CLIENT SERVICES
1. Identification  of legal issue

2. Assessment of client’s objectives

3. Gathering sufficient info from client

4. Gather other info when necessary

5. Identification and application of relevant law

6. Advice provided  in conformance with legal issues

7. Advice provided tailored to client circumstances.

8. Selection of appropriate letter and enclosures

9. Application of published referral and criteria

10. Answers telephone promptly, is courteous and professional with clients. 

DOCUMENTATION


1. Notes  clearly and concisely document Client services

2. Concise referral summary

3. Use of proper closing codes and file management

PRODUCTIVITY

1. Accurate, contemporaneous time keeping

2. Adherence to published phone schedule

3. Taking calls in order

4. Taking fair share of calls in Unit

5. Effective use of brief service time
6. Attendance and punctuality

7. Timely follow-up on pending cases

8. Research skills

9. Prioritize work assigned

GENERAL

1. Participation in daily functioning of Unit

2. Participation in Unit meetings

3. Is willing to assist others as need arises

4. Participation in staff meetings and functions

5. Meets regularly with Supervisor or brings questions to Supervisor when necessary. 

Overall Rating:

Summarize:

1. Areas needing improvement

2. Steps to be taken by employee

3. Assistance to be provided by SLS


