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Informational Interview
Live Sound, Inc.
While you have a pretty good general idea of what attorneys do, you have never seen a large firm “up close and personal.” Through a friend who is a paralegal at Tunnell, you arrange an informational interview. The Director of human resources, Janet Barnet, has agreed to take you on a tour and explain various aspects of the organization. 
The offices occupy four floors of a high-rise building in the center of town. The lobby is beautifully appointed with impressive art work and comfortable furniture. Ms. Barnes meets you and escorts you to the fifth floor where she explains the general layout of the facility. Each floor has its own workroom---with massive copy machines and office supplies. It looks like Staples.
As you are looking around you notice that a woman is struggling to put toner in a copy machine. Janet goes over to help her. It tourns out the woman is a legal secretary. Janet laughs and comments that it is a constant challenge for them to keep the workrooms stocked and organized.  “Attorneys and legal assistants pop in and out of here all days, grabbing stuff.” The is leaves the paralegals to do the re-stocking, photocopying, and getting paper to all of the printers. This is on top of their demanding duties. There are busy times when we have to hire temps just to keep up with it all.”
You also learn that there is a very specific process for filing papers related to various cases. Secretaries are constantly scurrying to pick up files from attorneys, set up New Matter files, assigning file numbers, and filing the documents. When files are moved to new locations, there is a whole procedure for tracking these via computer. 
Getting documents from one floor to the next can take up a lot of a secretary’s time, you find out. In fact you see a lot of them in running shoes. “Sometimes I think it would be easier to scan the documents and fax them to another floor. Or email them.” A company is hauling out huge bags of shredded paper. You ask who does the shredding and find out, once again, it’s the secretaries. Are there other tasks that require an outside company? Janet says they are constantly moving office furniture and book cases around. Also, decorators come in with lots of materials for people to look at.
Each floor also has a library. You ask one of the librarians to describe some of the challenges. “Tracking down books! You would not believe how much time this takes—running to different offices.” There is an extensive data base that must be maintained, in order to track the books. Newsletters and loose-leaf materials need routing slips and then must be filed. Books need to be reshelved. When book shipments come in, the librarian must unpack the heavy boxes. 
Live Sound, Inc.
Business Office
· Enter sales and marketing data into Excel spreadsheets
· Prepare FedEx labels
· File artist contracts
· Collate new hire packets
Studio and Engineering Department
· Disconnect cables and roll for proper storage
· Label the rolls accurately
· Return cables to designated storage areas
· Pack microphones into designated containers and return to storage
· Set up music stands and stools in designated sound booths, as specified
· Pack microphones into designated containers and return to storage
· Place water bottles on each stool
· Wipe down the cable connections with alcohol solution
· Sanitize the “spit screens”
Art Department
· Scan drawings for email to poster artists
· Roll posters, insert into packing tubes for mailing
· Insert incoming posters into large display frames
· Insert cd covers into small display frames
Shipping & Receiving
· Organize incoming boxes, by category
· Move instruments to climate-controlled storage
· Deliver smaller packages to individual or department recipient
· Obtain signatures from each department verifying they reviewed the shipping statement
· File the signature page
Miscellaneous
· Pick up and deliver food for employees
· Clean the lunchroom
· Assist landscape engineers install new courtyard
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