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WILMINGTON UNIVERSITY 
COLLEGE OF SOCIAL & BEHAVIORAL SCIENCES 

BASIC COURSE INFORMATION 
 

 
COURSE TITLE:  Law Office Administration & Technology 
 
COURSE NUMBER: LES 380 
 
PRE-REQUISITES:  ENG121, English Composition I  (minimum GPA 2.0/C) 
    ENG131, Public Speaking (minimum GPA 0.67/D-) 

LES 220, Introduction to Legal Studies (minimum GPA 2.0/C) 
LES 200, Legal Ethics (minimum GPA 2.0/C) 
CTA 206, Computer Apps. for Business (minimum GPA 0.67/D-) 

 
LEGAL SPECIALTY:  Yes   No 
 
**A minimum grade of “C” is required to pass this course** 
 
 

I. COURSE DESCRIPTION 
 
PRIOR TO FALL 2016, THIS COURSE WAS OFFERED AS LES 480. This course is a survey 
of the common structure and staffing in law offices, including employment policies, accounting 
practices, hiring policies, discrimination in the work place, professional development, and 
disaster preparation. In addition, students will be introduced to the specialized software used in 
case management, document control, timekeeping, accounting, and other elements of the well-
managed law practice.   
 

II. COURSE OBJECTIVES 
 
GOAL A: Prepare documents necessary for the representation of clients in a legal matter 
 
Learning Outcomes:  Students will be able to: 
A-1  Create a product using word processing, spreadsheet, and presentation software 
A-2 Apply proper English grammar and writing conventions appropriate to the type of 

document being drafted 
A-3 Draft a content appropriate, grammatically correct, and professionally formatted office 

memo  
 
GOAL B: Perform factual and legal research 
 
Learning Outcomes:  Students will be able to: 
B-1 Describe the components of a URL and how that information can help evaluate the 

reliability of a website 
B-2 Locate information related to a technological product specific to the legal field 
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GOAL C: Perform all delegated functions in conformity with the legal and ethical principles 
regulating the legal services industry 
 
Learning Outcomes:  Students will be able to: 
C-1 Apply ethical rules to hypothetical situations 
C-2 Define UPL, confidentiality, privilege, conflicts,  
C-3 Identify the steps to avoid ethical and legal mistakes in oral and written communication 
C-4 Describe the ethical considerations related to conflicts of interest 
 
 
GOAL D: Organize and maintain printed and electronic information related to multiple ongoing 
interests through effective prioritization and time management 
 
Learning Outcomes:  Students will be able to: 
D-1  Identify how computers are used in a legal organization. 
 D-2 Identify the various technological equipment typically found in a law firm. 
D-3 Explain the usefulness of computerized case management software 
D-4  List the advantages and disadvantages to paper files and electronic files 
D-5  Describe the litigation support process. 
D-6  Describe “Bates” stamping and its role in litigation 
D-7  Describe the role that indexing or coding of documents takes in records management 
D-8  Identify the three most common filing systems 
D-9 Explain what a docket system is. 
D-10 Utilize a computerized docket cycle. 
D-11 Describe the purpose of a “tickler” system 
D-12 Identify software options for assisting with conflict management 
D-13 Explain timekeeping and billing. 
D-14 Explain the computerized timekeeping and billing process 
D-15 Review the functions of timekeeping and billing software 
D-16 Define basic accounting terminology 
 
 
GOAL E: Interact professionally and cooperatively with a service orientation toward co-
workers, clients, and vendors. 
 
Learning Outcomes:  Students will be able to: 
E-1  Describe policies an employer should have in place with respect to employees 
E-2  Describe benefits employees are entitled to by virtue of FMLA, ERISA, and COBRA 
E-3  Identify legal restrictions upon employers, if any, with regard to hiring and firing 
E-4  Describe the types and structures of law offices. 
E-5  Describe the roles of lawyers and non-lawyers in a firm. 
E-6  Identify the body that regulates the legal profession in Delaware. 
E-7  Describe the difference between registration, certification, and licensure of non-lawyer 
E-8  Describe professional attire in the legal environment 
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E-9  Describe appropriate etiquette in various professional and social settings 
E-10 Identify techniques for good time management 
E-11 Explain the importance of continuing education 
E-12 Prepare and deliver an oral presentation with accompanying visual aid 
 


