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Employers Want Soft Skills 

Are you ready? Part 1 of a 2-part series 

You have learned (or are learning) the “hard 

skills” of being a paralegal:   reading, research and  

writing, drafting documents, analyzing cases and 

statutes, litigation, and filling in forms.  

Quintessential Careers, www.quintcareers.com, 

states that employers want paralegals with “soft 

skills.”  What is a “soft skill”?  Are you ready for 

the employer? Here are the skills listed by 

Quintessential Careers: 

 COMMUNICATION SKILLS—listening, verbal, 

written communications.  Are you ready?  Of 

course you are!   You have taken communications 

classes, including English Composition and Legal 

Writing. But, do not forget about all the writing 

you have had to do for your classes, all the talking 

you have had to do, all the communication you 

have had to do to make yourself clear (particularly 

for those online classes). 

 ANALYTICAL/RESEARCH SKILLS—assess a situation, 

seek multiple perspectives, gather information, 

identify key issues that need to be addressed.  Are 

you ready?  Of course you are!  You have taken 

classes that require to do research, you have 

taken Legal Research. You have been required to 
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Immigration Paralegals 

Spotlight on a Paralegal Job 

Paralegal Program’s Policies & Procedures 

Spring Classes 

Getting started off on the right foot 

 Administration of Estates:  Please read 

chapter 1 of the textbook for the first week. The 

first week’s discussion will be the estate plan and 

the purpose and need for a will. 

 Civil Litigation I (classroom): For the first day 

of class, please read the “hypothetical case” 

material found in front of chapter 1 and also read 

chapter 1 for the first week. 

 Legal Aspects of Business Organizations: If 

you are taking the Monday night class, please 

read chapter 1 before coming to class. This is a 3-

hour session, and we will get started with the 

material on the first night. If you would like to 

have a copy of the PowerPoints used in class, they 

will be posted on Blackboard the weekend before 

class starts. 

 Legal Research:  If you are taking this class 

online, you will have to use the library!  
continued from page 1 
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Recent Eau Claire ad:  Busy legal office in 

need of a candidate with ability to listen, 

show empathy and retain confidential 

material. 
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continued from page 1 

Assignments will be grouped so you are not using 

the library on a weekly basis, but you will have to 

use the library. The ABA  accreditation requires 

this; besides, you need to learn how to access 

hard-cover materials and use them. 

 If you are taking the 3-hour Wednesday class, 

please read chapter 1 before coming to class.  If 

you would like to have a copy of the PowerPoints 

used in class, they will be posted on Blackboard 

the weekend before class starts. 

 Legal Writing:  For the first week of class, 

read chapter 4 of the textbook, “Introduction to 

Legal Writing.” 

 Real Estate Law: Exciting new material! 

Textbook comes with a virtual office CD. This 

means chapter assignments involving files, 

timesheets, forms, and documents.  Be sure you 

have a plastic protractor and a straight edge (to 

use with property descriptions). Â 

 

 

 

T E X T B O O K  E X C H A N G E :  Want to trade 

books, sell yours, or buy a used text for next 
semester?   

 Below are paralegal students who 
have books to sell or trade.  Please 
contact them at their e-mail 
address. 

 Courtney Briskey, cbriskey@cvtc.edu, has 
the textbooks for Intro to Paralegal for sale 

Diane Duerst, dduerst@cvtc.edu, has the 
following for sale: (1) Ballentine's Legal 
Dictionary (Lynton Edition) brand new as she 
bought a different dictionary.  “This is selling for 
$75 used in the bookstore right now.  I paid $100 
for mine which has barely been.  I would sell it for 
$50.”  (2) Orlik:  Top Ten Rules for Paralegals. She 
will sell it “for $10 (it is $22 used in the 
bookstore).  I did write in it a little.”  (3) Legal 
Research textbook (Putman).  “I bought mine 

 

 

used for $47, and that is what it costs used in the 
bookstore right now.  I would sell it for $25-30.”   
 Joshua Hanson, jhanson93@cvtc.edu, has 
Marriage and the Family textbook for sale  
 Barbara Heller, bheller2@cvtc.edu, has the 
following books for sale: Administration of 
Estates, Computer Applications-Legal, Criminal 
Law-Paralegal, Elder Law, Employment Law, Legal 
Aspects of Business Organizations, Legal 
Research, Oral/ Interpersonal Communications, 
Paralegal Internship, 
 Julie Markie, jmarkie@cvtc.edu, has for sale , 
“cheap,” the books for the Paralegal Internship 
and Speech (801-198) classes 
 Melinda Nyseth, mnyseth@cvtc.edu, has 
textbooks for the Computer Applications-Legal 
and Elder Law classes. Additionally, she has the 
textbook for Business Law available (it is not the 
text for Legal Aspects of Business Organizations) 
 Sarah Olson, solson28@cvtc.edu, has Intro to 
Paralegal books to sell 
 Kim Rider, krider@cvtc.edu, will sell or trade.  
She has the following textbooks available:  
Administrative Law, Civil Litigation, Elder Law, 
and Legal Writing 
 Tina Schoon, tschoon@cvtc.edu, has 
textbooks for the Intro to Paralegal class, Intro to 
Psychology, and Into to Accounting; However, for 
accounting, the working papers would have to be 
bought at the bookstore 
 Steven Schumacher, sschuma8@cvtc.edu, 
has Civil Litigation, Contract Law, Criminal Law, 
and Elder Law books to sell 
 Karen Scobey, kscobey@cvtc.edu, has Civil 
Litigation book to sell 
 Paula Stewart, pherbison@cvtc.edu, has 
Using Computers in the Law Office, 4th ed., for  
sale 
 Audrey Stowell, astowell@cvtc.edu, has the 
textbook for Contract Law for sale 
 Kelly Vang, kvang39@cvtc.edu, has the Intro 
to Paralegal textbooks to sell as well as the 
Bedford Guide for College Writers, Politics in 
America, and Exploring Psychology 
 Jessica Weeks, jweeks2@cvtc.edu, has Legal 
Research books to sell 
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do all those case briefs and identify the legal 

issue.  You are ready; you have been analyzing 

and researching every semester. 

 COMPUTER/TECHNICAL SKILLS—word processing, 

spreadsheets, E-mail, and Westlaw.  Are you 

ready?  Of course you are! You have taken the 

computer applications course, you produce 

documents in your classes using software, and 

you send and receive e-mails every semester.  

However, if you feel your skills are lacking, 

particularly in the software area, consider taking 

one of CVT’s Microsoft courses; they will only 

enhance your résumé. 

 FLEXIBILITY/ADAPTABILITY/MANAGING MULTIPLE 

PRIORITIES—manage multiple assignments, set 

priorities, adapt.  Are your ready?  Of course you 

are!  What has each semester been about but 

multiple assignments and projects, trying to 

figure what you should get done first and what 

can wait, and being flexible to those instructors 

who change assignments or parameters of 

assignments at the last minute? 

 INTERPERSONAL ABILITIES—relating to co-

workers. Are you ready?  Of course you are! 

Substitute the word “co-workers” with 

“students.” Think of all the time you spend every 

day with other students: you interact with them, 

help with a class assignment, and who knows 

what else. 

  MULTICULTURAL AWARENESS—awareness of 

other people and cultures.  Are you ready?  Of 

course you are! CVTC has a wide diversity of 

students, staff, and faculty. You have been 

interacting with them everyday when you come 

to CVTC. 

 TEAMWORK—working with others.  As long as 

you have one co-worker or a boss, you are a 

member of a team.  Are you ready? Of course you 

are! You have had to get along with fellow 

students, your instructors, and CVTC staff. Â 

 Next month: Personal values employers seek  

 

 

 

continued from page 1 

DO YOU HAVE NEWS? 

Just got a job? Going on to 

school? Have a legal tidbit to 

share? Just got engaged? 

Getting married? Having a 

baby?  

Share your news and ideas with us. Ask us 

questions about the profession. We will put it in a 

future newsletter. Contact Linda Oliver, 

loliver@cvtc.edu, with your updates. ■ 
 

 

One famous WI Supreme 

Court case 

Attorney General ex rel. Bashford  

v. Barstow, 4 Wis. 567 (1856).    

 This case helped to create  

the tradition of independence and  

honesty that has marked Wisconsin politics and 

law ever since. Further, the case established the 

independence of the Wisconsin Supreme Court 

and the important principle that the Court has 

the power to interpret the state Constitution. The 

Wisconsin Supreme Court removed an incumbent 

governor from office after it was discovered that 

his victory was the result of fraud. Â 

 

 

 

 

 

 

PARALEGAL CLUB MEETING 

1:00 P.M. – TUESDAY, DECEMBER 11, 2007 

 LAST DAY OF CLASSES  

MONDAY, DECEMBER 17, 2007 

 EAU CLAIRE GRADUATION 

7:00 P.M. – TUESDAY, DECEMBER 18, 2007, AT ZORN 

ARENA 

 RIVER FALLS GRADUATION 

7:00 P.M. – WEDNESDAY, DECEMBER 19, 2007, AT RIVER 

FALLS HIGH SCHOOL 

 SPRING SEMESTER BEGINS 

MONDAY, JANUARY 14, 2007, CLASSES BEGIN 

 

 

 

CALENDAR OF EVENTS 
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DID YOU KNOW? 

Immigration paralegals 

 Did you know that all levels of government, in 

addition to law firms, make use of immigration 

paralegals?  What does it take to be an 

immigration paralegal? It takes knowledge of 

immigration law, contract law, and employment 

law. It is a definite plus if you are bilingual or 

have a working knowledge of another language 

(reading and/or writing). Â 
 

 Summer Classes 

Do not forget! The Paralegal Program is 

offering online courses for its students during the 

summer 2008 semester:  Civil Litigation I and 

Legal Research. This is a good opportunity to get 

you back in “synch” with the order of classes. If 

you have been going part time to school or if you 

are starting (or started) during a spring semester, 

think about taking one or both of these courses. Â 

 

  
Below are paralegal students who 
have books they want to buy.  
Please contact them at their e-mail 
address. 

 Pang Chang, pchang6@cvtc.edu, wants to 
buy textbooks for Civil Litigation and Legal 
Research 
 Diane Duerst, dduerst@cvtc.edu, is 
interested in buying the textbook for Legal 
Writing   
 Melissa Keim, mkeim@cvtc.edu, wants to 
buy books for Computer Applications-Legal and 
for Legal Research 
 Tina Schoon, tschoon@cvtc.edu, would “love 
to buy from someone” textbooks for 
Government, Economics, Marriage and the 
Family, and Speech 
 Kelly Vang, kvang39@cvtc.edu, is interested 
in buying textbooks for Economics (809-195) and 
Marriage and Family (809-128) Â 
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Graduating?   

Are you graduating in  

December?  Would you 

like to continue to receive the newsletter?  If so, 

send Linda Oliver (loliver @cvtc.edu) an e-mail 

address that is not a school e-mail address.  

Also, the paralegal program occasionally 

receives job opening postings. If you are 

interested in being notified of these openings, 

send a non-school e-mail address to either Mark 

Barker (mbarker4@cvtc.edu) or Linda Oliver 

(loliver@cvtc.edu). Â  
 

 

Name Change 

Julie Markie is now Julie Thomas. Her e-mail 
address is jmarkie@cvtc.edu. 

WHERE ARE THEY NOW?  ALUMNI 

NEWS 

Ì bƛŎƻƭŜ wƻǎŜ όaŀȅ ΩлтύΣ recently married 

Keith Dillinger, and they are living in Eau 

Claire, WI  
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