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By Deborah Johnson, High Stakes Communication
This is the first of four articles for the APA Journal on powering up your
communications. My goal is to distill 30 years of experience in the highstakes world of television production and trial consulting, to help you
enhance your skills, increases your impact, and then contribute to your
clients and firm at a higher level. This first article is a look at how to
leverage first impressions. October‘s article focuses on how you can get
people to listen to you at a whole new level. November explores the 2 most powerful
and unrecognized parts of communication. The final article in December looks at the
new world of instant communication and how to ensure that your messages are read
and interpreted correctly.
First impressions aren‘t just what people see or hear. Our DNA actually sets us up to
automatically ―read‖ other people and our surroundings at a much deeper level.
Instantly. This ability to make hundreds of micro-decisions – to sense threats or
opportunities – is what allowed the human race to survive. It kept us from being
eaten by a saber-toothed cat. It allowed us to tell if a stranger was friend or foe.
Millennia later it‗s still the same. We each make these unconscious decisions about the
people around us. And they‘re doing the same to us. The implications of this instant,
unconscious judgment are profound, guiding us top
approach or avoid, without any real knowledge of why
we‘re doing it. Once you know this you can actually
impact what people think about you in those first few
seconds: whether they trust you, believe you, value
what you say, and ultimately how effective you are at
your job or in your relationships.
Here are three of the biggest ways to improve other people‘s first impression of you:
The Rule of 93
Research from UCLA suggests that 93% of communication is non-verbal. Yes, 93%.
It breaks it down to this: 55% of the meaning of a message is body language and
38% is from tone of voice. Only 7% is the actual meaning of the words that are
spoken.
That 93% is our primordial DNA busy at work. We are constantly sending out nonverbal signals that people pick up on. Have you ever walked into someone‘s office and
known immediately that something was wrong? Ever met someone that just felt
―creepy?‖ Those are non-verbal messages you picked up.
If you want to make a great first impression, be very conscious of what you‘re sending
out: good mood or bad, attentive or distracted, confident or insecure, cooperative or
difficult, smart or vapid, etc. It‘s totally within your control.
Tip from me: Take a minute and actually write down how you want to be perceived.
(See First Impressions, Continued on page 6)
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THE APA IS PLEASED TO WELCOME THE
FOLLOWING NEW MEMBERS:
Renee Hammel
Rebecca Knollhuff
Sergina Oretga
The APA reveals its new logo!!! It‘s simple,
sleek, professional and to the point! A great BIG
thank you to all who participated in making this
happen, especially Cindy Perez who volunteered
many hours of her time to take on this task an did
an amazing job collaborating with our designers!

Patrick Riedel
Larkann Stewart
WE LOOK FORWARD TO GETTING TO KNOW
EACH OF YOU THROUGHOUT THE YEAR!
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If you are interested in submitting articles or columns please contact Brenda Studebaker at 480.363.7935 or via email:
brenda.studebaker@hotmail.com.
The Digest is the official publication of the Arizona Paralegal Association. Articles, columns, and editorials appearing in
The Digest express the views of the authors and should not be construed as the opinions of the Arizona Paralegal
Association or its Board of Directors. The Digest welcomes typewritten, signed letters and articles. Submissions are
reviewed and printed at the discretion of the Editor of The Digest and the APA Board of Directors. Please direct requests
to reprint material to the Editor. Advertisements must be for legal-related services or companies, should not specify
dollar amounts of services offered, and should generally describe the services offered.
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President’s Message
Back to School has arrived. As we send our kids back to school we can start
thinking about our professional goals for the fall. A number of options are open
to us including a variety of CLE courses, NALA Campus, webinars from a variety
of companies, and, of course, NALA‘s CP and ACP exams. The CP review course
from Phoenix College for the May exam was a huge success and examinees were
very pleased with the course and their outcomes. A number of new CP‘s were
―born.‖ If you have been thinking about getting a CP but never seemed to find
the right time, consider signing up for the November/December review course and the January
2012 NALA CP exam. Professional credentials can be a very important asset in this tight job
market. Information about PC‘s review course can be found at: http://www.pc.maricopa.edu/
legalstudies/cp/
The APA was very fortunate to have three of its members attend the NALA convention in Plano,
Texas--two NALA Board members and the APA‘s NALA Liaison. We were able to network with
leadership of a variety of associations across the country, gaining new ideas and inspiration for
our association and sharing some of our ideas and accomplishments with others. We hope to
implement a few of the interesting ideas we learned at convention during the coming months.
Your APA Board is looking for volunteers for 2012. If you would be interested in serving your
fellow members and our profession, please contact one of the Board members. Most positions
require only modest time commitments.
I hope you all had a great summer! I look forward to seeing you at fall luncheons.
Karin M. Scheehle, ACP
APA President

If you have not renewed your membership or know someone who would like to
join the APA, membership applications and renewal forms can be found on the
APA's Website. Visit www.azparalegal.org.

In-Home or Office

If you would like to advertise in
The Digest,
please contact Brenda Studebaker at
(480) 363-7935 or
Brenda.Studebaker@hotmail.com.

Glendale, Phoenix, Scottsdale, Cave Creek,
Carefree and Fountain Hills

Jackie Mueller CPT
623-640-9112
Jm.ontheballfitness@yahoo.com
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THE MYSTIQUE BEHIND ASSET SEARCHES:
Investigative Minds Want to Know
By S. Jennifer Mannino, a principal of RISC®
A Q&A Unveiling the Mystique behind Assets Searches

Question: When I look for assets I usually run a person‘s name through the Maricopa County Recorder‘s Office but sometimes am overwhelmed with information; is there a better way to find this
information?

Answer: The Maricopa County Recorder‘s Office is a great online source but unfortunately it has

many pitfalls. If you have access to proprietary systems where you can run the person‘s name
through several Recorder Offices at once, we highly encourage using them. Arizona has many transplants and we cannot assume that a person‘s assets are only in the town where they reside, especially if the subject is on
a mission to hide them. One of the issues with most online searches of Recorder Offices is that you cannot gauge what
property the recorded document relates to unless you download the actual document. This will make your research very
time consuming (and costly). Also, when you research the online Recorder Offices, you are subject to a single strict
name search, meaning if you are looking for assets, you are confined to checking each known name separately. If you
have access to proprietary systems such as Westlaw® or LexisNexis®, you can run several names at once (i.e., maiden,
married, legal and business names) and run them as a natural language search so you can capture any possible misspellings. When retaining investigators, make sure that they subscribe to data warehouses that allow natural language
searches and reverse address searches.

Question: When I search for assets what should I be looking for?
Answer: When conducting an asset search, you should be looking for leads, and there are many avenues to pursue
those. One of our recommendations is to trail the person‘s address(es). That means your investigative strategy will focus on address searches and not on actual name searches. Again, proprietary systems will come into play here. When
looking for assets we need to know: the subject‘s jurisdictional ties (where have they lived and conducted their business); the subject‘s corporate affiliations, former partners and former employees within those companies; whether there
has been any litigation against the subject and retrieve respective court records to evaluate if there is any valuable information in a pleading or an exhibit; the subject‘s public lifestyle so that if we see lavish party announcements in social
media we may consider inquiries to local galleries and determine if there is any valuable artwork or jewelry on consignment. The gist is that you want to think outside the box and get creative with your research process.

Question: Are there any privacy acts I should concern myself with when working on asset searches?
Answer: Yes. Asset searches absolutely need to adhere to several consumer privacy acts which including but not lim-

ited to the Gramm-Leach-Bliley Act, the Fair Debt Collection Practices Act, and the Fair Credit Reporting Act. These laws
allow for the use of information in connection with civil or criminal proceedings or investigations in anticipation of litigation, or the execution and enforcement of judgments and orders. Most states have also passed legislation mirroring
these federal laws, and prior to conducting an asset search you must be familiar with any additional provisions that may
be specified in state law. We also caution that the information-gathering campaign during an investigation be conducted
with the utmost ethical standards. Your tactics to obtain consumer information can be called into question long after
your case is settled.

Question: Are there any laws that prohibit me from running a banking search?
Answer: With judgment in-hand you can absolutely research a person (or company‘s) bank accounts. In fact, if your
contract undisputedly allows for the ongoing review and monitoring of a subject‘s personal credit, a pre-judgment banking search is also allowed. What you cannot do, as defined under the Gramm-Leach-Bliley Act, is make any form of mis(Asset Searches, Continued on page 6)
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THE RIGHT WAY TO REDACT
Six Steps for Implementing an Electronic Redaction Process
By Christine Musil, Director of Marketing at Informative Graphics
Electronic redaction, or the removal of sensitive content from electronic documents, is required for
safe, efficient distribution of documents to courts or public information outlets including the media—
any forum where the audience may not be qualified to see the complete document content. While
redaction appears to be a straightforward, simple procedure, there are common mistakes that bring
with them some very costly consequences. In fact, the unintentional disclosure of sensitive information through improper redaction has happened to companies, law firms and government agencies
alike. And the results of these incidents range from bad publicity and shaken consumer confidence to
lost lawsuits, new lawsuits and significant fines.
With the rising public concern around privacy protection, many states are taking a more cautious approach to state record
keeping. According to the National Conference of State Legislatures, 35 states considered bills in 2007 to restrict the use
of Social Security numbers to identify individuals in government records, with about half of those involving some redaction
provisions. However, ―sensitive‖ information goes far beyond Social Security numbers. In most states, the term is defined
broadly as personally identifiable information (PII), which includes Social Security numbers, taxpayer identification numbers, bank or financial account numbers, drivers‘ license numbers, signatures, date of birth or address.
Where Manual Redaction Goes Wrong
Manual redaction has been done for many years by using black markers to mark up paper documents and photocopying
the pages to eliminate show-through of the confidential text. Clearly, this is a time-consuming and archaic system in a
digital world.
Electronic redaction has come on the scene more recently, offering a more efficient, largely paperless solution to the problem of redaction. However, the electronic redaction tools must be adequate to the task they are presented with, and the
paralegals using the software need to realize what they are and are not striking out.
Removing sensitive content like PII from documents requires more than simply blocking sensitive content by restricting the
visible view of text on the screen. Often blocking techniques still leave the underlying content seemingly invisible, yet still
intact and accessible by a simple copy and paste procedure. Consider the following scenario:
A paralegal opens a document in Microsoft® Word and uses a solid black drawing shape to cover the text to
be redacted.
The document is then converted from a Word document to a PDF. In the process, the drawing shape is also
converted and cannot be deleted from the PDF so the process seems to secure the information.
The document is released, with the belief that the confidential text is properly concealed.
A savvy journalist or other interested party selects all the text around the redacted area in the PDF and pastes it into an
application such as Word or Notepad. As a result, the text under the black box is revealed in its entirety. More sophisticated users can also use a metadata-revealing application to access prior revisions to the document, which also are embedded in the PDF. This can be particularly embarrassing because it can also reveal possibly embarrassing or confidential
comments made on the original document.
Six Steps for Proper Redaction. There are a number of ways to properly redact a document electronically, so that the
information cannot be revealed. The various techniques will depend in large part on the volume of your redaction content
and overall security requirements. Yet, ultimately the following six tips will apply for any environment requiring a redaction
process.
Become a Redaction Expert. As a redaction expert, you will be trusted with potentially very sensitive information
about clients or others. Discretion is important. You will be partially or completely responsible for setting up the official
redaction policy, including recommending or selecting the redaction tool (or working with the internal Information Technology staff to do so), learning to use the selected tool properly, and then either performing all redactions or training
other users on proper tool use.
(Redaction Process, Continued on page 7)
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(First Impressions, Continued from page 1)

Don‘t allow others‘ first impression of you to be a default to whatever mood you‘re in.
53 Muscles
When I‘m working with witnesses I spend time getting them ―anchored,‖ that is, helping them feel
confident about their own ability to handle deposition or testimony. When they are confident, it‘s
much easier for the jury to believe them.
It goes back to that primordial DNA-thing. People instinctively watch your face, your eyes, your
cheeks, your smile, to see what you‘re really saying. There are 53 muscles that control your facial
expressions and there is no way in the world you can learn how to control them. By exuding
confidence you will automatically impact those muscles and what you project to people.

Tip from me: Before you launch into any important conversation (even on the phone) take 5
seconds and get centered. Breathe. Smile. Focus on your abilities talents, skill, experience and
expertise. It makes a noticeable difference.
Window Dressing
No discussion of first impressions would be complete without a few words about appearance. What you look like, does
in fact, affect people‘s judgment of you. At first glance, you want people to know that you are a confident, educated,
personable professional.

Tip from me: Check your appearance. Match your outer appearance to your position, your company‘s image,
your unique taste and your body type.
Final Word
You are in control of how people perceive you. Leverage this to make stunning first impressions on everyone you meet.
Then watch how it changes your interactions.
***********************************************************************************************************************

Deborah Johnson is a six-time EMMY Award-winning writer and producer who worked at #1 TV stations around the country.
Today she works with attorneys in tough, high-risk cases to develop key themes, case presentations that are emotionally and visually
impactful on the jury, and prepare witnesses for deposition or trial. You can contact her at 602.216.0049, deborah@highstakescommunication.com or visit www.high-stakescommunication.com.

(Asset Searches, Continued from page 4)

representation such as using impersonation or making fraudulent statements to obtain a debtor‘s personal financial information, account balances and account numbers. You can also run a banking search in a marital dispute prejudgment. It is enough for the spouse to suspect that there are assets hidden; and as long as you receive written authorization from the spouse, you have a permissible premise to initiate banking searches.
When it comes to Asset Searching it really needs to be black-and white- thinking with no shades of grey. This is why
we recommend that you consult with attorneys when formulating an agreement with a borrower and incorporate language into your contracts which will allow for an ongoing credit review under the consumer credit and privacy laws,
which should specifically include banking searches.
Links for the article:
Maricopa County Recorder, http://recorder.maricopa.gov/recdocdata/
Westlaw, http://west.thomson.com/default.aspx
LexisNexis, https://www.lexisnexis.com/products/
S. Jennifer Mannino is a principal of RISC® a global due diligence and investigative consulting firm based in Phoenix, Arizona (www.risc-llc.com).
Jennifer manages full cycle investigations and oversees the investigative strategy on background investigations for M&A deals and asset searches for
commercial lending and litigation disputes. She can be reached at 602-277-7472, ext. 105 or jmannino@risc-llc.com.
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(Redaction Process, Continued from page 5)

Take Initiative to Write a formal Redaction Policy. It is important to document the policy on your office‘s redaction processes. Be sure that your policy includes details on who performs redaction; what kind of documents require
redaction; and all the steps a new employee would need to know about the proper redaction procedure at your company.
Identify your redaction needs. A redaction tool that truly fits your needs can save a lot of time. Do you need native
format redaction with metadata scrubbing? This is a more risky requirement and should be undertaken with caution.
However, it can be done successfully by a sufficiently educated and careful employee. If the redacted file should be
PDF or TIFF, there are more redaction options available, most of which are quite simple to implement and use. When
evaluating these tools consider the following:
Do you need extensive logging? This is a good idea for eDiscovery, especially if counsel needs to prove due diligence in protecting client's privilege.
How does the tool handle metadata? Does it bring any metadata over to the final, redacted document? Does it
offer tools to search and protect metadata?
Are you concerned about masking the length of redacted words? Some applications may substitute text like
―redacted‖ for each redacted word, ensuring the original word length is also obscured.
What is the volume of documents you need to redact? Do you want a server-class product that can be integrated
to your existing system or a desktop application?
Would a tool with intelligent search capabilities, pattern matching (e.g., find and redact all Social Security numbers)
or the ability to record reusable redaction scripts be helpful?
Choose your output format. Many tools can output to TIFF, which is inherently a ―flat‖ format. Because it is really
an image format, not a document format, most versions of TIFF have no concept of change revisions, hyperlinks or
Redaction Process, Continued on page 18)
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Arizona Paralegal Association
Date: Wednesday, September 14, 2011
Time: Luncheon 11:30a.m., Seminar 12:00p.m.
The Sheraton Downtown Phoenix – 340 N. 3rd Street – Phoenix, AZ 85004
Complimentary Self and Valet Parking on 3rd St. just North of Van Buren
__________________________________________________________________________________________________________

Christopher J. Berry, Partner, Berry & Branch, PLLC
“Settling Personal Injury Claims”
Mr. Berry’s practice consists of litigation and trial work representing both plaintiffs and defendants.
Mr. Berry was lead counsel in significant municipal liability and wrongful death actions, most notably
Norberg v. Maricopa County and in other cases where settlements exceeded one million dollars.
This presentation meets the requirements of the Certifying Board of the National Association of Legal Assistants, Inc. for
continuing legal education credit toward maintenance of the Certified Legal Assistant/Certified Paralegal Credential.

1. Cost of Luncheon: $30.00 for Members $42.00 for Guests (Make checks payable to APA)
2. Reserved seating: $25.00 ($15 for Students with ID) for those who prefer to attend without the meal.
3. Mail reservations and payment to: Candace McClue, ACP, Olson, Jantsch & Bakker, P.A., 7243 North 16th
Street, Phoenix, AZ 85020. If you are unsure whether your payment will arrive in time, please hand-deliver
by noon Wednesday, September 7, 2011.
NOTE: Payment for guaranteed luncheon reservations no longer will be accepted after the reservation deadline.
The luncheon is always held the second Wednesday of each month. Reservations will be accepted anytime prior to
noon on the Wednesday preceding the luncheon. Payment will only be accepted at the door under certain circumstances, at the Committee's sole discretion, provided a reservation is made by the deadline. However, unpaid reservations will not be guaranteed. The APA will not guarantee a seat for lunch for those from whom payment is not received by the deadline.
-- The Membership Committee

LUNCHEON RESERVATION FORM
Members ONLY ($30.00/Reservation):
Name: ___________________________________________________
Name: ___________________________________________________
Name: ___________________________________________________
Guests ONLY ($42.00/Reservation) – Full Name and E-Mail Address Required Below:
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Enclosed is payment in the amount of $_______________ payable to the Arizona Paralegal Association.

RESERVATIONS AND PAYMENTS
MUST BE RECEIVED BY NOON,
WEDNESDAY SEPTEMBER 7, 2011
If you need to change or cancel your reservation,
please contact Candace McClue at chm@ojbb.com.
Arizona Paralegal Association

To Rent Videos of Previous
Luncheon Seminars Contact
Pam Kieffer, Beale & Micheaels at
pkieffer@Beale-Micheaels.com.
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Arizona Paralegal Association
Date: Wednesday, October 12, 2011
Time: Luncheon 11:30a.m., Seminar 12:00p.m.
The Sheraton Downtown Phoenix – 340 N. 3rd Street – Phoenix, AZ 85004
Complimentary Self and Valet Parking on 3rd St. just North of Van Buren
__________________________________________________________________________________________________________

Heather A. Neal, Sr. Associate, Renaud Cook Drury Mesaros, P.A.
“Drafting Tips for Paralegals”
Ms. Neal’s primary practice areas include healthcare, medical malpractice, long-term care litigation and premises liability, areas in which effective drafting skills are essential . Ms. Neal defended physicians, long-term care facilities
and the like. Since joining Renaud Cook, Ms. Neal most recently contributed to the “Health Law Compendium
2008: Document Retention Policies: Applicable State Law and Best Practices for the Healthcare Industry”.
This presentation meets the requirements of the Certifying Board of the National Association of Legal Assistants, Inc. for
continuing legal education credit toward maintenance of the Certified Legal Assistant/Certified Paralegal Credential.

1. Cost of Luncheon: $30.00 for Members $42.00 for Guests (Make checks payable to APA)
2. Reserved seating: $25.00 ($15 for Students with ID) for those who prefer to attend without the meal.
3. Mail reservations and payment to: Candace McClue, ACP, Olson, Jantsch & Bakker, P.A., 7243 North 16th
Street, Phoenix, AZ 85020. If you are unsure whether your payment will arrive in time, please hand-deliver
by noon Wednesday, October 5, 2011.
NOTE: Payment for guaranteed luncheon reservations no longer will be accepted after the reservation deadline.
The luncheon is always held the second Wednesday of each month. Reservations will be accepted anytime prior to
noon on the Wednesday preceding the luncheon. Payment will only be accepted at the door under certain circumstances, at the Committee's sole discretion, provided a reservation is made by the deadline. However, unpaid reservations will not be guaranteed. The APA will not guarantee a seat for lunch for those from whom payment is not received by the deadline.
-- The Membership Committee

LUNCHEON RESERVATION FORM
Members ONLY ($30.00/Reservation):
Name: ___________________________________________________
Name: ___________________________________________________
Name: ___________________________________________________
Guests ONLY ($42.00/Reservation) – Full Name and E-Mail Address Required Below:
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Enclosed is payment in the amount of $_______________ payable to the Arizona Paralegal Association.

RESERVATIONS AND PAYMENTS
MUST BE RECEIVED BY NOON,
WEDNESDAY OCTOBER 5, 2011
If you need to change or cancel your reservation, please
contact Candace McClue at chm@ojbb.com.

To Rent Videos of Previous
Luncheon Seminars Contact
Pam Kieffer, Beale & Micheaels at
pkieffer@Beale-Micheaels.com.
www.azparalegal.org
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APA MEMBER JOB BANK

DO YOU KNOW OF A PARALEGAL POSITION AT YOUR PLACE
OF EMPLOYMENT? If so, advise your employer that the APA offers ad
space for paralegal jobs to employers free of charge! To place a job
bank ad or for information on a job, send an E-mail to Kelley Dalton at
KDalton@cavanaghlaw.com.

ATTENTION APA MEMBERS: It is the policy of the Arizona Paralegal
Association that Job Bank information only be provided to members
of the APA. Please honor this policy by not giving this information to
others but, instead, let them know how they can join!
LEGAL ASSISTANT: Law Firm seeks full time experienced Legal Assistant to assist busy Shareholder and his team in
Old Town Scottsdale. Ideal candidate is highly organized and able to prioritize tasks from multiple sources. Position will
involve significant client contact and requires analysis of complex transactions and financial records. You are: educated,
certified, polished, good with people, computer-savvy, hard-working, detail-orientated, self-motivated, and dependable
with a positive attitude. Your background/skills include: 5+ years work experience as a legal assistant handling commercial litigation and/or transactions, MS Office Suite proficiency, Type = 65 wpm, electronic case filing experience.
Bankruptcy experience a plus. Salary: DOE. Send cover letter and resume to: resume@lawdmyl.com. September 2011
LEGAL ASSISTANT: The Phoenix-based Goldwater Institute, hailed by George Will as ―America's most potent advocate of limited government,‖ seeks an experienced, enthusiastic, and detail-oriented Legal Assistant. The candidate will
be an integral part of the Goldwater Institute‘s growing litigation team. Duties include extensive legal file maintenance,
case filings, light correspondence, basic administrative assignments, initial screening of potential cases, and calendar
management for the litigation director. Position requires at least two years administrative experience and commitment
to an administrative career. We will consider experienced paralegals who are willing to take on the broad range of administrative responsibilities entailed in this position, but will also consider candidates who do not have direct litigation
experience and will provide necessary training. The candidate will also back-up our reception desk for 5-10 hours each
week. The duties will include answering phones and greeting guests. The successful candidate will have exceptional
organizational skills and attention to detail, excellent computer skills, and the ability to multi-task and effectively handle
assignments from multiple attorneys, with professional experience in which those skills are manifest. A good sense of
humor is a must. The Institute provides a challenging and positive work environment. Goldwater pays a competitive
salary and provides excellent benefits: employer-paid group health insurance, health savings accounts, 403(b) plan, long
-term disability insurance, accidental death and dismemberment insurance, life insurance, accrued vacation and sick
time, and a voluntary dental plan. In addition to your resume, send a personalized cover letter explaining your interest
in the Goldwater Institute and this position is required. You must provide your minimum salary requirements in your
cover letter. Address your response to: Roger Zetah, Director of Finance and Administration, Goldwater Institute, 500 E.
Coronado Road, Phoenix AZ 85004, or by e-mail to careers@goldwaterinstitute.org. No phone calls please. The Goldwater Institute is an equal opportunity employer. September 2011
The Phoenix law office of Guy Brown PLLC is seeking a Spanish speaking paralegal with a minimum of 2 years
experience in criminal law practice. Position is full-time. Familiarity with Time Matters software a plus. Submit your resume to: guy@azlawguy.com. Paralegal Position Summary: Support the legal needs of the Client and Account Services
Legal Group by providing paralegal support for employer and government contracting. Qualifications: Draft client contracts as well as conduct initial review of legal issues arising from contracts based on set guidelines. Prepare memos
based on contract reviews. Participate in negotiations with clients on contracting matters. Assist in drafting revisions to
contracts based on review and negotiations. Assist sales and account executives with new and ongoing contracting
matters. Perform basic legal research. Performance of duties required by supervisor. Maintain ancillary/specialty contract files. Education: High school diploma or equivalent required. Bachelor's degree preferred. Paralegal certificate
from and ABA approved program, with prior paralegal experience. Experience: At least two years contracts drafting
experience is required, healthcare contracting experience preferred. September 2011

(See Job Bank, Continued on page 11)
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(Job Bank, Continued from page 10)

CASE ASSISTANT: The National firm of Lewis Brisbois Bisgaard & Smith, LLP, has an opening in its Phoenix office for
a Case Assistant. This individual assists the firm‘s paralegals with investigative research, obtaining and organizing
medical records, organizing records for experts, preparing and arranging for service of subpoenas, preparing expert
notebooks, and organizing documents that the paralegal would otherwise do. The Case Assistant is a full-time, billable
position, and requires tracking time in tenths of an hour increments. The position requires highly competent oral and
written communication, analytical, investigation and organizational skills. There is intra-office contact with attorneys,
paralegals and secretaries, as well as outside communication with vendors and individual subpoena locations, knowledge of the preparation and service of subpoenas for records. The Case Assistant must have the requisite communication skills to instruct the firm‘s attorneys and vendors in the subpoena process and our firm‘s particular requirements
thereof and any and all other duties and responsibilities that may arise. ESSENTIAL REQUIREMENTS: To be considered, applicants must meet the following requirements: 1. Graduation from high school and either one year experience
in a comparable position in a law firm or with a subpoena service or enrolled for at least one quarter/semester in a
paralegal program; 2. Consistent regular attendance as required; 3. Highly organized and self-motivated; and 4. Ability
to work with minimal supervision. Please send your resume via e-mail to: Elliott@lbbslaw.com. September 2011
Growing south Chandler pro-freedom law firm seeks highly organized full time paralegal with dynamic personality and substantial experience in both criminal defense law as well as plaintiff‘s Senior Paralegal: This position provides
support to the legal team that partners PetSmart‘s Merchandising and Strategic Planning Departments. Regular duties
include significant legal responsibilities that require independent work, minimal supervision, strong organizational and
communication skills, ability to meet deadlines and very strong attention to detail. With oversight from counsel, this
position reviews and drafts documents and correspondence, manages vendor and product issues, including federal and
state regulatory inquiries and commercial issues. Acts as the primary point of contact for handling specific business
departments‘ legal needs and occasionally handles and manages special projects. Essential Duties and Responsibilities:
Provide support to Senior Counsel; Act as primary point of contact for business partners in resolving and addressing
certain routine legal matters; Review packaging and promotional materials with legal team; Maintain records/files on all
matters, including entering status updates in the matter database; Coordinate inquiries relating to product design/
development questions in the area of patent and trademark; Correspond clearly with team members and colleagues
both in written and verbal communication; Assist Senior Counsel and Paralegal in developing process improvements;
Assist in the development of training resources for business partners to include in-person presentations and written materials. Requirements: Bachelors Degree and/or Paralegal Certificate strongly preferred; Previous experience in intellectual property, corporate retail and/or consumer products strongly preferred; Demonstrated high level of verbal and written communication skills; Experience and proficiency at managing multiple matters simultaneously; Self-motivated,
team player who actively seeks new areas of learning; High personal standards of performance. For more information
& to apply, please visit www.petsmartjobs.com. September 2011
Growing south Chandler pro-freedom law firm seeks highly organized full time paralegal with dynamic personality
and substantial experience in both criminal defense law as well as plaintiff‘s personal injury law. The successful candidate will be committed to excellence, self motivated and a dedicated team player who can assist with marketing duties.
An energetic and positive attitude is required. Please send resume via Fax 480.755.8286, attn: Jonathan Harris or
email: jonathan@attorneyforfreedom.com. September 2011
Immediate opening for highly motivated, team oriented Paralegal Assistant. Foreclosure, collections, & garnishment experience helpful.
Excellent verbal, written and communication skills required. Send resume to:
steckler@poliball.com or fax to 602-840-4411. September 2011
Perkins Coie LLP is searching for a full-time Paralegal Assistant with a minimum of one year previous experience.
This position will provide support to paralegals during the duration of litigation cases. Must be able to coordinate the
timely completion of assigned tasks with attention to detail. Flexibility with work schedule is required. To apply, please
refer to the Paralegal Assistant opening Job #S20110803 and email resume to staffpositionsPHX@perkinscoie.com .
Visit our website www.perkinscoie.com for more details. September 2011
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REVERSE JOB BANK
Wow! I am so excited to report that this section of The Digest has really started to take off. While it
is never a good feeling to be unemployed it is certainly great to know that your colleagues are able
to assist you in your search for a job. With today’s economy it is more essential than ever to network
with one another. If you know of a firm looking to fill a position please let them know about this
section.
If you would like to place an ad in this section contact me today. Members of the APA can place an
ad FREE of charge. You have the option of submitting your ad confidentially or have your contact
information readily available. The Digest reaches over 200 members every month. Some of our
supporters/members are vendors and have firsthand knowledge of firms looking to fill positions.
To place your ad in the next issue, send an email along with a brief description of your experience to
Brenda.Studebaker@hotmail.com. In the subject line please put “Reverse Job Bank.”

Sr. Litigation Paralegal with 15 years exp seeking FT position. Experience includes complex commercial litigation, PI, med-mal, employment law, legal malpractice (plaintiffs and defense), drafting various documents, legal research, depo summaries and medical chrons, witness interviews, interact with experts and opposing counsel, and all aspects of trial prep. I can be reached at (480) 363-7935.
Young, ambitious, hard-working paralegal w/3 years exp in lit, business, family
law, PI, probate, corporate, and others; education in Paralegal Studies. Contact:
Ania.m.Kozlowska1@gmail.com or (859) 358-1695.

Intellectual Property Paralegal w/25 years' exp in highly specialized field; diverse exp gained in the areas of mechan eng, elect eng, chem eng, software apps,
pharmaceuticals and biotechnology; substantial exp with trademarks, as well as copyrights. I may be reached at (602) 410-2553.

Real Estate, Bankruptcy, Foreclosure Paralegal (CLA). Focused and dedicated Legal
Assistant of 20+ years with developed experience in real estate, bankruptcy, foreclosure, corporate leasing and formation, probate, and small case litigation. Has significant client contact experience, including initial client interviews and follow-up, pleading preparation and electronic filing. Previous four years working with real estate
leasing, lease summaries, and ancillary documents, including use of E-Copy, Adobe,
and DeltaView. Send inquiries to: wrcoombs@cox.net.
Arizona Paralegal Association
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PARALEGAL ENTREPRENEUR’S SECTION
Attention APA Members…are you an Entrepreneur? How would you like to advertise in The
Digest for FREE. Contact Brenda Studebaker today at Brenda.Studebaker@hotmail.com for
more information. Put in the subject line “Entrepreneur’s Section. Contact your colleagues today who are Entrepreneurs so you can start getting ready for the holiday season and inquire as
to the various specials they may have including new products, upcoming events, etc. Make
sure to refer them to friends, family, co-workers, church members, hairstylist, nail technician
and anyone else you can think of. Most Entrepreneurs offer fundraising as well so if you know
of a sports team, school, school clubs (band, cheerleading, football, etc.) churches, dance studios, employers (yes, employers too (depending on the reason (holiday party, etc.)) make sure
to pass their information along or contact them directly. Thanks for supporting our members.
Make sure to mention you got their information from The Digest!

Angela Vardy, APA member
Research Queen, LLC
New 2011 Fall Holiday Catalog is out! Start your holiday shopping for yourself, friends, family and coworkers. I have been challenged so I am looking for 10 perfect hostesses. What do you get? A great night
with friends, lots of laughs, a gift for every guest and you get LOTS of products for FREE that you can keep or
give away as Christmas gifts. Ask me about the best Fundraising opportunities.
Contact: Brenda Studebaker, Phone: (480) 363-7935, Email: Brendas_Candles@hotmail.com,
Website: www.studebakercandles.com.

PH: 480-844-2752, E-mail: angela@researchqueen.com
Website: www.researchqueen.com
AZ PI License #1509283

It may still seem like summer, but believe it or not the holidays are just around the corner.
With the wide range of items available, Avon has something for everyone! I am offering a
10% discount for all first time orders over $40. If you are interested in receiving a book,
please give me a call. If shopping on-line is your thing, feel free to browse through my
Avon store at www.youravon.com/mwalker2448. Shipping is free with orders of $30!
Mary Walker
Avon Independent Sales Representative
602.502.4489
maryannwalker@cox.net

Book your Pampered Chef Summer Show today!

My new Fall Catalog is out! Book
your Fall Show today! Earn FREE
products & more! Learn about my
monthly
specials
at
www.pamperedchef.biz/nunez.

Shana Battles, APA member
What is Macaroni Kid North Phoenix? It’s a
FREE weekly e-newsletter and website that
lists all the upcoming happenings/events
for kids in our community. Subscribe today
and find us on FACEBOOK!
www.nphoenix.macaronikid.com.

Richard M. Knaeble
Licensed Private Investigator
Contract Paralegal
P.O. Box 55042
Phoenix, Arizona 85078-5042
602/750-1280
Email: sixbear77@yahoo.com
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MESSAGE BOARD:
If you were unable to attend the August 12th Learn at
Lunch make sure you check out the new laws generated by the Arizona Legislature. There are over 350
new laws, in which a majority of these new laws took
effect July 20, 2011.
To get a complete list of all the new laws visit the Arizona Legislature website: http://www.azleg.gov/ and search by the Bill Number.
Would you like to see an article on a particular subject? Do you know of an attorney, paralegal, law clerk, librarian or vendor who can contribute to The Digest (local or out of state)?
If so, please contact Brenda Studebaker by email: Brenda.Studebaker@hotmail.com.
Comments Wanted: In an effort to make The Digest more interactive with members I
would appreciate feed back and ideas/suggestions. Please send an email to: Brenda at
Brenda.Studebaker@Hotmail.com. Thank you.

CLASSIFIED SECTION FOR MEMBERS
This section is FREE of charge to all Arizona Paralegal Members.
Are you planning a garage sale, selling a vehicle or have miscellaneous items you are
looking to sale? Maybe you have a house for rent or have a timeshare you are looking to
rent or you are in need of something. The possibilities are unlimited. Send your ad or
inquiries to Brenda Studebaker at Brenda.Studebaker@hotmail.com with “APA ~ Classified
Ad” in the subject line.
Large Family Garage Sale: Saturday, September 10, 2011 from 7:00 a.m. – 11:00 a.m.
Kids, men and women‘s clothes, toys, home stereo system (still in box, make offer), various
household items, Avon products, women‘s new and gently used shoes (size 10), handbags,
etc. (480) 363-7935.

Gold Canyon Open House: Last Chance (limited summer and spring fragrances on hand
including some one time specials) and First Glance (new holiday items & fragrances plus all
your favorites are back). Come early to make sure you have first choice. Not in stock, no
worries, place an order and receive 10% off. Friday, September 9 th from 4:00 p.m. – 7:00
p.m. and Saturday from 2:00 p.m. – 7:00 p.m. 3885 E. Phelps Street, Gilbert, AZ 85295.
(480) 363-7935.
Arizona Paralegal Association
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APA C ALENDAR

OF

E VENTS

Learn at Lunch Seminars 2011
September 14, October 12,
November 9, December 14
Board Meetings 2011
November 2
APA Annual Meeting and Election
November 9, 2011

Upcoming Learn at Lunch Speakers/Topics
Save the Date!
September 14, 2011

Speaker: Christopher Berry, Partner, Berry & Branch, PLLC
Topic: Settling Personal Injury Claims
Mr. Berry is an attorney with Berry & Branch, PLLC. His practice consists of litigation and trial work,
representing both plaintiffs and defendants. Mr. Berry has been primary or lead counsel in significant municipal liability and wrongful death actions, most notably Norberg v. Maricopa County.

October 12, 2011

Speaker: Heather A. Neal,
Sr. Associate, Renaud Cook
Drury Mesaros, P.A.
Topic: Drafting Tips for
Paralegals
Ms. Neal‘s primary practice
areas include healthcare,
medical malpractice, longterm care litigation and
premises liability, areas in
which effective drafting
skills are essential . Ms.
Neal defended physicians,
long-term care facilities
and the like. Since joining
Renaud Cook, Ms. Neal
most recently contributed
to the ―Health Law Com-

pendium 2008: Document
Retention Policies: Applicable State Law and Best Practices for the Healthcare Industry‖.
www.azparalegal.org
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Continuing Legal Education
Upcoming Seminars
ALA-ABI
www.ali-aba.org
Search this site re: additional topics available
September 14, 2011

September 15/16,
2011
September 15, 2011

The Social Media Thicket: Surviving and
Thriving in a Tangled Web-Telephone
Seminar/Live Webcast
Accountants' Liability: Litigation and Issues
in the Wake of the Financial Crisis-Live
Course/Webcast
Strategic Planning for Law Firms: Ten Critical Steps To Success-Telephone Seminar/
Live Webcast

LEXISNEXIS
www.lexisnexis/customertraining/firms.asp
Search this site re: additional topics available
Sign Up Online
Paralegal School- Initial Case Analysis &
Shepardizing
Sign Up Online
Paralegal School- Financial News, and Public Records Research
Sign Up Online
Paralegal Mastery Program Module 5
Company & Financial Information on the
LexisNexis Services at lexis.com
Sign Up Online
Paralegal Mastery Program Module 4
Public Records & News on the LexisNexis
Services at lexis.com
Sign Up Online
Paralegal Mastery Program Module 3
Drafting Legal Documents using the LexisNexis Services at lexis.com
Sign Up Online
Paralegal Mastery Program Module 2
Cite Checking with Shepards
Sign Up Online

Paralegal Mastery Program Module 1
Initial Case Analysis using the LexisNexis
Services at lexis.com

LORMAN
www.lorman.com
Search this site re: additional topics available
September 14, 2011 Collection Law: The Good, the Bad and the
Profitable
September 23, 2011 Current Issues in Storm Water Regulation
October 18, 2011
Employment Law From A to Z
October 19, 2011
IRS Form 1099 Reporting: What You Need
to Know
October 25, 2011
Medical Records Law

INSTITUTE OF PARALEGAL EDUCATION
www.ipe-sems.com
Search this site re: additional topics available
September 7, 2011
The Paralegal's Guide to Researching Case
Law

Arizona Paralegal Association

NALA
www.nala.org/Fall2011schedule.aspx
Search this site re: additional topics available
September 7, 2011
Intellectual Property: What Every
Paralegal Should Know
September 12, 2011
Electronic Discovery
September 13, 2011
Evidence Part 1
September 14, 2011
Title Searches
September 16, 2011
The Art and Science of Witness Interviews
September 20, 2011
Evidence Part 2
September 26, 2011
Elder Law
September 27, 2011
Evidence Part 3
September 28, 2011
Evictions
September 29, 2011
Social Media Policies and Legal Issues

ORGANIZATION FOR LEGAL
PROFESSIONALS
www.theolp.org
Search this site re: additional topics available
September 16, 2011
Land Use and Zoning Law Litigation
September 16, 2011
Managing Liens and Subrogation in
Auto Accident Litigation
September 22, 2011

FDCPA and Collecting the Judgment

NATIONAL BUSINESS INSTITUTE
www.nbi-sems.com
Search this site re: additional topics available

NATIONAL CONSTITUTION CENTER
www.constitutionconferences.com
Search this site re: additional topics available

WEST LEGAL EDUCATION
www.westlegaledcenter.com
Search this site re: additional topics available

MISCELLANEOUS SEMINARS
September 20, 2011

Edward Jones Finance Seminar:
2020 Vision-Global:
The New Core; Phoenix City Grille;
5:30 p.m. -7:00 p.m. For more info/
rsvp contact: Lauren DePaul (602)
265-3734

September 2011
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For additional seminars, contact these entities:
Arizona Paralegal Association
www.azparalegal.org
ATLA Seminars
800.NCA.1791 or
202.965.3500, Ext. 612.
Note: Special registration rates
apply to paralegals
CLE International
800.873.7130

Essential Seminars, Inc.
888.SIGN.UP.1
HMS Continuing Legal Education
715.835.5900
Estrin Education
www.knowparalegal.com
760-610-5460
Institute for Paralegal Education
www.ipe-sems.com, 715.835.7145

CLE-OPS
520.629.0609

Law Seminars International
lawseminars.com

Defense Research Institute, Inc.
(DRI)
312.944.0575

Legal Search & Management
248.471.3443

Lorman Education Services
www.lorman.com, 715.833.3940
Maricopa County Bar Association
Seminars
602.257.4200
PESI (Professional Education
Systems, Inc.)
www.pesi.com, 800.843.7763
State Bar of Arizona Seminars
602.340.7322

Paralegal Corner Q & A
Dear Brenda,
My firm continues to downsize. Luckily, I've survived, however, we are all, having to do more
with less and I am tired of working 70 hour weeks. How do I tell my supervising attorney, without
jeopardizing my job that I want my life back?
Signed,
Grateful, but Disgruntled
Dear Colleague,
You are definitely in a very difficult situation and I feel for you. Many employers have had to
either downsize or put a freeze on hiring due to the economy. Continue to prioritize by
importance while keeping your attorney fully informed as to your assigned projects by priority and
the status of each project. In some cases, approaching your supervising attorney is always good
just to let him/her know your concerns while assuring your attorney that you really appreciate
your job and you are very capable of performing your responsibilities but could use some mental
and physical time to rejuvenate. Be careful as you do not want to send the wrong message.
Most always attorneys care about their employees (yes, even if they do not show it) and do not
want to burn them out.
Good luck and let me know how it goes.
Brenda
Do you have a question you would like to have your colleagues help you with? Maybe you have a suggestion or
something unique you’ve encountered, a great time saving idea, etc. If so, please contact: Brenda Studebaker
at Brenda.Studebaker@hotmail.com.
www.azparalegal.org
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Submitted by Candace McClue, ACP
I had the honor of attending the NALA 36th Annual Convention & Exhibition (NALLAS) in Dallas/Plano, Texas in July.
What a fabulous convention. NALA must be commended for its planning and preparation. While I did not attend any of
the educational programs, I heard from many that they were stellar. NALA provided institutes including Essential Skills,
Estate Planning/Estate and Trust Administration, Litigation Technology, Personal Injury, Real Estate and Social Security.
I attended the Membership Forum and Candidates‘ Forum, the Affiliated Associations Annual Meeting, which included the
Affiliate Exchange and the Affiliated Associations Awards as well as the Annual Meeting with the election results and
award presentations. I have a whirlwind of ideas in my head from these informative meetings to bring back to the APA.
Another big event that occurred during our 3 full days of the conference was the donation from all affiliates and guests to
the Defenders of Freedom organization. Defenders of Freedom, based in Texas, is a non-profit organization formed
solely to support troops actively serving our country to keep America safe. Donna Cranston, Founder of Defenders of
Freedom spoke to us with heart-felt thanks for the donations that poured in. I‘m pleased to say that the APA contributed
$500 to this organization which will help to send sorely needed items to our troops located mostly in Afghanistan and
Iraq.
The APA‘s own Karen Trumpower, ACP was honored as the outgoing Certifying Board Chair and Karin Scheehle, ACP continues as the Region VII Director for the 2011-2012 term. Debbie Sawyer, CP was re-elected as the Region II Director.
The next NALA Convention will be in Omaha and I‘m sure it will be as spectacular as this one. I hope to see you there!
(Redaction Process, Continued from page 7)

bookmarks. In fact, most TIFF versions don‘t even have searchable text. So what you see on the screen really is what
you get. Be warned, however that some proprietary versions of TIFF, like Microsoft‘s, can include metadata. While it
shouldn‘t be relevant because a redaction application worth its salt shouldn‘t use one of these ―smart‖ TIFF formats,
you should probably ask what TIFF format they use before you buy the software, just to be safe.
Verify your proposed redactions before finalizing. There is no substitute for the human review. Before finalizing
your redactions, verify that all redaction entities fully cover all text. Some redaction tools have features to make this
step more efficient, like stepping the reviewer through each entity. This step is particularly important when redacting
against a search phrase (or set of search phrases), and more specifically when doing so on a scanned document that
has undergone Optical Character Recognition (OCR) to make the text readable. This happens because what you see on
the screen doesn‘t always exactly match the content of the document as it is read by the application, so some shifting
may occur. The reviewer should be made aware of whether the document was created electronically or scanned so
they are alerted to possible issues beforehand.
Verify the final redacted document. In your final, redacted PDF, be sure to select text starting several lines above
your redacted area and ending a line or two below it. Paste that content into an application such as Word or Notepad.
View your pasted content to make sure the redacted text is not present. Once you are comfortable with your redaction
tool, you probably won‘t need this step, but until then, it‘s better to be safe than sorry.
The paralegal‘s role in the process of redaction is incredibly important, and the stakes are very high, since consequences for improper redaction can be dire. By educating yourself on the benefits and limitations of the electronic redaction tools at your disposal, and by advocating establishment of a redaction policy, you underscore your value to the
firm or company and protect its reputation. Electronic redaction needs to be handled in a consistent, thorough and accurate manner, and if you can do that as a paralegal, you will have made yourself invaluable in your position.
******************************************************************************************************************************************************************

Christine Musil is Director of Marketing at Informative Graphics, an Arizona-based software company that produces RedactIt® electronic redaction software and Brava!® native format viewing and collaboration software. E-mail her at
christinem@infograph.com.
Arizona Paralegal Association

September 2011

Page 19

www.azparalegal.org

September 2011

www.azparalegal.org

P.O. Box 26879
Phoenix, AZ 85068

