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The legal profession is extremely rewarding most of the time. However, because the profession 

is so demanding in terms of time, resources, and mental/emotional stress, attorneys need to 

construct their practices so that their profession does not consume them. An attorney is better 

able to serve his/her clients when he/she enjoys the work and is not under prolonged stress. This 

chapter attempts to provide ideas to ensure that an attorney’s practice remains rewarding whether 

through outlets related to the profession, through office practice assistance, or through pro bono 

engagements. Achieving a sense of balance between work and the rest of your life and enhancing 

your professional satisfaction through pro bono work will help make you a better attorney and 

help you maintain a sense of purpose in your career. 

 
I. WAYS TO ENHANCE CAREER SATISFACTION 

A. Mentoring: 

1. Through the Allegheny County Bar Association, other local bar associations, 

the Pennsylvania State Bar Association, and the American Bar Association. 

 
2. Through area law schools. 

 
3. Mentoring new attorneys in the area. 

 
B. Community Organization Boards, Advisory Committees 

 
C. Presentation At Seminars: 

 
1. Through national, state, or local bar associations. 

 
2. Through local organizations or other businesses. 

 
3. Estate or tax planning seminars with CPAs, investment advisors, or insurance 

agents. 

 
4. Caution: 

 
a. Pennsylvania Rules of Professional Conduct, Rule 5.3 Responsibilities 

Regarding Non-lawyer Assistance 
 

b. Pennsylvania Rules of Professional Conduct, Rule 5.4 Professional 

Independence of a Lawyer 



 

c. Pennsylvania Rules of Professional Conduct, Rule 5.6 Restrictions on 

the Right to Practice. 
 

D. Be Selective: Sort through cases at or before intake to determine what cases you 

should accept or decline. 

 
1. Determine how many previous attorneys the potential client has utilized in the 

case and the reasons for terminating the relationship. 

 
2. Estimate length of time case will take. 

 
3. Determine whether the potential client seems willing to listen to you and your 

advice. 

 
4. Consider whether taking the case will place an undue burden on you and/or 

your staff and cause you to neglect other matters at work and home. 

 
5. Ask: Is the potential client realistic in his/her expectations? 

 
6. See Pennsylvania Rules of Professional Conduct, Rule 1.18 Duties to 

Prospective Client and Rule 1.16 Declining or Terminating Representation. 
 

E. Mediation/Alternative Dispute Resolution: See Pennsylvania Rules of Professional 

Conduct Rule 2.4 Lawyers Serving as Third-Party Neutral. 

 
F. Managing Your Schedule: 

 
1. Schedule “work days” on your calendar when no client appointments are 

scheduled. This permits you to do the work necessary outside of the appointments 

to accomplish the client’s goals in an expeditious manner. See Pennsylvania Rules 

of Professional Conduct, Rule 1.3 Diligence. 
 

2. Schedule specific times of day to return telephone calls/respond to e-mails. 

Pennsylvania Rules of Professional Conduct, Rule 1.4 Communication. 

 
3. Delegate non-lawyer tasks when appropriate. See Pennsylvania Rules of 

Professional Conduct, Rule 5.3, supra. 
 

4. Consider arranging flex-time with another attorney in the firm. If you’re a trial 

attorney, schedule appointments around the court schedule. 

 
II. KNOWLEDGE SHARING/USE OF COMPUTERS 

 
A. Sharing: Documents can be shared between attorneys, banks, other professionals, and 

clients easily and efficiently. 



 

B. Automated Drafting Process: Computer programs allow attorneys and staff to create 

documents with extreme accuracy and consistency. Options include using the automation 

features found in the popular word processors like Microsoft Word and Corel 

WordPerfect; or utilizing programs which integrate with Word and WordPerfect such as 

HotDocs, DealBuilder, Rapidocs, Pathagoras, Activedocs, QShift, or D3. 

 
C. Knowledge Management: According to dictionary.com, one definition of 

“knowledge management” is “the technologies involved in creating, disseminating, and 

utilizing knowledge data.” This concept is extremely important to lawyers from 

efficiency and profitability perspectives. Here are some resources: 

 
1. Knowledge Management for Lawyers 

www.lawyerlounge.com/knowledge/index.php 
 

2. American Bar Association Legal Technology Resource Center - KM 101: 

Assistive Technology for Knowledge Management Initiatives - 

www.abanet.org/html/ltrc/publications/km101.html 
 

3. LexisNexis - Perspectives on Knowledge Management in Law Firms 

(White Paper) by Ronald W. Staudt, Professor of Law 

www.lexisnexis.com/presscenter/hottopics/kminfirms.pdf 
 

4. Legal Knowledge Management: A Holistic Model (White Paper) by George T. 

Tziahanas, J.D., Vice President of Knowledge Services for Legal Research Center 

http://tinyurl.com/39pxfz 
 

5. www.systems-thinking.org/kmgmt/kmgmt.htm 
 

6. www.llrx.com/features/kmpower.htm 
 

D. Teleconferencing: Teleconferencing between attorneys saves time and travel, and 

speeds negotiation. 

 
III. TAKING TIME FOR YOURSELF/VACATION 

 
A. Find a Backup: Find an attorney to provide emergency coverage for your clients in 

your absence. See Pennsylvania Rules of Professional Conduct Rule 1.6 Confidentiality 

of Information and Rule 1.5 Fees and Expenses. 

 
1. Obtain clients’ agreement. 

 
2. Provide other attorney with necessary file information. 

 
3. Create written fee arrangement with clients’ knowledge and consent. 

http://www.lawyerlounge.com/knowledge/index.php
http://www.abanet.org/html/ltrc/publications/km101.html
http://www.lexisnexis.com/presscenter/hottopics/kminfirms.pdf
http://tinyurl.com/39pxfz
http://www.systems-thinking.org/kmgmt/kmgmt.htm
http://www.llrx.com/features/kmpower.htm


 

B. Breaks:  Schedule breaks in weekly schedule. Work with staff to schedule 

appointments at sufficient intervals to allow for breaks. 

 
C. Achieve a Balanced Life With Job, Family, and Interests: 

 
1. Work Schedule: 

 
a. Consider a part-time/flex-time schedule. 

 
b. Work at home. 

 
c. Set a work schedule and hold to it. 

 
d. Limit or eliminate evening or Saturday appointments. 

 
e. Schedule work/office appointments around children’s schedules/ school 

schedules. 

 
f. Carve out weekend time for family, friends, and personal interests while 

leaving work out of your plans (i.e. do not take cell phone calls). 

 
g. Take a lunch break. 

 
h. Make lunch appointments with friends so that you force yourself to take 

a break and have time with friends as well. 

 
i. Schedule working lunches with other attorneys to discuss cases. 

 
2. Rely on Support Staff: 

 
a. Train staff to handle calls, drop-ins and matters not requiring legal 

advice. (See Rule 5.3 Responsibilities Regarding Non-lawyer Assistants) 
 

b. Delegate, delegate, delegate. Use the paralegals you hired and take 

advantage of the excellent on-the-job training you have given your staff. 

 
3. Efficient Communication: Communicate through e-mail to increase 

convenience for providing responses. 

 
4. Pro Bono Work:  Do pro bono work for groups of interest, such as bar 

associations, church-related groups, humane society, arts council, or historical 

society. Many resources are available: 



 

a. Pennsylvania Rules of Professional Conduct 

 
Preamble and Score[6]:  “As a public citizen, a lawyer should seek 

improvement of the law, access to the legal system, advance the 

administration of justice and the quality of service rendered by the 

legal profession. As a member of a learned profession, a lawyer 

should cultivate knowledge of the law beyond its use for clients, 

employ that knowledge in reform of the law and work to 

strengthen legal education. In addition, a lawyer should further the 

public’s understanding of and confidence in the rule of law and the 

justice system and because legal institutions in a constitutional 

democracy depend on popular participation and support to 

maintain their authority. A lawyer should be mindful of 

deficiencies in the administration of justice and of the fact that the 

poor, and sometimes persons who are not poor, cannot afford 

adequate legal assistance. Therefore, all lawyers should devote 

professional time and resources and use civic influence to ensure 

equal access to our system of justice for all those who because of 

economic or social barriers cannot afford or secure adequate legal 

counsel. A lawyer should aid the legal profession in pursuing these 

objectives and should help the bar regulate itself in the public 

interest.” 
 

Rule 6.5: waives conflict of interest rules for attorneys providing 

short term limited legal services to a client under the auspices of a 

program sponsored by a nonprofit organization or a court. 

 
b. Referral Sources: 

 
Area Lawyer Referral Services 

Allegheny - 412-261-5555 

Uniontown - 1-800-692-7375 

Washington - 724-225-6710 

Westmoreland - 724-834-8490 

 
Neighborhood Legal Services Association  

Allegheny County Administrative Office 

928 Penn Avenue 

Pittsburgh, PA 15222 

412-255-6700 

 
Aliquippa - 412-466-0773 

Butler County - 724-282-3888 

New Castle - 724-658-2677 

Beaver County - 724-766-0773 

Lawrence County - 724-658-2677 



 

Crisis Center North (Abused Women) - 412-364-5556 

 
Allegheny County Public Defender  

412-350-2401 
 

American Civil Liberties Union (ACLU)  

313 Atwood Street 

Pittsburgh, PA 15213-4025 

412-681-7864 

 
Center for Victims of Violent Crimes - Allegheny County  

900 Fifth Avenue 

Pittsburgh, PA 15219 

Hotline: 412-392-8582 

Main Number: 412-350-1975 

 
Children, Youth and Families - Allegheny County  

412-473-2000 

 
City of Pittsburgh - Mayor’s Service Office  

412-255-2621 
 

Allegheny County Department of Human Services 

412-350-4456 (General Information) 

 
Allegheny County Department of Human Services - Mental Health 

Wood Street Commons 

304 Wood Street 

Pittsburgh, PA 15222 

412-350-4457 

Emergency: 412-350-4457 

 
Pennsylvania Department of Public Welfare  

300 Liberty Avenue 

Pittsburgh, PA 15222 

412-565-2146 

 
Disabilities Law Project and Education Law Center  

Law and Finance Building, Suite 1901 

429 Fourth Avenue 

Pittsburgh, PA 15219 

412-391-5225 

 
Equal Employment Opportunity Commission  

Allegheny County 

412-644-3444 



 

 

Family Services of Western Pennsylvania  

1-888-222-4200 
 

Gateway Rehabilitation Center (alcohol & drug abuse)  

412-766-8700 

 
Housing Authority - City of Pittsburgh  

200 Ross Street 

Pittsburgh, PA 15219 

412-456-5000 

 
Indigent Divorce Program  

412-391-4467 

 
Judicial Inquiry and Review Board of Western Pennsylvania  

225 Market Street 

Harrisburg, PA 17101 

1-717-234-7911 

 
Allegheny County Bar Foundation Juvenile Court Project 

412-391-4467 

 
Pennsylvania Commission for Women  

1-717-787-8128 

1-888-615-7477 

 
Pennsylvania Department of Aging  

Allegheny County - 412-350-4234 

1-717-787-7313 

 
Pennsylvania Department of Insurance  

Allegheny County - 412-565-5020 

1-717-787-2317 

 
Pennsylvania Protection and Advocacy  

1414 N. Cameron Street, C 

Harrisburg, PA 17101 

1-800-692-7443 

 
Pennsylvania Human Relations Commission  

Pittsburgh State Office Building 

300 Liberty Avenue 

Pittsburgh, PA 15222 

412-565-5395 



 

Pennsylvania Department of Vocational Rehabilitation 

1-800-442-6351 

1-866-830-7327 TTY 

 
Southwestern Pennsylvania Legal Aid  

16 W. Cherry Avenue 

Washington, PA 15301 

724-225-6170 

(Washington, Greene, and Fayette Counties) 

 
U.S. Department of Labor  

Office of Federal Contract Compliance Programs 

1000 Liberty Avenue 

Pittsburgh, PA 15222 

412-395-6300 

 
United Way of Allegheny County  

Helpline for Social Service Referral Services 

412-255-1155 

 
Women’s Center and Shelter of Greater Pittsburgh  

412-687-8005 
 

c. Bar associations: 

 
Allegheny County Bar Association 

400 Koppers Building 

436 Seventh Avenue 

Pittsburgh, PA 15219 

Phone: 412-261-6161 

Fax: 412-261-3622 

www.acba.org 
 

d. Court appointments 

 
e. Community organizations, including churches, temples, mosques, 

and any affiliated groups 

 
f. Schools 

 
5. Prioritize and Engage in Strict Self-Discipline: Stick to a plan whenever 

possible. Do not be controlled by the “tyranny of the urgent.” Remember that 

what may be perceived as urgent by the client or another attorney is not always 

the most important aspect of your work day. You cannot help everybody; you are 

not indispensable. Be careful not to take a case based solely on feelings or guilt 

(this seldom turns out well and takes more time than other cases). 

http://www.acba.org/


 

 

6. Exercise: Schedule regular exercise during the day or evening after work (even 

if it is just a walk around the parking lot). 

 
7. Make Best Use of Drive Time: Use your drive time to and from work to relax 

by either listening to music, your favorite radio program, or books on tape. 

 
D. Reassess Your Practice: 

 
1. If certain types of cases continue to wake you up in the middle of the night, 

focus on taking your practice into other areas and eliminating the stressful cases. 

 
2. When all else fails to provide you with professional and personal satisfaction, 

assess what you enjoy doing and by to match your practice areas and style with 

your interests and skills. 

 
3. “An in-depth assessment of your skills is absolutely necessary before you can 

undertake an effective job change.[…] Without an honest analysis of your 

abilities, you will probably fall into another unhappy work situation that meets 

neither your needs nor your wants. […] 

 
You will need to be aware of your well-developed skills because those are the ones 

that come naturally to you and are the most comfortable and pleasing to use. When 

you are using those skills, what you are doing at that moment doesn’t seem like 

work, and you don’t have to think about your actions.  Everything just flows 

smoothly.  These are the skills that you want to transfer to new work.  Conversely, 

when you are required to use a skill that does not come naturally or that you 

haven’t developed, the task will produce stress and feel forced.  You will have to 

concentrate much harder to get a successful result.” (Greenberg, Hindi, The 

Lawyer & Career Change Handbook, 104-105.) 

 
4. For a complete discussion of skills analysis and application to the practice of 

law, refer to www.lawyersintransition.com, or refer to The Lawyer’s Career 

Change Handbook by Hindi Greenberg. 

http://www.lawyersintransition.com/

