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President’s Message:
Submitted by: Marci Frazier

As legal professionals, we often find ourselves juggling a multitude of tasks while trying to stay on top of
deadlines. Sometimes it may feel that the more we have to do, the harder it seems to even begin one task,
and the easier it becomes to put everything off until later.
I have found myself in that position many times. Here are few pointers I have found helpful:
1. Breathe. Give yourself a bit of compassion and
understanding. Remember: you are only human;
procrastination is not a sign of failure.

5. Throw a block party. Block out a specific time – one
day a week, or one hour a day – where you don’t
schedule appointments, accept invitations or allow
interruptions. That time is blocked out specifically for
working on your tasks.

2. Write is right. Make a list of things that that have to
be done, placing them in order of priority and assign a
time to get them done.
6. We all scream for ice cream. Reward yourself when
you accomplish a deadline, no matter how small. The
3. Eat an elephant. Desmond Tutu once said, “There’s
reward can be something that you can look forward
only one way to eat an elephant: one bite at a time.”
to once a task is completed.
Take a look at the list of the things that have to be
done and commit to doing bite-sized tasks, being sure 7. Mind your business. Practicing mindfulness is
to take breaks in between.
important in breaking any habit, including
procrastination. When you feel overwhelmed, listen
4. Social media mania. Sometimes it helps to turn off
to your body. If you need a break, take it.
the phone, television and other devices that can be
distracting and take us off our target goal.

Practicing these and other techniques can help us stay on top of our tasks and keep us productive and
efficient legal professionals.

Love and hugs,
Marci Frazier
SLSA President 2021-2022
president@slsa.org
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Speaker Spotlight:
Submitted by: Marci Frazier
Trevor Carson is the President of the Sacramento County Bar Association. He is also the owner and
operator of Rooted Legal PC. Mr. Carson handles transactional and litigation matters relating to commercial
cannabis.
Cannabis cultivation is a rapidly growing
California industry. A relatively low barrier to entry,
compared to other cannabis industries such as
dispensaries, attracts many entrepreneurs to consider
cannabis distribution.
However, California’s regulatory and licensing
process is rigorous, so much so that the California
Secretary of State recommends those considering
embarking on the cultivation and distribution license
process seek professional, legal assistance. Trevor’s
presentation embarked how his law firm tackles these
concerns.
Trevor’s presentation began with a brief walk
down memory lane. Cannabis in California has been legal
for medical use since 1996 and for recreational use since
2016. The state’s first attempt to legalize cannabis was in
1972 with Proposition 19. California would later become
the first state to legalize medical cannabis with the
passage of the Compassionate Use Act of 1996 with
Proposition 215.
The Act allowed people the right to obtain and
use cannabis for any illness if they obtain a
recommendation from a doctor. Medical cannabis
identification cards were issued through the California
Department of Public Health's Medical Marijuana
Program.
Trevor moved on with an explanation of
“Cannabis Cultivation”. He pointed out that cultivation
means any activity involving the planning, growing,
harvesting, drying, curing, grading, or trimming of
cannabis. [4 Cal. Code Regs. §16000(h)]
He also explained that “commercial cannabis
activity” includes the cultivation, possession,

manufacture, distribution, processing, storing, laboratory
testing, packaging, labeling, transportation, delivery, or
sale of cannabis and cannabis products. [4 Cal. Code
Regs. §16000(g)]
The California Department of Food and
Agriculture is the government body that regulates and
licenses cannabis cultivation. A cannabis “canopy” is
defined as the designated area(s) at a licensed premises
(except for nurseries and processors) that will contain
mature (flowering) plants at any point in time, as follows:
• A specialty outdoor canopy is determined by
either square feet or plant count, whereas a
specialty cottage outdoor canopy is determined
by plant count.
• If mature plants are being cultivated using a
shelving system, the surface area of each level
must be included in the total calculation of the
canopy.
• The canopy shall be calculated in square feet and
measured using clearly identifiable boundaries of
all the areas that will contain mature plants at
any point in time, including all the space(s) within
the boundaries.
• The canopy may be noncontiguous, but each
unique area included in the total canopy
calculation must be separated by an identifiable
boundary that includes, but is not limited to,
interior walls, shelves, greenhouse walls, hoophouse walls, garden benches, hedgerows,
fencing, garden beds, or garden plots.
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(Continued on page 5)

Here are a few counties where cannabis
cultivation is banned:

(Continued from page 4)

Trevor then outlined a few of the counties and
cities in the greater Sacramento area where
commercial cannabis cultivation is allowed, including:
Colusa County
Lake County
Sacramento (City)
West Sacramento (City)
Yolo County

Amador County
Napa County
Placer County
Sacramento County
Solano County
Sutter County
Yuba County

________________________________________________
SLSA would like to thank Trevor Carson for joining us and providing us with such valuable insight on
cannabis cultivation in Sacramento.

Code of Ethics
Legal Professionals, Incorporated
It shall be the duty of each Member of Legal Professionals, Incorporated to
observe all laws, rules, and regulations now and hereafter in effect relating to
confidentiality and privileged communication, acting with loyalty, integrity,
competence, and diplomacy, in accordance with the highest standards of
professional conduct.
Dedicated to Joan Moore, PLS
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Governor’s Report
Submitted by: Corene Rodder
Hello everyone,
It is September already! Before we know it, the holidays will be upon us. This seems to be the busy
time of year for everyone but try and take the time to reach out, reconnect, and revive all of our
professional relationships. Our LPI Vice President, Rod Cardinale, Jr. challenged each one of the governors
to reach out to one member. I am also challenging our Sacramento LSA to do the same.
I am happy to report on LPI’s first quarterly conference held in person in Santa Clara. The theme
was the Mexican Rivera; our first stop on a journey that we are keeping track of in our passport. It was
fabulous to actually get to see everyone in person. Please see pictures on the next page.
The Governors discussed many upcoming items :
•

San Mateo County LPA has bid to host February 2023 Quarterly Conference

•

New LPI Membership pins will be available at the November 2021 Conference—
each governor will receive enough for each association to be distributed by the
governors to the members.

•

CCLS Exam is now online—the first will be the September
exam.

•

Legal Specialization Section will have Strip readers for
accepting credit card payment—no cash accepted beginning
with November Conference.

•

Joint Venture Partnership Agreement with First Legal has
been approved by the governors and will run from August 7,
2021 to August 27, 2022.

Please do not forget to check out the LPI Events page at:
https://www.legalprofessionalsinc.org/events/.
All the best,
~Corene
governor@slsa.org

Corene Rodder and Marci Frazier
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Member News
Submitted by: Sarah Martinez

Welcome Back!
Inducted in the August 2021 Membership Meeting
Christine Soule Christine was a previous SLSA member in 1999-2000 and has been in the legal
field since 1993. She currently works for Trainor Fairbrook and celebrates her birthday on
Christmas Eve.

Dawn Willis—9/11
Tiffany Meier—9/13
Alicia Malerbi—9/15

Cathie Adams—9/22
Lynne Prescott—9/24

Lacy Monserrat—9/25
Corene Rodder—9/28
If you are interested in membership in SLSA, please contact Vice President Sarah Martinez via e-mail at vicepresident@slsa.org.
Are you an SLSA member who has moved? Changed jobs? Been promoted? Recently engaged or married? New addition to the
family? We want to know about you!! Let us celebrate your accomplishments with you during the good times, and support you
during the tough times. Please send your news to vicepresident@slsa.org.
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Parliamentarian's Piece
Submitted by: Dawn Willis

The Ayes Have It!!! Handling a Main Motion.
We all seek positive outcomes. Meetings
are not any different. Thus, meetings governed by
Robert’s Rules have specific protocols for
conducting business. One of those protocols is
through motions and obtaining votes in favor or
against. Nothing goes to discussion (and a vote)
without a motion being on the floor.

Step 3 is the time for orderly discussion.
Members can debate the motion by first obtaining
the floor (see Step 1 above). Confining the debate
to the merits of the motion is the tricky part.
Jumping down a rabbit hole, Alice, is an easy thing
to do but the chairperson or parliamentarian or
even members keep the process moving smoothly.
Debates can be closed only by a 2/3rds vote by the
Step 1 is obtaining and assigning the floor.
We’ve all seen chaotic meetings where everyone is voting membership. Or closed by the chairperson if
jumping from their seats and yelling with fists in the no one seeks the floor for further debate.
air. We can all agree that is no way to conduct
Question? (See Step 2 above.) What’s this
business. How can anything get anything
question you speak about?
accomplished with all that yelling over each other?
Step 4 is when the chairperson puts the
Robert’s Rules steps in and brings calm to the
motion to a vote – which means asking the
chaos. In an orderly fashion, a member raises their question. “Asking the question” entails putting the
hand when no one else has the floor and is
matter to a vote by the membership. “The question
speaking. The chairperson of the meeting then
is on the adoption of the motion that . . . . As many
recognizes the member by name.
as are in favor, say Aye.” (Pause for a response.)
Step 2 is how the motion is brought before
the membership. The member who has been
recognized by the chairperson makes the motion
just like they do in the movies: “I move that (or
to) . . . .” Then simply sits down. Without having to
be formally recognized, another member seconds
the motion by simply shouting out: “I second the
motion” or “I second it” or simply “Second.” The
chairperson states the motion (preferably word for
word): “It is moved and seconded that . . . . Are
you ready for the question?”

“Those opposed, say Nay.” (Pause for a response.)
“Those abstained please say Aye.”
Step 5 is the finale. The chairperson
announces the result of the vote. “The Ayes have
it, the motion carries, and . . . [repeating the effect
of the vote].” Or, “the Nays have it and the motion
fails.”
Key points to remember are to (i) listen to
the other side, (ii) focus on the issues, not
personalities, (iii) avoid questioning motives, and
(iv) be polite.
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CCLS REPORT
Submitted by: Elizabeth Madden, CCLS

True or False. The following terms should be hyphenated unless they appear in quoted
matter and were not hyphenated in the original. California Style Manual §§4:43-4:44.

1. _____
2. _____
3. _____
4. _____
5. _____
6. _____
7. _____
8. _____

above-described
attorney-client relationship
blood-alcohol level
case-in-chief
case-law
co-counsel
co-workers
court-appointed

9. _____
10. _____
11. _____
12. _____
13. _____
14. _____
15. _____
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I-beam
mid-term
parent-child relationship
re-examine
tape-recorded
well-being
work-product

Word or
Phrase

Definition

Abscond

Hide or sneak away to avoid arrest, a lawsuit, or creditors.

Acquiescence

Silent agreement; knowing about an action or occurrence and
remaining quietly satisfied about it, or appearing to be satisfied.

Aforesaid

Archaic term meaning something previously mentioned in the same
document.

Bona Fide :

In good faith; meeting all the requirements.

Capricious

Not based on fact, law, or reason.

Conciliation

The process of bringing together two sides to agree to a voluntary
compromise.

Deviation

A departure from usual conduct, such as an employee’s use of work
time for personal business.

Digest

A summary of law or legal principles which condenses or explains the
information.

Ergo

Therefore; consequently; hence.

Onerous

Unreasonably burdensome or one-sided.

ANSWERS: 1=F; 2=T; 3=T; 4=T; 5=F; 6=F; 7=F; 8=T; 9=T; 10=F; 11=T; 12=F; 13=T; 14=T; 15=F
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CALENDAR
Dates to Remember
September
September 6, 2021

Labor Day. State and federal courts closed, and no U.S. Mail delivery or
pick-up.

September 7, 2021

SLSA’s Executive Board Meeting, 6:00 p.m., via Zoom .

September 16, 2021

SLSA Monthly Membership Meeting:, 6:00 p.m., via Zoom. Please register
at: SLSA.org. The topic will be: The Big Business of Litigation Support and
a Breakdown of Court Reporting Charges - presented by: Sean Coletta,
Esq. CEO/Owner, IMAGINE REPORTING and Jenoa Derdowski Director of
Business Management, IMAGINE REPORTING

October
October 6, 2021

Beginning Leal Secretary Training Course—Register by September 24,
2021.

October 11, 2021

Columbus Day—Make sure to check the Court’s calendar to see if they are
closed.

October 12, 2021

SLSA’s Executive Board Meeting, 6:00 p.m., via Zoom.

October 16, 17, 23, & 24,
2021

Fairytale Town Safe and Super Halloween—Each day from 5-9:00 p.m. See
flyer on page 14.

October 21, 2021

SLSA Monthly Membership Meeting:, 6:00 p.m., via Zoom. Please register
at: SLSA.org. The topic will be: Bluebook vs. California Style Manual—
Presented by: Professior Adrienne Brugess, McGeorge School of Law.
Register by October 20, 2021.
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LEGAL PROCEDURES
Submitted from
LPI Blog—The Podium
https://www.legalprofessionalsinc.org/lpi-blog/
e-Recording Now Available in California

Many things changed when we shut down due to the
COVID-19 global pandemic. State Government Offices and
Municipalities throughout the state began to offer some sort of
electronic services during the shutdown.
One of the services that many may not be familiar with is
eRecording with many of California County Recorder Offices. So,
just how does it work?
Electronic Recording (e-recording) is the process of
recording documents via a secure internet portal that would
otherwise be sent by mail or courier to the local County Assessor-Recorder’s Office. E-recording is an
efficient and secure means to submit documents electronically.
Your local legal support service provider that offers eFiling Services, may also provide eRecording
Services. But here are a few things you will need to know.
The original document(s) will need to be sent to your service provider.
Not all the counties in California accept eRecording so be sure to check with your local County
Recorder.
Your documents will be scanned so that they can be uploaded through the secured web-based
portal.
The Recorder’s office will process those electronic document files if there are no errors. If errors
are found, the document will be rejected.
Once the documents have been reviewed and approved for processing, they will be stamped,
recorded, and returned electronically.
Please note, not all documents can be recorded. Be sure to check with your local County
Recorder for a list of documents that can be processed electronically. Also, don’t forget to review the
requirements for documents to be recorded.
If you need further assistance, contact your local County Recorder’s office, or simply call your
legal support service provider.

To sign up to receive notifications from The Podium Blog:
Receive Notification of New Posts
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EMPLOYMENT REPORT
Submitted by: Brenda Johnson, CCLS
This free benefit offered by SLSA provides the legal community with a place to post job openings for all categories of
job positions.
SLSA assists in every possible manner to procure employment for members of this association and cooperates with
attorneys and legal professionals in filling positions in law offices, but in no event does this association act as an
employment agency.
Employers desiring to place an advertisement for employment on SLSA’s website may review the listings below and
format the advertisement like those already posted. The advertisement should provide the following information:
name, firm name, address, phone number, areas of law practice, software used, position available, and years of
experience required. Requests to place advertisements for employment are to be emailed to the Employment Chair
at employment@slsa.org. Advertisements for employment are usually posted as soon as possible.
It is the responsibility of the applicant to contact the employers, schedule interviews, exchange resumes, and to
discuss benefits and salary, etc. All information is listed until notification to drop the name/position is given to the
Employment Chair.

(September 9, 2021) Legal Secretary – San Francisco, CA

de la Peña & Holiday is seeking an experienced and knowledgeable legal secretary for a full-time position in our
San Francisco Financial District office. We need someone who is highly organized, detail-oriented, self-motivated,
professional, reliable and able to efficiently multi-task a busy desk. The ability to prioritize, follow up and
complete assigned tasks and communicate well are of paramount importance. All candidates must be able to
communicate effectively and efficiently through Zoom, Zoom chat, telephone and email as our attorneys typically
work remotely. Our firm primarily handles insurance defense litigation matters.
All candidates must also have:
At least three years’ experience as a litigation legal secretary.
Excellent word processing skills, including ability to generate TOC and TOA using Word, not Best Authority or any
other vendor program.
High level of expertise with Word, Excel, Westlaw Form Builder, Outlook.
Familiarity with state and federal court rules.
Experience with e-filing in both state and federal courts.
(Continued on page 21)
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(Continued from page 20)

Proven experience in supporting at least 3 attorneys efficiently.
This position is to support three attorneys on primarily insurance defense matters. You will be expected to
navigate all California state and federal court websites to set up motions, hearings, ex parte applications and
other appearances. You will be expected to efficiently create and edit documents. All documents you create,
edit or handle must be named according to our firm’s naming conventions and saved in our iManage document
depository according to our guidelines. You will also be asked to call the court, clients, co-counsel, opposing
counsel and mediators to arrange mediations. Likewise you will also be asked to arrange expert witness
deposition which requires the same coordination efforts and communications as mediations.

This position is not a remote position. We have limited staff in our office (approximately 25% of our employees)
and secretary workstations are at least 12 to 15 feet apart. Hand sanitizer is provided at several locations in our
suite. Masks are required and provided and all employees are fully vaccinated. We are a congenial firm and
you will rarely be asked to work through lunch or overtime. Please do not apply if you are looking for
substantial overtime as we want all employees to have time off to enjoy life. This position does not include
calendaring duties as we have a calendaring clerk who does all calendaring for the firm. We offer two weeks’
sick leave, two weeks’ vacation, full benefits, Commuter Checks and a 401(k). Salary range is $60,000$85,000. Please forward resumes, references, salary expectations and questions to the office manager,
Deborah Alexander, at dalexander@dlphlaw.com.

(August 26, 2021) Paralegal: Environmental Law and Litigation

Somach Simmons & Dunn, a mid-size environmental law firm, has an immediate opening for a paralegal with a
minimum of 5 years’ substantive litigation experience with eDiscovery proficiency, trial preparation, and trial
presentation experience. This individual will work closely with attorneys, other paralegals, and staff to assist
clients with a wide variety of environmental matters in multiple state and federal jurisdictions, as well as matters
venued before administrative bodies, and state and local agencies.
Essential Functions of Position:
Conduct research and review all applicable federal and state laws, rules, local rules, and standing orders to assess
and provide procedural guidance to counsel and staff;
Review a variety of pleadings, correspondence, and orders/decisions in order to docket appropriate deadlines
using docket management software in conjunction with Microsoft Outlook;
Draft various documents for attorney review, including but not limited to: correspondence, pleadings, Freedom
of Information Act (FOIA), Public Records Act (PRA) requests, discovery requests/responses, declarations, motion
papers, subpoenas and any document requests transmitted therewith, stipulations, proposed orders, internal
memoranda and/or client communications, status reports, and others, where appropriate;
Develop case management and organization strategies unique to the needs of each matter;
Communicate effectively with case/matter team (attorneys and staff) to manage projects effectively and
efficiently;
(Continued on page 22)
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Create and maintain litigation matrices and spreadsheets to track relevant information (e.g., discovery requests/
responses, deposition schedules, expert/consultant retention, case contacts);
Review draft briefs and memoranda to: (1) check cited/quoted authority and shepardize cited cases using
LexisAdvance; (2) verify appropriate citation format based upon filing jurisdiction (i.e., Bluebook or California Style
Manual); (3) review and validate quoted portions/excerpts sourced from other cited material; (4) proof read and
propose substantive revisions and edits to counsel with an eye toward proper grammar, punctuation, usage,
syntax, etc.;
Manage document/ESI collection, and maintain collection of evidence, including that which is produced pursuant
to discovery or in conjunction with an Administrative Record (AR), within an eDiscovery platform database(s);
Communicate professionally with counsel, clients, third parties, experts, and vendors;
Coordinate with case/matter review team to conduct review, analysis, searching/tagging, etc., of incoming
documents, via collection or party production;
Collect, organize, prepare, and process documents/ESI for import, review, and production;
Assist attorneys through all phases of litigation/case handling, including preparation for hearings and trial;
Possess skills necessary to accurately interpret court procedures and rules, and general knowledge of federal and
state court deadlines; and

Additional duties as assigned.
Requisite Experience:
Candidates must have either: (1) a paralegal certificate from an ABA approved program and a minimum of 5 years’
experience as a litigation paralegal; (2) a Bachelor’s degree and a minimum of 5 years’ experience as a litigation
paralegal; OR (3) 5 years’ experience as a litigation paralegal with extensive experience administering and
managing eDiscovery databases for litigation matters; and
Experience in environmental law, CEQA, and administrative law is desired but not mandatory.
Desired Skills:

Ability to efficiently gather, maintain, track, and organize information, documents, and evidence;
Ability to analyze and accurately categorize, identify, code, and summarize documents in an efficient manner;
Exceptional organizational skills and ability to work independently, and as a team, delegate when necessary, and
evaluate workload in order to meet deadlines; and
Excellent time management skills and the ability to manage multiple projects concurrently in such a manner as to
deliver an accurate, high-quality work product.
(Continued on page 23)
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Software and Technology Proficiency:
Technologically savvy and proficient with the Microsoft Suite of products (Outlook, Word, Excel, PowerPoint);
Experience using electronic billing software, document management software and systems, including network
drives and servers; and
Not less than 3 years’ experience using and maintaining evidence within eDiscovery databases in one or more
of the platforms widely used within the industry (e.g., iPro, Concordance, Relativity, etc.). Although not
required, experience managing and administering eDiscovery databases/platforms is highly desired.
The clients we serve and matters we handle offer a unique opportunity to gain insight into the many different
facets of environmental law and policy. This is a fantastic opportunity for any candidate who seeks a position
working as an integral, respected member of a team, providing excellent client service and work product of the
highest quality.
Our firm offers a congenial and inclusive work environment, competitive salary including medical, dental,
vision, and life insurance benefits, HSA, and optional medical and dependent care FSA, 401k, and profit sharing
plans as well as paid parking. Insurance benefits are 100% employer-paid for both employee and qualifying
dependents.
Somach Simmons & Dunn is an equal opportunity employer. Interested candidates should send a resume with
cover letter including salary requirements to hr@somachlaw.com or Somach Simmons & Dunn, Attn: Human
Resources, 500 Capitol Mall, Suite 1000, Sacramento, CA 95814 (no phone calls please).
(August 26, 2021) Legal Secretary – Messing Adam & Jasmine LLP – Sacramento, CA
Labor and Employment firm, Messing Adam & Jasmine LLP, seeks a full-time experienced Legal Secretary with at
least five years civil litigation experience. Applicant must have a strong understanding of California and Federal Civil
Procedure. Experience working with the various County Superior Courts and California Courts of Appeal. Any
additional experience working with the State Personnel Board, Public Employment Relations Board, National Labor
Relations Board and Office of Administrative Hearings is a plus, but not required. We are currently working in a
hybrid/remote setting.
Main Job Tasks, Duties and Responsibilities

Prepares, edits, proof-reads, formats, cite checking and finalizes correspondence, legal documents, including
complaints, motions, briefs and subpoenas.
Provide attorneys with basic research of litigation, statutes and regulations.
Files and timely serves all pleadings with the appropriate courts and administrative agencies, and follows up to
ensure all filings are completed.
Calendaring litigation and other administrative agency deadlines.
(Continued on page 24)
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Client intakes.
Prepares engagement letters.
Process mail, which includes scanning, calendaring and routing to attorneys.
Manages physical and electronic case files.
Schedules and makes appointments and coordinates conference calls for attorneys as needed.
Qualifications
5 years of litigation experience
Experience supporting multiple attorneys in a team environment.
Excellent communication, interpersonal and writing skills.
Must be highly organized, proactive, detail-oriented and able to multi-task.
Knowledge of citation styles (Blue Book and California Style Manual).
Proficiency in MS Word, Excel and Outlook.
Paralegal certificate or CCLS certification is desired, but not required.
About our Firm
Messing Adam & Jasmine LLP focuses on the representation of public sector employee organizations and their
individual members. Our attorneys have successfully litigated some of the most significant public employee labor
relations cases in California history. These cases have benefited hundreds of thousands of public employees, not
only in California, but throughout the United States. Please go to our website for more information about our firm –
www.majlabor.com. Our Sacramento office is located at 980 9th Street, Suite 380, Sacramento, CA 95814.
Compensation is negotiable based on experience. We provide excellent benefits, including medical, dental, vision,
life, LTD, vacation/sick time, Medical FSA and 401(k) profit-sharing. Qualified applicants should send their resume
and references to heather@majlabor.com.
(August 24, 2021) Legal Secretary - Lazono Smith - Sacramento, CA
We currently have an opening in our Sacramento Office for a Legal Secretary. This is a mid-to-high level position,
ideal candidates will have 5-7 years of current legal, secretarial experience.
Qualified candidates are team players with excellent communication and interpersonal skills. They are able to work
with a variety of people including working with several attorneys simultaneously. Must be highly organized, detailoriented, positive, proactive, and professional.
All candidates must have exceptional writing, proofreading, technical and administrative skills. As well, must be
proficient in MS Word and Outlook, and type 70+ wpm.
Experience A Culture Unlike Any Other
We invite you to check out Lozano Smith, California’s premier public agency law firm. As a law firm, we have a
(Continued on page 25)
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rather unique culture. Simply put, we enjoy each other’s company. We like to have fun together, in the office and
in the field. We enjoy our work, and equally important, who we work for. We are committed to giving all
employees the opportunity to experience meaningful, impactful work and the support needed to grow.
Focus On The Specifics
No Jerks Rule
Mentoring Program
Wellness Program

Professional Development Opportunities
Diversity, Equity and Inclusion Initiatives
Child-Friendly Business Award Winner
Blue Hat Project: Community Engagement Program
Competitive Salary, Benefits and Bonus Programs
Foundations Of Lozano Smith
Lozano Smith’s core is based on relationships, and that has allowed us to remain California’s premier public agency
law firm representing hundreds of school districts and municipalities. We are a team of more than 180 passionate

and diverse attorneys, paralegals and support staff. Everyone who calls Lozano Smith home understands the
importance of being there for each other and our clients when they need us most.
How to Apply:
Qualified applicants should send their resume to kgiosa@lozanosmith.com.
(August 18, 2021) Legal Secretary
BPE Law Group is a growing mid-sized Sacramento-area law firm specializing in corporate, real estate, and estate
planning transactions and litigation. Our collegial team of attorneys and staff are driven to provide outstanding
customer service to our clients while we help them accomplish their goals in the midst of often complex regulatory

environments.
BPE Law Group is seeking a full-time, experienced Legal Secretary to support our attorneys in a fast-paced
environment. A Legal Secretary provides a professional interface with co-workers, clients, and courts to accomplish
the firm’s client-service mentality.
This Job is Ideal for Someone Who is:

•

Detail-oriented — would rather focus on the details of work than the bigger picture.
(Continued on page 26)
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•

Resilient — thrives in a high-pressure environment.

•

Dependable — more reliable than spontaneous.

•

A Self-Starter — enjoys taking on challenges.

•

Professional – shows discretion and good judgment.

•

Ethical – understands and supports client confidentiality.

•

A Team Player – supports attorneys and other team members to maximize team productivity.

Specific Responsibilities:

•
•

Prepares, edits, proof-reads, formats and finalizes correspondence and legal documents.
Files and timely serves all pleadings with the appropriate courts (electronically or via mail, express, or messenger
service), and follows up to ensure all filings and services are completed.

•

Maintains expertise in Word including general formatting, styles, generation of TOCs and TOAs.

•

Stays current on and applies all court filing procedures and court rules including local rules.

•

Reminds attorneys of meetings and litigation deadlines and assists in preparing for same.

•

Reviews incoming mail for dates to calendar and maintains a calendar of litigation deadlines.

•

Schedules and makes appointments and coordinates conference calls for attorneys as needed.

•

Arranges for court reporter and/or videographer when needed.

•

Photocopies, assembles, and scans documents.

Qualifications: In addition to experience with the responsibilities outlined above, a Legal Secretary must have:

•

Three or more years of previous legal office experience with knowledge of state and federal discovery rules and
procedures, calendaring deadlines, and trial preparation.

•

Civil Litigation background with an understanding of the California Code of Civil Procedure.

•

Superior computer skills and technical savvy, with proficiency in Word, Excel and Outlook.

•

Experience with PracticeMaster a plus.

•

Excellent communication and writing skills.

•

Knowledge of citation styles (Blue Book and CA Style Manual).

•

Experience supporting multiple attorneys at a time.

•

Fluency in Spanish a plus.
Excellent benefits, including medical, dental, vision, 401(k), profit-sharing package. Family-oriented, respectful,
and collaborative office/firm culture. Please send cover letter, resume and references to sarahm@bpelaw.com and
must include Legal Secretary Position in the subject line.

Appearing in this Bulletin is the most recent listings.
Please visit SLSA.org/employment/ for more listings.
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Legal Specialization Section Leaders
LSS Coordinator

Mary Lou Floyd, CCLS

lss@legalprofessionalsinc.org

Civil Litigation

Shannon Quigley

civil.litigation@legalprofessionalsinc.org

Criminal/Family Law

Carolina Ramos

criminal.family.law@legalprofessionalsin
c.org

Federal Law

Laura Pumerville, CCLS

federal.law@legalprofessionalsinc.org

Law Office Administration

Maria Gonzalez, CCLS

law.office.administration@legalprofessio
nalsinc.org

Probate/Estate Planning

Carmen Vasques

probate.estateplanning@legalprofession
alsinc.org

Specialty Law

Belinda Owens

specialty.law@legalprofessionalsinc.org

Click here to apply or renew.

EDITOR’S NOTE
The Legal Eagle welcomes letters and article suggestions from readers. Please send them to:
Corene E. Rodder, c/o Somach Simmons & Dunn, 500 Capitol Mall, Suite 1000, Sacramento, California
95814 or crodder@somachlaw.com. The Sacramento Legal Secretaries Association reserves the right
to edit articles and letters sent in for publication. The deadline for all submittals is noted in “Dates to
Remember” on page 12 of this publication. This publication is designed to provide accurate and
authoritative information in regard to the subject matter covered. It is distributed with the
understanding that the publisher is not engaged in rendering legal, accounting, or other professional
services. If legal advice or other expert assistance is required, the service of a competent, professional
person should be sought. The opinions expressed in the articles published herein are those of the
individuals submitting the articles and not necessarily the views of the board or editorial staff. This
publication may not be reproduced in whole or in part without the express written consent of the
board of the Sacramento Legal Secretaries Association.
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Sacramento Legal Secretaries Association

Committee Chairmen 2021-2022
Position
Advertising
Audit (Financial Review) [3
people]
Benefits

Name
Crystal Rivera

Contact Info

Mary Taylor

mtaylor@downeybrand.com

Bulletin Editor
Bulletin Proofreaders

Corene Rodder
Brenda Johnson, CCLS
Jennifer Estabrook, CCLS

crodder@somachlaw.com
brendajohnsonccls@yahoo.com
jestabrook@somachlaw.com

CCLS
Charitable Projects

Elizabeth Madden, CCLS
Vacant - President, Marci
Frazier
Terry Olson, Chair
Brenda Johnson, CCLS
Vacant - President, Marci
Frazier
Vacant - President, Marci
Frazier
Vacant - President, Marci
Frazier
Vacant - President, Marci
Frazier
Vacant - President, Marci
Frazier
Brenda Johnson, CCLS
Sarah Martinez
Sarah Martinez
Crystal Rivera
Dawn Forgeur, CCLS

elizccls@gmail.com

Dawn Willis
Vacant - President, Marci
Frazier
Christie Kaelber

dwillis@downeybrand.com
marcifrazier1@gmail.com

Day In Court [3-4 people]
Employment
Historian
Interclub
Law Office Products &
Management
Legal Procedures

Legal Professional of the Year /
Boss of the Year
Legal Secretarial Training
Marketing
Membership
Nominations & Elections [3
people]
Professional Liaison
Programs
Reservations/Reception
Scholarship
Vendor Liaison
Ways & Means
Social Media
Fairytale Town
Reno Bus Trip

Vacant - President, Marci
Frazier
Brenda Johnson, CCLS
Vacant - President, Marci
Frazier
Dawn Forgeur, CCLS
Brenda Johnson, CCLS
Crystal Rivera
Corene Rodder
Marci Frazier
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crivera@somachlaw.com

Tmoplus3@yahoo.com
brendajohnsonccls@yahoo.com

brendajohnsonccls@yahoo.com
sarahm@bpelaw.com
sarahm@bpelaw.com
crivera@somachlaw.com
dawn.forgeur@stoel.com

ckaelber@downeybrand.com

brendajohnsonccls@yahoo.com

dawn.forgeur@stoel.com
brendajohnsonccls@yahoo.com
crivera@somachlaw.com
crodder@somachlaw.com
marcifrazier1@gmail.com

LPI BENEFITS 2021—2022
Advantages of Membership
LPI® provides educational, professional, and personal development information to
legal support staff throughout the state of California. These educational opportunities are
available to members (and non-members, for a nominal fee) throughout California.

•
•

Monthly educational programs and newsletters are provided by local associations
General educational programs are offered at each LPI conference free to anyone registered to attend. Topics vary among
specialized areas of law, ethics, law office products and management, and personal development. Click on the calendar for
more information about upcoming LPI and Local Association Events.

•

Members (and non-members) are given the opportunity to join one or all six Legal Specialization Sections. Each
specialization section offers seminars and newsletters on specific areas of law. Seminars are presented at each LPI quarterly
and annual conference free to LPI section members and at a reduced cost to non-section members. For more information,
click on “Legal Specialization Sections.”

•

Many local associations offer study groups for members interested in preparing to take the California Certified Legal
Secretary (CCLS®) examination. LPI also offers an online CCLS Study Course. Information on the CCLS examination can be
found by clicking on “California Certified Legal Secretary.”

These programs are designed to provide current material and educational tools to enable law office support staff to
remain current with the changes in general law, as well as in their respective areas of practice.
MAKE A CAREER CHOICE – BECOME A LEGAL PROFESSIONAL
Why Become a Legal Professional?
Competitive salaries and benefits; Knowledge and skills allow the freedom to work anywhere; competent legal
professionals are well-respected in the legal community; legal professionals fulfill a vital and meaningful role for law firms and
attorneys; and continuing education enhances legal professionals, making them an asset to every employer
Why Join Legal Professionals, Incorporated?

•
•
•
•
•
•
•

Become one of the approximately 1,300 elite legal professionals in California
Build a network of knowledge by meeting other legal professionals
Continuing education is the main focus of Legal Professionals, Incorporated
Our motto: Excellence through Education
Expand your personal and professional development and skills through a multitude of educational opportunities offered
statewide
Enjoy discounted educational benefits through the Continuing Education of the Bar
Become a California Certified Legal Secretary (CCLS®) through a course of study and a comprehensive examination

Easily maintain your CCLS credits and your MCLE credits through workshops and seminars sponsored by the Continuing
Education Council and Legal Specialization Sections of Legal Professionals, Incorporated
How You Can Become a Legal Professional:
Learn basic secretarial and computer skills; enroll in a legal secretarial or paralegal course through business schools and
college courses; enroll in a training course offered by a Legal Professionals, Incorporated, association in your area; or through
LPI’s online courses. Legal Professionals, Incorporated, offers scholarships to non-members interested in pursuing a career in the
legal field
Discounts for LPI Members
In addition to the many educational and networking opportunities, LPI members may receive discounts for certain
educational seminars and publications offered through Continuing Education of the Bar (CEB). Agents for insurance and financial
providers are available as resources when members inquire about benefits in an effort to obtain the best coverage for each
member’s individual needs and location. Access to credit unions and rental cars are also available.

Page 29 of 31

SLSA EXECUTIVE BOARD
2021—2022

VICE PRESIDENT
SARAH MARTINEZ

PRESIDENT
MARCI FRAZIER

SECRETARY
DAPHNE B. BOYD

GOVERNOR
CORENE RODDER
TREASURER
ALICIA MALERBI

PARLIAMENTARIAN
DAWN WILLIS

EXECUTIVE ADVISOR
BRENDA JOHNSON, CCLS
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RESERVED FOR ARCHER HALL
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