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DEVELOPING PARTNER SKILLS Questionnaire
1   Manage Your Time Effectively.  An important factor in managing your time effectively is to first understand how you spend your time.  For a few days, try and track your time spent at the office, particularly your non-billable time.  Identify habits and areas of non-productive busyness as well as procrastination, if any.  Then, list below where you feel that you lose time during the day to procrastination and unproductive busyness. 
2   Learn to Delegate and Supervise. The only way to build your practice is to learn to delegate work as much as possible so that you can spend your time supervising and reviewing junior attorneys’ work as well as marketing yourself.  Certain studies have found that rainmakers spend, on average, the equivalent of one full business day a week just on marketing.  With that in mind, and understanding the necessity of transitioning to this time commitment over time while still fulfilling your current duties, commit to delegating 3 projects each week that you might otherwise have worked on yourself.   
3   Spend Time Strategizing to Build Your Practice. Very few successful businesses or practices are built without planning.  Commit to spending one hour per week or more on creating a practice or career plan for your self.  AttorneyMentoring.com lists resources for business plan templates to help you get started.  Start by describing your strategy here. 

4   Develop a Marketing Plan.  As part of your career plan or practice plan, conduct research about your target market and target clients.  Commit to spending a certain amount of time each week on this activity.  Describe your target market, target client and marketing ideas to reach them.
5   Improve Your Customer Service.  How would you rate your customer service skills?  Are there areas for improvement?  Have you checked in with your clients lately? 
6   Improve Your Communication Skills. In the paragraph, write several sentences to describe your communications skills and any areas for improvement.  Could you benefit from training or coaching?  Commit to an activity to improve your skills. 

7   Improve Your Legal Skills.  Describe your expertise.  Are their areas that you would like to break into?  What, if any, additional skills, training or experience do you believe that you need to improve your legal skills.  Commit to one activity to help you reach this goal. 

8   Complete the Partner Skills Planning Guide located in the Senior Attorney section of AttorneyMentoring.com to help you keep track of your activities. 

