
Lawyer’s Guide to
Virtual Assistants 
Why Legal VAs Are a Must for Modern Law Firms 



If you’re still handling intake calls, rescheduling client appointments, chasing down signatures, or
formatting PDF packets…you’re not running a law firm. You’re running an admin department
disguised as one. 

The reality is this: every minute you spend on non-legal work is a minute you’re not billing, building
client relationships, or growing your practice. And the more your firm grows, the more those small
tasks pile up, slowing you down at the exact moment you need to move faster. 

That’s where a legal virtual assistant makes all the difference. More than just support, they’re an
operational multiplier—steeped in legal workflows, trained in client communication, and built to
scale with your systems. 

This lawyer’s guide to virtual assistants will walk you through how to use legal VAs 
strategically—from the tasks they can take off your plate, to the specialized roles they 
can fill, the mistakes to avoid, and how to seamlessly bring one into your firm with zero disruption. 

A legal virtual assistant is a remote professional
trained to support attorneys with the unique
demands of law firm operations. 

The real question is: What exactly can a legal
VA do to make your life easier, and your firm
run better?

The best legal virtual assistants can both help
get admin off your plate AND fill critical gaps in
your operations costing you time, money, and
even clients if left unaddressed. From intake to
follow-ups to file prep, here’s what a trained VA
can tackle on day one—with the right support
and systems.

25+ Tasks a Legal Virtual Assistant Can Take Off
Your Plate Today 

CLIENT INTAKE & FRONTLINE
COMMUNICATION

A seamless intake process is the foundation of a
healthy law firm. Legal VAs can dramatically
improve your lead conversion rate while
ensuring no caller slips through the cracks.

Answer inbound calls, texts, chats, and
emails

Pre-qualify leads using a custom script

Enter lead info into your CRM (e.g., Clio,
MyCase, Lawmatics)

Schedule consultations directly into your
calendar

Perform initial conflict checks

Send appointment reminders via email/SMS

Follow up with no-shows or incomplete leads

Actionable Tip: Identify your top three sources of
lead leakage. Missed calls, late follow-ups, or
weak pre-screening—and assign each to your
VA with a performance KPI (e.g., response in
under 5 minutes).



CALENDAR, DOCKET & CASE MANAGEMENT

Most attorneys lose hours a week juggling logistics. Your VA should be your behind-the-scenes
scheduling ninja.

Manage attorney calendars and court dates
Coordinate depositions, hearings, and client calls
Confirm meetings and court appointments
Track case deadlines and statutes of limitations
Sync calendars across platforms (Outlook, Google, Clio)
Reschedule appointments and notify relevant parties

Actionable Tip: Create shared calendar protocols so your VA can double-book buffer time and
prep files for calls or hearings.

CLIENT RELATIONSHIP MANAGEMENT (CRM) & FOLLOW-UPS

Your CRM is only as strong as the data inside it. VAs keep client records current and client
relationships active.

Update case status and contact records
Set follow-up reminders and send status emails
Track retention agreements and document requests
Prepare case summaries or checklists for attorneys
Automate client onboarding flows

Actionable Tip: Use your VA to build “relationship touchpoints” post-consultation (e.g., 3-day
check-ins, birthday greetings, 30-day satisfaction surveys).

DOCUMENT HANDLING, FILING & PREP

Busy firms often drown in document chaos. A VA trained by a legal-focused service like Attorney
Assistant can create structure without sacrificing compliance.

Draft letters, retainer agreements, and standard pleadings
Assemble medical records, discovery docs, or intake forms
Transcribe voicemail messages or attorney dictations
E-file simple documents through court portals (jurisdiction permitting)
Maintain document templates and intake kits
Create PDF packets for hearings or mediations

Actionable Tip: Assign your VA a weekly doc review task to check for missing signatures, blank
fields, or outdated templates.



RECEPTION & MESSAGING SUPPORT
First impressions matter, and reception is often your first and only shot at converting a lead.

Answer phone calls with your branded script
Route calls appropriately (emergency vs. routine)
Handle bilingual conversations (Spanish, etc.)
Transcribe voicemails and flag urgent messages
Monitor and respond to Google Reviews or feedback channels

Actionable Tip: Have your VA log every call in a shared Google Sheet with caller info, reason for
call, and follow-up plan. Use color-coding to triage high-priority contacts.

BILLING, PAYMENTS & ADMIN FOLLOW-UP

Cash flow bottlenecks often stem from a lack of process. Legal VAs keep the money moving.

Track billing hours for attorneys
Send payment reminders and retainer follow-ups
Generate and email invoices from your practice management software
Enter and reconcile payment records
Monitor time entries for errors or gaps

Actionable Tip: If your firm struggles with collections, have your VA generate a weekly "at-risk" list:
clients behind on payments or with unpaid invoices >30 days.

MARKETING SUPPORT & BRAND VISIBILITY

VAs can also play a supporting role in marketing consistency, like on LinkedIn.

Manage your firm’s social media calendar
Schedule posts using tools like Buffer or Later

Draft newsletters or email campaigns in Mailchimp or HubSpot
Request client reviews post-case
Research competitors or keyword trends
Upload blogs and update website bios

Actionable Tip: Task your VA with monitoring LinkedIn activity weekly and flagging connection
requests from attorneys or potential referral partners.



IF IT’S NOT LEGAL STRATEGY, YOUR VA CAN PROBABLY HANDLE IT

Attorneys should do attorney work. Everything else—every email, intake call, follow-up, invoice,
and form—is for delegation.

Next Step: Block 30 minutes to list your top 10 recurring tasks that aren’t billable legal work. Then
book a free consult to see how a legal-trained VA can take those off your hands—starting this
week.

Now that we’ve covered the what the high-
impact tasks a legal virtual assistant can take
off your platelets shift gears to the who. Think
of legal VAs not as generic helpers, but as
specialists with defined functions within your
firms ecosystem. 

Here are the most valuable roles legal VAs can
fill (many firms assign more than one per VA):

What they do:

Pre-screen potential clients using
attorney-approved questions

Route leads to the right attorney based on
urgency or practice area

Track conversion metrics and follow-up
cadences in your CRM

Set clear expectations with leads before
consults

When to use one: You're overwhelmed with
inquiries but frustrated by poor follow-up or
“tire kicker” leads clogging your calendar.

Tool pairing: CRM software like Lawmatics or
Clio Grow

1. Lead Conversion Engine: Your Intake
Specialist

This VA is your first line of client acquisition,
and the difference between an inquiry turning
into a paying client… or going to the firm down
the street.

5 Roles Virtual Assistants for Lawyers Can Fill

2. The Firm’s First Impression: Legal Virtual
Receptionist

A receptionist VA ensures your firm sounds
professional, polished, and responsive 24/7, even if
you're in court or out of office.

What they do:

Answer inbound calls with a branded script

Transfer calls to attorneys, take detailed
messages, or triage emergencies

Schedule and confirm appointments directly in
your calendar

Handle voicemail review and call summaries

When to use one: Your firm has high call volume,
missed calls after hours, or frequent interruptions
that derail focus.

Tool pairing: Calendly, Smith.ai, RingCentral, Slack,
or Microsoft Teams

3. The Attorney’s Right Hand: Executive Legal
Assistant

This role is ideal for senior attorneys, solo
practitioners, or firm partners who need a high-
level, proactive VA to manage the chaos.

What they do:

Coordinate travel, CLE credits, and meeting
logistics

Manage high-priority communications or
email triage

Draft slide decks, proposals, or research briefs

https://attorneyassistant.com/contact/


4. Compliance Watchdog: Documentation &
Case Support VA

Ideal for firms in immigration, family law, or PI, this
VA ensures forms are filled, docs are prepped,
and nothing falls through the cracks.

What they do:

Prepare or QA retainer agreements and form
packets

Track signatures, ID uploads, and
documentation status

Maintain court filing checklists

Monitor upcoming deadlines or discovery
obligations

When to use one: You’ve had too many close
calls on missing paperwork, or clients
consistently delay the intake process.

Tool pairing: MyCase, LawToolBox, Dropbox,
HelloSign

5. Client Experience Manager: The Trust Builder

Client satisfaction is partially about results, but
it’s also largely about communication. This VA
ensures every client feels supported, informed,
and valued.

Track long-term firm initiatives or project
milestones

When to use one: You feel like you’re
constantly playing catch-up and need a
second brain to anticipate needs and prevent
fires.

Tool pairing: Notion, Trello, ClickUp, Google
Workspace

What they do:

Send post-meeting follow-ups or next-step
reminders

Conduct satisfaction check-ins during and
after a case

Request and monitor client reviews on
Google or Avvo

Handle ongoing status updates so
attorneys don’t have to

When to use one: You’re getting good results,
but not great reviews. Or clients keep calling
to “check on the status.”

Tool pairing: HubSpot, Mailchimp, Podium

Why VAs Outperform In-House Staff for
Certain Roles

Many law firms still default to in-house hires
for roles a VA could fill better, faster, and
more cost-effectively.

Key Advantages of Legal Virtual Assistants:

Cost Savings: Most VAs cost 50–70% less
than in-house employees when you
factor in overhead, benefits, and taxes.

Scalability: Add coverage during trial
weeks or growth surges without long-
term contracts.

Global Talent: Tap into bilingual
professionals, specialized legal support,
or after-hours assistance without
geographical constraints.

Actionable Tip: Review your hiring costs from
the past year, including time to recruit, train,
and manage new staff. Compare that to a
flat-fee VA model like Attorney Assistant
offers to see where you could save.

https://attorneyassistant.com/


Define Core Tasks: Use a task audit to
clarify exactly what will be delegated

Select the Right VA Type: Attorney
Assistant will match you with a legal VA
based on practice area and time zone.

Document Workflows: Create basic SOPs
(e.g., how to enter a lead in Clio or
answer a family law intake call).

Choose Tools: Use Zoom, Slack, Calendly,
Clio, MyCase, or whatever systems your
firm already uses.

Establish Checkpoints: Schedule weekly
check-ins, use shared dashboards
(Trello, Asana), and request brief daily
reports.

Actionable Tip: Start with a 30-day pilot role.
Assign specific tasks with clear success
metrics, like a response rate, document
turnaround time, or scheduled appointments
per day.

Final Thoughts: A Smarter Way to Run Your Law Firm

Whether you're drowning in intake, frustrated by admin work, or struggling to grow with limited in-house
capacity, VAs can give you back your time and focus.
Attorney Assistant makes the transition frictionless. We handle the details, so you can stay focused on
practicing law, not managing logistics.
Book a free consultation with Attorney Assistant to find your perfect match.

Read More:

Why You Should Hire an Intake Specialist for Your Law Firm

How to Build a Law Firm: A Complete Step-by-Step Guide

The Top 10 Qualities of the best virtual legal assistant

HOW TO SUCCESSFULLY
ONBOARD A LEGAL VA

Onboarding a VA is easier than most law firms
expect, but it does require a bit of structure.

Here’s a Proven 5-Step Onboarding Process

Expecting VAs to Read Your Mind
Without documented processes, even
great VAs will struggle. Be specific.

Hiring Generalists for Legal Roles
Legal operations demand familiarity with
regulations, ethical rules, and
terminology. Use a company that
specializes in legal VAs like Attorney
Assistant.

Skipping Integration into Your Team
Introduce your VA during team meetings,
add them to internal chats, and treat
them as a full part of the firm.

Delegating Everything Immediately
Start with 3–5 high-impact tasks. As trust
builds, add more.

Failing to Track Performance
Use simple KPIs like call response time,
intake conversion rate, or CRM
completeness

AVOID THESE 5 MISTAKES WHEN
HIRING A LEGAL VA
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