Virtual Legal Staffing for Law
Firms That Want to Scale Smarter.
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HOW ONE ROLE

QUIETLY PREVENTS
BOTTLENECKS AND
KEEPS CASES ON TRACK

We've spent a lot of time talking with law
firms—big, smaill, and everything in between.
There’s a common set of problems that might
sound familiar:

“We keep chasing signatures and missing deadlines.”

“Clients miss appointments, delaying or hurting the
case, and then blame us for the outcome.”

“Our attorneys are bogged down in tasks that have
nothing to do with practicing law.”

These aren't tech problems or legal problems. They're
people problems.

More specifically: they’re process problems tied to
compliance and follow-through.

That's why the Case Maximizer Method is an essential
strategy for law firms looking to fix what's really slowing
them down. It started in personal injury, but the impact
goes far beyond that. Any firm with time-sensitive cases,
deadlines, or client-dependent outcomes can benefit
fromit.




THE ORIGIN STORY

(And Why It Works Everywhere)

|
Ethen Ostroff Law is a high-volume personal injury This is useful for more than just personal
firm, and one thing kept sinking good cases: injury law:

clients missing medical appointments. This

lowered case value and hurt client outcomes. e In immigration law, you've got
biometrics, interviews, document

Instead of reactively troubleshooting every requests.

individual client no-show, we created a role to

permanently solve that: The Scheduler. ¢ In family law, there are court dates,
evaluations, parenting classes.

Now, this wasn’t your typical admin assistant. It was ¢ In criminal defense, it's compliance,

someone who actively made sure the client didn't testing, appearances.

become the bottleneck. It worked, and the

improvement was dramatic. e Even in estate planning or civil
matters—you’'ve got signatures,

Our firm saw faster case movement, happier notaries, consults.

clients, and less last-minute scrambling. Clients

showed up, and stayed involved from start to finish. The pain is the same. And so is the fix.

WHAT THE SCHEDULER ACTUALLY DOES (/N PLAIN ENGLISH)

This isn't a made-up title. It's an essential function, and one that fills the gaps your current
team doesn’t have time to cover.

A Scheduler:

e Makes sure clients don’t miss key appointments (whether it's court, calls, or consults)

Helps clients stay on track with their paperwork

Reschedules when life inevitably gets in the way

Follows up (gently but consistently)

Escalates when something seems off

Keeps your internal team looped in without overloading them

Think of them as your firm’s client-side project manager. Not legal. Not clerical. Just focused
on one thing: making sure every client is progressing, present, and informed.




HOW THE ROLE FITS INTO A TEAM (WITHOUT CREATING CHAOS)

One concern we hear is, “We can’t just add another person to the mix.”

Totally fair. But here’s the difference: this person isn’t in the way. They’re actually making less
work for everyone else.

Here's how that usually breaks down:

Role Main Focus

Attorneys Case strategy, legal work, court

Paralegals | Case documentation, filings, prep

Scheduler | Client engagement, follow-up, compliance

Why It Works
Instead of spreading follow-up across already-busy roles, the Scheduler:

Keeps communication flowing

Increases client reliability

Reduces delays and escalations

Frees up your attorneys and paralegals for legal work, not admin

Schedulers don't need legal expertise. They need people skills, attention to detail, and the ability to nudge
clients without nagging.

They're trained to operate in the background, but with an impact is very front and center.




WHAT THEY TRACK
(AND WHY IT MATTERS)

Schedulers spot and solve problems before they become delays. They're watching for early
signs of drop-off or non-compliance and keeping the team informed.

Here’s what they usually keep tabs on:

e How often clients are being contacted (and how e Which clients are confused, frustrated, or at risk of

they're responding) disengaging
e Whether appointments are being attended...or e When something needs to be escalated to your
missed legal team

e Which forms or documents are consistently
delayed

And depending on your needs, they can track all of this in:

e Daily Metrics Reports (DMRs)

e Weekly case movement summaries

e Client feedback/NPS-style insights

So... How Do You Implement This?

You've got a few options.
1. Some firms retrain an existing admin.

2. Some hire someone new.

3. Many work with us to bring in a Virtual Scheduler—someone
we've dlready trained, already vetted, and who can plug into
your workflow fast.

WANT TO SEE HOW THIS WOULD LOOK IN YOUR FIRM?

Let’s walk you through how the Scheduler role can
plug into your workflow. We'll share real examples,
scheduling strategies, and ideas from firms like yours
already using this method
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Schedule a quick walkthrough. vk~ r‘.\, M E T H o D

Or visit mpszllcusemaximizer.com[ to learn more.
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https://www.youtube.com/watch?v=Denq-O-pCUo
https://www.youtube.com/watch?v=Denq-O-pCUo
https://attorneyassistant.com/new-book-a-call/
https://casemaximizer.com/

