LEGAL SECRETARY - Online
Online Legal Secretary Training
Legal secretaries play an essential role in keeping a law firm running
smoothly. If you want to join the legal field, this 100% online course will
train you for a career as a legal secretary.
Key topics include legal terminology, business communication and project
management.

Job Outlook for Legal Secretary Professionals
According to the US Bureau of Labor Statistics (BLS), jobs for legal
secretaries, legal assistants and paralegals will grow by 10% through
2026, which is faster than most other positions.
The BLS states that the average annual salary for legal secretaries is over
$48,000. However, salary can increase depending on your law specialty and
your experience level.
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LEGAL SECRETARY - Online
Course Objectives
- Manage the front end of a legal office
- Attend to accounting and QuickBooks details for attorneys
- Use legal terminology effectively
- Complete basic legal writing tasks
- Manage projects in legal offices
- Communicate persuasively and effectively

Curriculum
1. COURSE INTRODUCTION
2. LAW OFFICE MANAGEMENT
3. LEGAL TERMINOLOGY
4. INTRODUCTION TO THE LEGAL SYSTEM
5. LEGAL WRITING
6. INTRODUCTION TO ACCOUNTING
7. INTRODUCTION TO EXCEL
8. INTRODUCTION TO QUICKBOOKS
9. PERSUASIVE COMMUNICATION
10. PROJECT MANAGEMENT
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COURSE FREQUENTLY ASKED QUESTIONS
WHAT DOES A LEGAL SECRETARY DO?
Legal secretaries handle both administrative tasks and tasks specific
to the legal field. Typical duties for a legal secretary may include
communicating between attorneys and clients, filing case documents,
overseeing billing, processing new case assignments and more.
WHAT IS THE DIFFERENCE BETWEEN A LEGAL SECRETARY AND A PARALEGAL?
Paralegals are responsible for performing many of the tasks an
attorney would do otherwise, such as conducting legal research or
preparing a case file. Legal secretaries play a more administrative role
within the law firm, typically overseeing daily office procedures.
CAN LEGAL SECRETARIES WORK IN ANY STATE?
Yes. Legal secretaries can work in any state because unlike attorneys,
they are not bound to a specific state licensing board. In other words, a
legal secretary training is valuable nationwide.
ARE THERE ANY PREREQUISITES OR REQUIREMENTS?
There are no prerequisites to take this course.
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