
How AI Is Turning Legal 
Administrators into 
Strategic Leaders



The reality of your role

As an office manager at a law firm, your day often starts with a 
hundred little fires: chasing billing errors, reconciling schedules, 
tracking down documents, coordinating staff, and responding to 
clients. Much of your impact is invisible—but without you, the firm 
would most likely fall apart.

The good news? Technology is starting to take some of that  
weight off your shoulders. With advances in automation, AI, and 
cloud platforms, the legal industry is moving fast. As of 2025,  
79% of legal professionals are already using AI in their practice.  
For office managers, that means less time on repetitive tasks— 
like answering client requests, juggling appointments, or tracking 
down documents—and more time shaping how the office works  
and ensuring everything runs smoothly.
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The role of the office manager and legal 
administrator is evolving. New technologies 
give administrators the chance to move beyond 
routine tasks and play a central role in shaping 
operations, compliance, and client experience.

Office managers no longer just keep the wheels turning—you’re the ones 
making sure no task slips through the cracks, deadlines are met, and clients 
get a professional experience. 

But with more routine work being handled by automation and AI, your role 
is shifting. Instead of spending hours chasing signatures, fixing billing 
errors, or juggling calendars, you’re now able to focus on finding even more 
efficiencies by examining:

•	 Where delays usually happen and how to prevent them

•	 Which tools actually help the office save time, and how to  
make sure everyone uses them

•	 Where the weak spots are in your processes, and how to  
prevent errors

•	 How to simplify tasks so lawyers and clients get what they need faster

This shift doesn’t diminish your role—it elevates it. It gives you the space to 
take on bigger responsibilities, increase your influence, and directly shape 
your firm’s success.

The shift happening in law 
firms: Why it matters to you
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Daily tasks office managers  
no longer need to do (thanks  
to automation & AI)
Keeping a law office running smoothly can feel like spinning plates. You’ve 
got schedules, client requests, staff questions, and deadlines all at once. A 
lot of the work that used to take up hours—chasing signatures, updating 
spreadsheets, or sending reminder emails—can now run on autopilot. 

In fact, studies show that up to 81% of a legal administrator’s tasks could be 
automated. Here’s what that looks like:

Responsibility Before AI and legaltech Now with AI and legal tech Why it matters

Keeping everyone 
on schedule

Calling, emailing, or 
chasing people to set 
meetings.

Shared calendars and automatic 
reminders let you see what’s 
coming and AI can highlight 
which meetings are urgent or 
conflicting so you can adjust 
before someone notices.

•	 Less time spent on 
coordination 

•	 Fewer mix-ups
•	 More space to focus on 

other priorities 

Handling invoices 
and payments

Typing out invoices, 
tracking hours on 
notepads, and reminding 
clients to pay.

Invoices and reminders are 
generated based on time that is 
tracked automatically.

•	 Less busywork
•	 Fewer errors, more 

accuracy
•	 Faster payments 

without constant 
follow-up

Pulling together 
reports and updates

Collecting info into 
spreadsheets by hand.

Dashboards show  
up-to-date numbers in real 
time—without you manually 
checking each file.

•	 Ability to find answers 
to questions quickly 

•	 Ability to spot trends 
in the office

Keeping track  
of deadlines  
and tasks

Using notes, memory, or 
spreadsheets to follow up.

Automated alerts show what 
needs attention each day. AI can 
also prioritize the most urgent 
deadlines so you don’t have to 
mentally track everything.

•	 Reduced mistakes, 
improved accuracy 

•	 Meeting deadlines 
without constant  
check ins
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Thanks to these tech-led changes, you’re no longer stuck on the hamster 
wheel of low-impact work. You can identify problems before they happen 
and help the office run like a well-oiled machine. So ask yourself: Which of 
your daily tasks could you automate today?

Responsibility Before AI and legaltech Now with AI and legal tech Why it matters

Keeping the team  
in the loop

Sending long email chains 
to update staff.

Routine updates can be 
automated so lawyers and staff 
always know the status without 
extra emails.

•	 Less back-and-forth
•	 Everyone knows 

what’s happening 
right away

Onboarding  
new clients

Collecting forms, 
explaining processes, and 
manually entering info.

Automated prompts and online 
intake forms guide clients 
through processes, documents, 
and initial steps.

•	 Smoother, faster starts 
for clients

•	 Less time chasing 
paperwork

Updating clients 
and sharing 
documents

Calling or emailing 
repeatedly to provide 
updates or share 
documents.

Secure portals and templated 
messages handle most routine 
communications. AI-assisted 
messages can be automatically 
scheduled for missing 
documents or signatures.

•	 Faster updates for 
clients 

•	 Less time spent 
chasing clients for info

Following up on 
payments

Manually reminding 
clients to pay.

Automated reminders and 
online payment options handle 
most of it.

•	 Faster bill collections
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The move from manual processes to automated workflows doesn’t just make 
your job easier—it redefines it. 

Think of it like this: Every task taken off your plate is time you can spend on 
improving how the firm runs instead of simply maintaining it. That’s where 
office managers become operational leaders.

This is what operational leadership looks like:

You start by looking at how work actually moves through the office. You 
notice where things slow down—like information not making it to the right 
person or approvals taking too long—and put simple fixes in place so the 
team can get work done faster.

You also get to be the go-to person for new tools. When the firm introduces 
software for scheduling, billing, or document management, you show 
everyone how it works, answer questions, and make sure people actually 
use it.

With routine billing and payment collection processes automated, you  
can dig into the numbers yourself—spot trends, see where the office might 
be running short on resources, and suggest ways to make things run  
more smoothly.

Taking charge of your firm’s 
operational leadership

Tech doesn't replace your expertise. It amplifies it. You're no 
longer putting out fires; you're shaping how the firm operates.
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With automated reminders and AI tools prioritizing tasks for you, deadlines 
don’t get missed and you’re not constantly juggling what’s most urgent. You 
can see at a glance what needs attention, make sure important filings are 
done on time, and compliance requirements are met—all without spending 
hours manually tracking every task.

The result? Your work doesn’t just make your day easier—it helps everyone 
else, too. Lawyers spend less time chasing updates, staff can follow clear 
workflows, and new team members get up to speed faster. 
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Automation frees you to work on tasks that show your value: improving 
office processes, guiding teammates, and interpreting data to help the firm 
run better.

The more you step into those responsibilities, the more people in the firm 
notice the value you bring. That can open doors to new opportunities, bigger 
projects, and roles with more payoff.

As you take on these responsibilities, you start building new skills—reading 
dashboards, spotting trends, planning projects, and prioritizing resources 
so the office runs more efficiently. For example, in a litigation practice, that 
might mean using automated reminders to keep track of discovery deadlines 
across multiple matters. In immigration, it could be setting up checklists so 
every client file has the right supporting documents from the start. Finding 
skills that are the most relevant to your firm makes the biggest difference to 
your growth.

Your ideas and suggestions begin to shape how work actually gets done, and 
others in the firm notice. Over time, this opens the door to bigger projects, 
more oversight, and roles with greater responsibility. Using technology 
strategically makes your contributions visible, whether you’re sharing 
insights, proposing workflow improvements, or helping the team adopt  
new tools. 

In short, automation and AI aren’t just tools to make your day easier— 
they let you step up, solve bigger problems, and show you’re ready for  
more responsibility. 

How automation and AI 
boost your career

Law firm administrators who embrace technology move 
from reactive task managers to proactive leaders, boosting 
both influence and career growth.
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Using automation and AI doesn’t just speed things up, It changes how your 
day actually feels and how the office runs. For office managers and firm 
administrators, the benefits show up in three big ways:

Getting more done without the chaos: Technology helps you see what  
needs attention, whether it’s client forms, meeting coordination, or 
document updates.

In criminal law, that might mean appearance reminders go out to clients 
without you having to track each one. In wills and estates, follow-ups  
with executors happen automatically so nothing stalls. No matter the 
practice area, automation cuts down on the scramble and keeps the work 
moving forward.

Making clients happier: Clients notice when things are smooth: online 
portals to share files, reminders when documents or signatures are needed, 
and automated messages about next steps all make their experience better. 

In a personal injury firm, clients appreciate getting updates on the status 
of settlement negotiations. In corporate law, clients value reminders when 
annual returns or filings are due—without having to chase your office  
for them.

These small touches make the client’s journey less stressful, and you’re the 
one making sure it all works as it should.

Impact of technology on 
productivity and mental 
wellbeing

“58% of legal professionals say AI has made them feel more 
confident in the accuracy or quality of their work.” 
- 2025 Legal Trends Report
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Less context switching: Instead of bouncing between intake emails, 
checking whether discovery documents were uploaded, and chasing  
down missing signatures, automation organizes tasks by priority. 

This cuts down on the mental strain of juggling a dozen little fires at  
once and lets you stay more focused throughout the day.

That extra support and control also builds confidence. You know the  
office is running smoothly, fewer mistakes happen, and both colleagues  
and clients start relying on your judgment more.
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Now, you have the tools to see how work flows through the firm, understand 
where tasks get stuck, and make improvements that actually stick.

That doesn’t mean your job is easier, or worse, no longer needed—it 
simply means it’s different. focus on the work that moves the needle, like 
coordinating projects, improving client onboarding, and helping the team 
work smarter. Here’s how to make the most of it:

•	 First, take a close look at your daily tasks. Notice the repetitive 
things you do over and over—entering client info, sending reminders, 
updating spreadsheets, or collecting documents. Automating these 
tasks frees you to focus on work that actually moves the office 
forward. If you skip this step, small tasks will keep pulling you away 
from higher-impact projects.

•	 Next, step up as a guide for new tools. Try out new software, suggest 
tweaks, and show teammates how to use it. When you do this, 
transitions are smoother, workflows run more consistently, and the 
whole team benefits. If you don’t, tools can sit unused and processes 
stay messy.

What office managers and 
firm administrators can do 
now to stay ahead

Technology isn’t taking your job. It’s giving you the chance to 
step into a bigger, more impactful role.
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•	 Spend time on bigger-picture work, but start with the projects that 
will have the biggest impact. Focusing on areas that affect the most 
people or the most urgent processes helps you make meaningful 
improvements faster. For example, if your firm handles a lot of real 
estate transactions, automating client intake checklists can save 
time and reduce errors right away. In litigation firms, improving 
scheduling and court date management can have a similar effect. 
Starting with these high-impact areas sets you up for momentum  
as you tackle larger process improvements later.

•	 Finally, invest in skills that matter. Learn to read dashboards, spot 
trends in data, lead small teams, or design workflows that prevent 
mistakes. Developing these skills increases your influence and opens 
doors to bigger responsibilities. If you don’t, you risk being seen as 

“just keeping things running” rather than someone shaping how the 
office works.
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Clio gives legal administrators the tools to keep a modern firm  
running smoothly. Here’s a quick look at the features that support your  
day-to-day work.

How Clio’s intelligent legal 
software can help
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Product/
Functionality

Feature 
Work Clio automates for legal 
administrators

Clio Manage AI Automated billing Generates draft invoices complete with 
time/expense entries, routes them for 
approvers and automatically sends 
reminders until they are approved.

Smart scheduling Extracts deadlines and key dates from 
documents and automatically drafts 
calendar events for review.

AI-powered 
recommendations

Prioritizes workload by surfacing risks  
and next steps that need attention.

Client 
communications

Recognizes the need for an update and 
instantly drafts client communications 
based on recent matter activity.

Automated entries Creates tasks, notes, events, expenses,  
and even recommends document/file 
names automatically when setting up  
new matters.

Clio Draft AI template 
builder

Converts existing legal documents  
into reusable templates in Clio Draft.

AI-powered 
questionnaires

Drafts questions for client intake 
questionnaires based on required field 
names and sends automated follow ups 
until they are completed.

Clio Work Document 
analysis

Summarizes lengthy documents (like 
pleadings, depositions, and discovery 
materials) and reviews contracts, redlines, 
and correspondence to extract key facts  
or information.

Cross-platform 
intelligence

Saves research and analysis outputs (like 
memos, summaries), converting them  
into reusable firm assets.

https://www.clio.com/features/legal-ai-software/
https://www.clio.com/draft/advanced-document-automation/
https://www.clio.com/work/


Looking ahead

The law firm office manager role is undergoing 
immense change—but in a good way. As 
technology takes on more of your repetitive 
work, know that it is not something to worry 
about. By shifting your perspective—seeing 
tech as a way to help you lead and improve the 
office—you can take charge of your role, make 
processes run more smoothly, and position 
yourself for greater responsibility.

The future of your role is exciting. You’re not just keeping 
things running—you’re shaping how the office works, 
making life easier for your colleagues, and creating a  
more organized, efficient, and client-friendly firm.
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Power your work with Clio

Clio gives legal administrators the capabilities needed to succeed in today’s fast-
moving technology-driven law office. From automating repetitive tasks and organizing 
workflows, to keeping client communications and case updates clear and on track, 
Clio helps you focus on the work that truly matters.

To see how other legal administrators are using Clio to make their work easier and 
more strategic, check out this video: How Legal Administrators Use Clio. 

© 2025 Themis Solutions Inc.

https://www.clio.com/events/webinar-learn-how-legal-administrators-use-clio/

