
Practice Management 
Masterclass

Staff mgt, fees, time management and solutions
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The Work I Do: 
●

●

●

●

●



●

●

●



●

●
●
●
●
●
●

●

●



Staff Management and Staff Development  
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Time Management Tips 
● Immediately stop having email open all day. Check emails maybe 8am/12 noon and 4.30, you will 

still have cleared all by lunch and hometime but you have gained two big chunks of good “focus” 
time. You may need a message initially explaining when it will be checked but people will get used 
of it quickly and you won’t believe the time saved and the peace in between.

● When reading emails i tend to start with the newest not the oldest because some people have the 
habit of asking you things that they will have figured out themselves if left unanswered for few hours. 
So where you might have five emails from one person the fifth one which i would ready first may say 
“ ignore my emails i found it/figured it out”. 

● Control the volume of emails people send you---the delayed answer deters them but also explicit 
rules on sending everything together eg conveyance, taxes and bank negotiations.

● Batch tasks that are similar because switching gears is the biggest time waster of the lot. So if you 
are managing partner and still a fee earner for example i would fee earn in the mornings(cash is 
king) and practice manage from 3pm on. If you are managing partner but do not work cases you still 
need to split into staff management, accounts/cash, new business/marketing.

● Do the worst thing first, the dread is worse than doing it.
● Stay offline as much as you can as it’s a time pit.
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● The role varies from practice to practice and sometimes includes accounts but essentially the ad 
would read like this: 

● “Extremely commercially aware person wanted who is confident in all areas of staff management 
and training for professionals (who will not want your training), facilities management on a 
shoestring, accounting and cash collection and magically producing money at month end of the 
month to pay the wages. The ability to read the principals mind will be an advantage. The principal 
wants to hand over a lot of tasks in relation to management of the practice and wants to be rid of the 
endless decision making but would like you to double check everything with he/she also. The 
younger staff have very busy holiday and social schedules and you will need to process holiday 
request forms for all of these. Also they will be absent for large periods of the year to study and you 
will need to move workloads around to facilitate this. Ideally you would actually be a solicitor or an 
accountant to have a full understanding of what is going on and have at least 10 years experience in 
a similar role(it’s a bonus if you have achieved a masters degree in social media and digital 
marketing by night while working that job). If you do an excellent job at the above and get systems 
and procedures in place for all tasks by working 12 hours a day we will probably make you 
redundant then as we would prefer to spend the money on another fee earner. Salary €40-45k.”



● Practice managers work out brilliantly in many practices but when you read the spec you can see 
that often we are looking for a top level commercial manager on an admin salary. 

● A key thing to understand is that hiring a practice manager is highly unlikely to get you from where 
you are now to where you want to be but that if you take the step of getting the systems and 
procedures in place they can then usually ensure people adhere to them.

● Also the role of practice manager can be chopped up into easier bite sized pieces and you can 
retain control of what you want.

● My aim usually in doing a practice improvement programme where they have no practice manager 
is to identify someone who would become one-they know the people and the business already and 
you know if you can trust them and they are reliable. I run programmes training up accounts and 
admin persons into a practice manager role.

● If with better use of systems and dictation we can save admin time we can often create this role with 
no extra spend. My goal is usually a 20% saving in accounts and admin so its substantial. 



Do we need a Practice/Operations Manual?
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If you only remember 3 things from today ….
1. The average saving i find during a practice transformation is 20% of 

overheads between lost billing and hours wasted -you don’t need new clients, 
you need to be more efficient with the ones you have and the system you 
have.

2. Stop the news reading, the Twitter, the constant emails, the seminars, cut the 
meetings back, batch tasks-none of it is billable-it’s all noise. Take control of 
your days and do jobs that need your skills ie you are not an accounts clerk or 
the receptionist.

3. Whether you are the principal or a fee earner using secretarial and trainees 
your staff are your biggest asset, really really work on understanding what 
motivates each of them and how you can help them excel-be a person they 
want to emulate and a person they would never let down. 



Conclusion
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