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The Art of Listening—How Good Are You?

By Gale Grant, CIPA President

Poor listening is the most common cause of communication breakdown.  The Roman philosopher Cicero wrote, “God gave us two ears and only one mouth.  In view of the way we use these, it is a good thing this is not reversed.”  How many of us, immediately following a conversation with someone, cannot remember what we have just heard or discussed because we are thinking about what we might have for dinner or if our email response arrived?  Worse yet, we pretend we have been following along with the conversation through the use of head nods and “hmmmm’s”— only to suddenly realize someone is waiting on an answer and we do not know the question!  Now, what do we do?  How do you know if you are a poor listener? Here are a few signs of a poor listener:

· Constantly interrupting others

· Finishing the other person’s sentences

· Lying or pretending that you are listening when you haven’t been paying attention

· Looking around the room or off into the distance

· Fidgeting or distracting hand movements – picking at nails, etc.

· Talking on and on without pause

· Multi-tasking (such as when you are on the phone and you can hear other people typing away!)

· When people start cutting you off (you know you are doing all of the talking)

· Lack of eye contact

· When something goes “In one ear and out the other” and two days later you ask for information about the conversation.

If you see yourself in any of these categories, you will be glad, or maybe sad, to know, you are not alone.

Believe it or not, most people talk at a speed of 125 words per minute, but think at a speed of approximately 500 words per minute.  This leaves you with a considerable amount of “thinking” time!  It is how you use that additional time that will determine whether or not you are a poor listener or an effective listener.

We all start at the same listening point, but if you are a poor listener, you suddenly realize you have time to spare while listening to the speaker.  It is in these times that your mind begins to wander.  You begin to think of something else, and suddenly you realize that you have tarried too long in your enticing, but irrelevant mind of subject matter, and the speaker has now gained ground and is way ahead of you.  Now, you are hopelessly lost in the conversation and what might have been slightly difficult to follow earlier is now impossible. So, off your mind goes again to that special place only you know and the speaker continues to talk and you hope you do not have to provide a response!

If, however, you are a good listener, you will use your thought speed to your advantage.  You will use your extra thinking time to really focus on what the speaker has to say. Try to:

· Anticipate what the speaker is going to say based upon what has already been said.  Try to identify what the person is trying to get across.

· Mentally summarize what the speaker has been saying.  What points have already been made?

· Listen between the lines.  Watch for facial expressions, arm and hand gestures, and other body movements.

Listening is hard work!  Believe it or not, when you are actively listening, your heart will beat a little faster; you will have quicker blood circulation and experience a small rise in body temperature.  A good listener is an active participant!

How Do I Become a Better Listener?

Focus on content and main ideas being discussed.  What is being said?  The person talking will usually put several points together in an attempt to develop a main idea.  If you really want to remember the message, listen for the main ideas, not a series of memorized details.

[image: image6.wmf]Reduce your emotional deaf spots.  Often times when we hear words that bother or upset us, we automatically stop listening.  As an example, imagine your tax preparer calling and saying, “I just heard from the IRS, and…”  Immediately, your breathing is harder and you are wondering why the IRS just won’t leave you alone.  In reality, had you have kept listening, you might have heard that your accountant actually learned that you could save $3,000 this year.  Instead, you stopped listening and experienced an emotional deaf spot.  Identify your emotional deaf spots and try to understand why they upset you and how they can be changed.

Find an area of interest by remembering the word use.  When you want to listen carefully, you need to ask yourself, “What is the speaker saying that I can actually use?”  What worthwhile ideas are being expressed?  Is there anything of value to me or anything I can use to make myself happier?  Identifying answers to these questions will help keep the focus on the subject as you try to sort out valuable elements.

Judge the content and not the delivery.  Do not focus on the speaker’s personality or how the message is delivered.  Focus on the message itself.  

Resist distractions.  Poor listeners are easily distracted and good listeners fight the distractions.  If necessary, turn off the radio or television, move closer to the person talking, or ask the person to speak louder.

Ask open-ended questions.  Ask questions that cannot be answered with a yes or no, but require explanation and more interaction between the speaker and yourself.

Challenge yourself.  The inexperienced listener needs to acknowledge their weakness and express a desire to improve.  Remember, we are never too old to meet new challenges, especially when the challenge is meaningful and the rewards are great!  Seek opportunities to challenge your listening skills.



Using Social Media - Without Letting It Take Over Your Life
By Lynne J. DeVenny
M
ost legal professionals are aware that social media is changing the way we learn and communicate, but I still hear too many of them say they are reluctant to use it.

When I ask colleagues why they aren't using social media, some respond that that they fear becoming overwhelmed by the potential distractions and a seemingly unlimited information stream. Others worry that they're already investing too many hours in their professional lives and wonder how they can add social media – without sacrificing quality time, both at work and at home.

Using social media doesn't have to become a second job or a digital addiction, like video gaming or Farmville. Social media includes professional networking sites and law blogs (or "blawgs") which provide the latest legal news, technology and practice tips. But too many legal professionals still aren't using these invaluable interactive Internet resources.

It’s almost impossible to keep up with the rapid-fire changes in the way that we learn, practice law and network without using social media. But you can effectively manage your usage to keep up with the latest trends in your specialty areas and the ever-evolving technology that makes practicing law more efficient and economical - as well as to market your own expertise within the legal and wider community.

Here are a few ways that you can start using social media for career development, and have it add to the quality of your professional life:

Limit the time that you use it. Set aside specific times for social media activities, such as catching up on your favorite professional blogs and checking in on LinkedIn, Facebook and Twitter. A quiet hour on a weekend is a great time to catch up on your blog reading and to get inspiration from some of the greatest legal minds in the country. Taking a mid-morning and mid-afternoon break at work to quickly review your Twitter stream can be as stimulating and enjoyable for your mind as getting out of the office and taking a quick walk around the block is for your body.

Use an RSS reader. Set up an RSS feed reader to subscribe to your favorite professional blogs, but limit your subscriptions to start with, to no more than a dozen blogs. An RSS ("Really Simple Syndication") feed reader is news aggregation software that publishes updates from websites that you designate, including blogs and news headlines, in an easy-to-read format. Using an RSS feed, such as one of the most popular and easy-to-use feeds, Google Reader, will insure that you don't miss any blog posts. You can read them at your convenience, as well as tag and label your favorites for future reference.

Comment on blog posts. If you find that you enjoy legal blogs, but don’t want to make the time commitment required to maintain a blog of your own, you can still be a part of the blogging community. Develop your professional network and share your expertise by leaving comments at others' blog posts that interest you. If you have information that you want to share, without committing to a weekly writing schedule, offer to do a guest post for a blog that matches your professional expertise. Most bloggers love to have other talented professionals that they can count on for occasional guest posts.

Keep your LinkedIn profile up to date. Check your LinkedIn account at least once a week. Post an updated status report about a professional activity you're involved in, and contribute to a group discussion
(cont. on Page 5)


 Using Social Media - Without Letting It Take Over Your Life, cont.
if you have information that is helpful. Extend contact invitations to other LinkedIn users that you’ve met 
during the week, physically or virtually, and consider extending invitations to people you may not have met, but whose work you admire, such as authoring an article you found helpful. (But state the reason for the invitation when you send it.)

Maintain a professional Facebook presence. Set up a professional profile on Facebook (or use your personal profile professionally, although this is trickier), and let your friends and colleagues know about it. Check on it at least once a week, and provide an update regarding your professional activities, or a link to a news article related to your specialty area. You never know when someone in your Facebook network will need legal services and be reminded by your professional page that your firm provides them.

Use Twitter as a news feed. Twitter offers extensive networking and learning opportunities for legal professionals. Even if you don’t have time to use it as a conversational or networking tool and don’t want to acquire many followers of your own, you can still use it as a learning tool. Limit the professionals that you follow on Twitter to a manageable number who tweet the information most helpful to you and your specialty areas. Use Twitter applications like TweetDeck or HootSuite (or mobile Twitter apps if you have a smartphone) to make Twitter usage more efficient, to easily follow the fast-moving Twitter stream and to set up multiple search columns for the topics that most interest you.
Social media used effectively won’t take over your life or chain you to your laptop an extra 30 hours per week, but it can enrich your professional life in ways that you never imagined. Don’t be afraid of it, and make a place for it in your life.

Reprinted with permission of Lynne J. DeVenny, Author/Blogger at Practical Paralegalism, http://www.practicalparalegalism.com/.
NALA News
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MEET THE CIPA OFFICERS:

Gale Grant, 2010 President
Gale has been a Paralegal for eight years and a member of CIPA for five years. If she seems familiar, it is because Gale served as CIPA President in 2008 and Vice President in both 2007 and 2009. Gale currently works for Caterpillar, Inc.
One of Gale’s favorite things that she does in her current position is communicating with the different service reps across the country to better understand customer issues and potential problems. She then summarizes the information for the attorney and helps define a course of action.

There is really no task that Gale truly dreads, however, she states, “Staying focused during two hour meetings can be challenging, especially if you start the day a little tired!”

When asked what place she would visit that she hadn’t already and if money were no object, Gale stated that she would love to take an Alaska cruise. “I think it would be so relaxing and the scenery would be gorgeous!”

On her favorite restaurant: “I love a lot of restaurants--for a lot of reasons--but one of my favorites is Charlie Gitto’s on The Hill in St. Louis. It is a wonderful Italian restaurant that was the creator of fried ravioli. I always try something different when I am there, but the service and the food is out of this world.”

When Gale has a particularly challenging day, “I am trying to get back into my run/walk routine in preparation for the Steamboat race, so I find getting out to do a little walking/running combination is a great way to unwind. If all else fails, a glass of red wine works great, too!”

When asked what celebrity does she most identify with, Gale responded, “Jamie Lee Curtis--because she does not try to be something she’s not. She promotes good health, acts her age and has accepted that as we become more mature, our bodies change and it is not about having to weigh a specific weight, but being the best you can be wherever you are at in life. This was a quote from her in Family Circle in 2006 that I believe says it all: ‘The more I like me, the less I want to pretend to be other people.”

Gale’s hope for CIPA this year is to have increased membership and have everyone become more actively involved.

Denise Risinger, 2010 Secretary

Denise has been a Paralegal for just over two years and a member of CIPA since she was a student and intern. She enjoyed coming to the monthly meetings and the camaraderie of other paralegals so much that she wanted to serve the membership in some capacity. Denise works at Moss & Moss, PC. 

One of the things that Denise enjoys about being a Paralegal is drafting documents. She also enjoys accidentally getting caught up in juicy case law when she is researching. She does not care for sitting at her desk for long periods, so she does get up and move around when she can and takes a walk at lunch.

Denise has three grandsons, two who live overseas. She is hoping to go to China this fall and visit Nathan (1 year old). She is also looking forward to meeting Daniel (almost 3 months) who lives in Australia, when he comes to the United States. Connor is just one month old and lives in Florida.

Denise hopes to someday see the Big Trees (Sequoia) in Northern California.

For CIPA this year, Denise hopes for more terrific meetings, more outreach to Paralegals in the community, and the continued benefit of being able to connect with other Paralegals.
President’s Message:


Spring Has Sprung!


By Gale Grant, CIPA President





Where has the time gone?  On my drive to work today I heard on the radio that the year is half over already!  I wonder why when we were young and in school it seemed like it took forever for summer to arrive, but now that we are more mature the years seem to fly by at a record pace!  Perhaps we need to slow down the pace of life just a little.   How many times do we automatically turn the television on just to have the background noise?  Maybe we need to try and experience a little quiet from time to time. Turn off the television and the telephone, and maybe forget about the Internet for awhile.  We may find that we are more appreciative of our surroundings and feel more refreshed at the end of our day.  Time goes by too fast and we need to take time to, as they say, stop and smell the roses.


                                               


As this year progresses, however, we soon realize our 21st Annual Educational Seminar is just around the corner!  The Seminar Committee, co-chaired by Debi Taylor and Chris Thomas, has been working hard to finalize all of the details.  As a matter of fact, I have had the opportunity to see the completed brochures and they are fabulous!  These ladies, and the entire Seminar Committeehave really put forth tremendous effort to, once again, make our seminar a successful event!  We hope everyone will make plans to join us!





I would also like to thank my fellow officers:  Martha Ross, Vice-President; Denise Risinger, Secretary; Celeste Poole, Treasurer; and Ann Hill, NALA Liaison, for all of their support this year.  As a new Executive Board we have faced a few challenges, but with the determination that these four professionals have shown we are well on our way to a successful year.





I look forward to seeing all of you at our monthly meetings, and I encourage everyone to check the website for locations and dates of the upcoming meetings.  See you there!








2010 CIPA Officers





President – Gale Grant


President-Elect – Martha Ross


Treasurer – Celeste Poole


Secretary – Denise Risinger


NALA Liaison – Ann Hill





www.ciparalegal.org





TELL US WHAT YOU THINK





The newsletter committee would like to know what you think about the newsletter.  Does it cover the areas in which you are interested?  Do you have suggestions or ideas?  Is there something you would like to see that we are not giving you?  Oh Yeah!





Please send your emails to �HYPERLINK "http://www.ciparalegal.org"�www.ciparalegal.org� with any ideas or suggestions. 











Central Illinois Paralegal Association


Upcoming Events





September





10th�
Annual Educational Seminar, 


Doubletree, Bloomington�
�



October





12th�
Monthly Meeting, 


Illinois Central College, Peoria�
�









�





CIPA Annual Educational Seminar





MARK YOUR CALENDARS FOR CIPA’S 21ST ANNUAL EDUCATIONAL SEMINAR ON FRIDAY, SEPTEMBER 10, 2010.  The seminar will take place at the Doubletree Hotel and Conference Center in Bloomington, IL.  





Scheduled Speakers:  





Illinois Supreme Court Justice Rita Garman, Keynote Address: “Fact vs. Fiction: How the real work of judges differs from TV and movies.”


Laura D. Clower, Esq., Associate University Counsel, University of Illinois, “Legal Research and Writing – It’s a Brand New Era.”


Deborah Hampton, Intellectual Property Manager, Limited Brands, “Join Me on The ALPS – Analysis, Logistics, Planning and Strategic Thinkers.”


Tracy McGongile, Esq., Chair, Section of Animal Law – Chicago Bar Association, “On Being Humane:  A Review of the Humane Care for Animals Act and the Illinois Wildlife Code Regarding the Treatment of Companion and Wild Animals.”


Michael Hughes, Office of the Illinois Attorney General, “Using Social Media Responsibly.”


Denise Church, Esq., Senior Counsel, ARDC, “You and the ARDC:  How to Avoid Us and When to Call Us.”





Paralegals can earn five hours of Continuing Legal Education, which includes one hour of Ethics.  For attorneys, five hours of Continuing Legal Education for Illinois have been approved, which includes one hour of Professional Responsibility.  





For further information, please contact Debi Taylor (�HYPERLINK "mailto:debi.taylor.qntn@statefarm.com"�debi.taylor.qntn@statefarm.com�) or Chris Thomas (�HYPERLINK "mailto:chris.thomas.ltuj@statefarm.com"�chris.thomas.ltuj@statefarm.com�).




















Certified Paralegal Exam 


Details of Computerized Based Testing Posted on the NALA Web Site





The July testing of the CLA/CP examination is the LAST time the exam will be offered in paper-pencil format.  The transition of the examination to computer based testing is complete.  September 2010 will be the first time the examination is offered via computer.  The deadline date for applications for the September 2010 examination is August 1.





NALA will be utilizing the nationwide testing center network of the ACT. Over 230 testing centers will be available to CLA/CP examinees. Most of the ACT testing centers are in colleges, universities, and community colleges.  In addition, NALA will work with schools and employers to establish testing centers in their locale.  There is no increase in the CLA/CP examination application fees; however, examinees will be responsible for testing center fees.





For details, visit the NALA web site, Certification area.





NALA Announces 


Special Membership Program!





As of May 1, NALA is offering a discount off NALA membership dues to corporations and firms with over 5 NALA members. Good Companies know that employees are their most valuable assets, and a significant number of companies know that investing in employees who are NALA members is good for their balance sheets.  





Employers have seen the wisdom of investing in paralegals who show the good judgment and initiative to invest in their own professional development. To support this effort, NALA offers a 10% discount off membership dues to employers with at least 5 members; 20% discount to employers with 6-10 members; and 25% discount for those with 11 plus more members. An additional 2% is available to government and non-profit (501-c-3) employers.  





Details may be found on the web, under “About NALA & Join.”











Karen Greer McGee Elected NALA President





Karen Greer McGee, ACP, First Deputy Clerk for the Second Circuit Court of Appeal in Shreveport, and a member of both the Louisiana State Paralegal Association and the Northwest Louisiana Paralegal Association, has been elected President of NALA, The Association of Legal Assistants/Paralegals. ��She was elected for the 2010–11 term during the March 6 meeting of the NALA Board of Directors at the Association’s national headquarters in Tulsa, OK, and brings many years of leadership experience to her role as President. She will officially take office in July at NALA’s 35th Annual Meeting in Jacksonville, FL.  For more information, visit �HYPERLINK "http://www.nala.org/NalaNews18.aspx"�http://www.nala.org/NalaNews18.aspx�. 





NALA Campus LIVE! 





The Fall program begins soon. Here is a sampling of courses offered from August through December:





    Concordance 2010 on Tuesday, August 3rd from Noon – 1:30 p.m. Central Time presented by Victoria Craig, DCST


    Trademark Prosecution on Tuesday, August 31st from 12 p.m. - 2 p.m. Central Time, presented by Deborah Hampton, IP Manager.


     e-Discovery – Slowing Down the Train on Friday, August 20, 12 p.m. – 1:30 p.m. CST, presented by Michael Yager.  


     Fact Analysis and Investigation, Monday, October 11, 2010, 11 a.m. – 1 p.m. CST, presented by Patricia Gustin, CP, CFEI.


     Real Estate Title Searches, Wednesday, October 20, 2010, Noon – 1:30 p.m. CST, presented by Attorney Glenn Leier. 





For a complete schedule, course information, and registration links please visit �HYPERLINK "http://nala.org/Fall2010Schedule.aspx"�http://nala.org/Fall2010Schedule.aspx�. The cost of a NALA Campus LIVE! course is $80 for NALA members and $105 for non-NALA members. Fees may vary for two-part courses.





Members don’t forget to use your special member discount coupon! 








Trivia: Legalese


 (answers at bottom of page)





1. 	The name given to employee practices which create or spread employment by unnecessarily maintaining or increasing the number of employees used, or the amount of time consumed, to work on a particular job.  Most of these practices stem from a desire on the part of employees for job security in the face of technological improvements.





2.	A collateral agreement for performance of another’s undertaking.





3.	Of, relating to, or consisting of community property.








League of Women Voters 


looking for volunteers for a court observation program in the fall!





The League of Women Voters, a nonpartisan, political organization, is developing a court watching program. The goal is to observe judges to see how good they are at the process of running a courtroom. 





We will be providing an excellent 4-day training program in the fall for volunteers who are willing to commit 6-8 hours per month to observe court. The results will be given to judges for self-improvement and later printed in our Voters Guide for Judicial Elections to help voters get more information on judicial candidates. 





Please let us know if you are interested in this program. We would be happy to talk with you about the program and the training and to answer any questions you might have about it. Also, please pass on this information to any people you think might be interested. 





Contact: Laurie Bergner, drlaurieb1@verizon.net or 454-3113.








2010 CIPA Officers





�





From left to right: NALA Liason Ann Hill, CP; Treasurer Celeste Poole; Secretary Denise Risinger; President Elect Martha Ross, ACP; President Gale Grant.





 














ABA Approval for


ISU Legal Studies Program





Thomas McClure, Director of Legal Studies and Assistant Professor, Department of Politics and Government at Illinois State University, has recently made the following announcement: 





“I'm pleased to announce that the ABA House of Delegates granted approval to the ISU program at its annual meeting held earlier this month. The Legal Studies Program initiated the process in August 2008. A three-member ABA site team visited the campus in January 2010. The ABA Commission on Paralegal Programs recommended approval late spring.





“We are grateful to the adjunct faculty and graduates who have supported the program over the years.”





Congratulations on this achievement!











Trivia: Legalese Answers:  1. Featherbedding; 2. Guaranty; 3. Ganancial.
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