop or add, evaluate the projects by client score. Are they vital for current clients? Are they likely to lead to future engagements with that same client? Will they attract other players in that industry or local area?

With that client orientation in mind, you must decide whether you, someone you supervise or no one should undertake a specific project at this time or at a future date.

As a complement to the Daily Pie of Time, look at the Eisenhower Matrix. The four quadrants are characterized by their degree of importance and urgency:
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Now you can set priorities by assigning each of the assembled activities—daily, weekly, monthly, whether current or projected—to a box.

Implement this prioritized list and review the respective time frames for each item. Some activities—preparing a presentation for a conference and drafting an article—will extend over a longer period of time and will likely benefit from a deadline to nudge you toward completion. Others may have more immediate dates for completion, perhaps for a client meeting or a court appearance.

Inevitably, saying YES to one activity being added to your Daily Pie of Time means saying NO to something else.

Keep in mind that saying NO to a project now may put that slice of pie in the freezer and not down the drain. It awaits a future opportunity to be served back on your plate.

Janet Falk, Ph.D. is the head of Falk Communications and Research in New York City. She provides media relations and marketing communications services to law firms and consultants. Janet presented Tips to Improve Your Remote Networking Success, Effective Networking: Improve Your Success in a Hybrid World, and How to Ethically Introduce Yourself to Reporters and Speak about Your Practice, Cases and Other Matters, available from PLI Programs On Demand, and regularly contributes to the PLI Chronicle: Insights and Perspectives for the Legal Community.

Reprinted with permission from The Practising Law Institute © 2024. All rights reserved. Further duplication without permission is prohibited.
image1.jpeg
Urgent Less Urgent

Important DO NOW Decide Later

Less Important Delegate Delete




