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It is said that time is one of the most valuable elements for humanity. Some 
people even compare it to gold. Queen Elizabeth I of England used to say in one 
of her most famous phrases that she would change all of her possessions for a 
little more time. 

 
Without a doubt, through time an endless amount of actions occur and its presence allows the organization for 
the fulfillment of tasks. Independently of the sensation that time stops or speeds up its march, we must understand 
time as 24 hours a day which is equivalent to 1440 minutes, which must be enough to meet multiple responsibilities. 

Being aware that time isn't an unlimited resource, it is necessary to optimize its use, in order to take advantage of 
it in the most efficient way, mainly when practicing as lawyers, taking into consideration that charging for their 
professional services is also usually linked to invested working time. 

In the Guide for Time Management in Law Firms, from the Wolters Kluwer company, warnings are made about 
the challenges that the law field faces nowadays. The most relevant one among them is the survival in an 
environment where the volatility, uncertainty,  complexity and ambiguity are realities. 

This scenario requires a transformation of the lawyer role nowadays. The changes suggest that time investment 
has to be increasingly more productive and wiser, since the diversity of tasks is on the increase. 

In the previously described context, the change is imminent. And that change includes law firms. The way law 
firms relate with their clients to satisfy their needs is transforming itself, the customer's requirements are changing, so 
the way lawyers perform their work must be modified as well. 

Adaptation, resilience, self-management, initiative for learning and efficient use of time are some of the skills 
that professionals who practice Law must acquire. Among these skills, time management plays a decisive role, 
since the productivity of a law firm largely depends on it. 
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Is time properly invested? 

Sometimes, the dynamics of work rhythm prevents us from frequently 
evaluate the processes through which tasks are fulfilled at law firms.  
 
Getting used to study these mechanisms eases their optimization and allows 
us to adapt tasks, in order to use time in a better way. How do we know 
that time is being  perfectly used or on the contrary, is being waisted? 
 
 
 
 
 

 
 
Here, there are some clues to discover when time isn't being managed in a proper way: 

• There isn't any order of priorities to meet the multiple issues of the firm. 

• Increasingly longer and more frequent working days. 

• There isn't any deadline for job submission or delivery of results. 

• The follow-up of pending issues is unexistent. 

• Convocation to longlasting and low productive meetings. 

• Decision-making at the law firm depends on many people, so it usually takes a considerable ammount of 
time to do it. 

• Work planning, if existent, doesn't contermplate the occurrence of unexpected events. 

• The attention is focused mainly on “urgent issues”, which slows down the fulfillment of the rest of the 
important tasks of the law firm. 
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A matter of priorities. 

In order to know how to use time in a better way, it is fundamental to clearly establish the order of priorities of tasks 
to be performed in the law firm. Generally in daily tasks, there are important issues and urgent ones as well. 

The adjective “urgent” warns us about a higher priority attention, so the issue must be solved immediately. However, 
meeting this kind of circumstances shouldn't prevent us from dealing with important events, which usually have a 
greater relevance, since they contribute to reach mid-term and long-term objectives. 

 

To prioritize also refers to select which urgent pending tasks or important ones 
have greater value for the law firm. This value isn't only represented by the 
ammount of incomes or remuneration received for handling the case, but it also 
refers to the ammount of effort to invest for successfully fulfilling the task. 
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Limitations in the use of time. 
 

Some factors mislead us of what it's important when it is about performing tasks in a law firm and in general, in any 
job post. These are the most relevant ones: 

1. Lack of clarity on the work to be performed. When there aren't any of the necessary elements and 
knowledges to perform a task, it is common to use more time than necessary searching the appropriate focus 
to face it. 

2. Poor planning. The disorganization isn't a good ally of time. When tasks are performed in a disorderly way, 
efforts might be duplicated or obviate some of the tasks to perform. 

3. Interruptions due to meeting requests. In some cases, holding frequent working meetings without a 
productive sense, ends up being a key factor in waisting this valuable resource. 

4. Multitasking. The excessive workload that falls on some of the members of the law firm can foster waiste of 
time, since under this “multitasking” system there is a risk of not fulfilling the processes. 

5. Lack of prioritization. The criterion to prioritize what it's important and what it's not is crucial to manage 
time in an efficient way. 

6. Procrastination. The postponement of pending tasks may be due to different reasons. Sometimes it is the 
answer to a lack of organization, yet it may also has its origin in personal situations such as demotivation at 
work and lack of expertise, among others. 

 

To detect any of these factors in the performance of the law firm is the first big 
step to begin taking advantage of time in a productive way. In order to 
transform the reality of time in the tasks inside a law firm, it is important to 
follow some recommendations. 
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Transforming the reality of time. 
 

1. Clarity above all. To visualize the objectives and goals to achieve is the base to administer time in an 
efficient way. If there isn't any knowledge of what task is the one that has to be performed, for what and 
how, it is almost impossible to improve the use of time. 

2. Before facing any task, it is necessary to be sure that the pertinence and the approach of what it is wanted 
to achieve, are understood. At this point, the action of decision makers inside law firms plays a special 
leading role, since they are the most qualified ones to indicate everybody else the priority in the actions to 
take. 

3. Temporal location. Once the objectives of the activity that must be performed are understood, it is 
necessary to set a date of completion, in order to allow us to move on to new tasks. 

4. Begin with the tasks that require faster answers. If all of them require fast answers, it is most advisable to 
start with the most complex one or the one that requires a greater investment of time. 

5. Group by similarities. Some tasks with similar issues or that can complement each other, can be grouped 
when developing them, since probably much of the information used to solve one of them, will be able to be 
used in another one. 

6. Always plan ahead. A proper plan allows us to go with the flow and face any contingency. In the end, it will 
save time. 

7. Keep a record. Writing in order the pending tasks on a notebook or linearly on a space for such purpose, is 
a good technique to have them located and take the most advantage of time. 

8. Right to the source. When doubts arise in relation to any subject concerning pending tasks, the most 
advisable thing to do is to directly contact the responsible person or whoever might have the required 
information. 

9. Guides to keep order. If it is a very complex task where several processes are involved, the use of maps or 
guides to visualize the whole scenario is a useful tool. 

10. Delegate responsibilities. If the task requires the intervention of several people, the most advisable thing to 
do is to clearly delegate the corresponding functions to each person, with the intention of finishing the 
project in the least time possible. 

11. Necessary pauses. It is true that we must take advantage of every minute of the time assigned for the 
fulfillment of the work goals. However, sometimes it is important to take little breaks that allow us to refresh 
our thoughts and produce new ideas. 
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