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Effective Legal Team Coordination and Workflow Management

Course Introduction

Legal teams today operate in fast-paced, high-stakes environments

that demand accuracy, efficiency, and seamless collaboration.

Effective coordination and well-managed workflows are essential to

ensure timely legal support, reduce risk, and maintain service

quality across the organization.

This course focuses on strengthening the operational

effectiveness of legal teams by aligning people, processes, and

tools.Participants will explore practical strategies to organize legal

work, manage priorities, and improve cross-functional collaboration.

The program emphasizes workflow optimization, communication,

performance tracking, and continuous improvement, enabling legal

professionals and managers to enhance productivity while

maintaining compliance and professional standards.
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Effective Legal Team Coordination and Workflow Management

Target Audience
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Legal Managers & Heads of Legal Departments✓

Corporate Counsel & In-House Lawyers✓

Legal Operations Professionals✓

Team Leaders & Supervisors within legal functions✓
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Effective Legal Team Coordination and Workflow Management

Learning Objectives

•    Coordinate legal team roles and responsibilities effectively.

•    Design and manage efficient legal workflows and processes.

•    Improve communication and collaboration within legal teams

and stakeholders.

•    Apply tools and techniques to manage workload, deadlines, and

priorities.

•    Monitor performance and implement continuous workflow

improvements.
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Effective Legal Team Coordination and Workflow Management

Course Outline
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DAY 01

Legal Team Structure and Coordination Fundamentals

✓

Roles and responsibilities within legal teams✓

Centralized vs. decentralized legal functions✓

Coordination with internal stakeholders✓

Communication protocols and reporting lines✓

Managing expectations and service delivery standards✓
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Effective Legal Team Coordination and Workflow Management

Course Outline
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Day 02

Legal Workflow Design and Process Mapping

✓

Identifying core legal processes and activities✓

Mapping legal workflows and approval cycles✓

Intake management and request prioritization✓

Bottleneck analysis and process inefficiencies✓

Standardization and documentation of procedures✓
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Effective Legal Team Coordination and Workflow Management

Course Outline
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Day 03

Workload Management and Collaboration Tools

✓

Case and matter management techniques✓

Managing deadlines, calendars, and dependencies✓

Use of legal technology and workflow tools✓

Collaboration across legal, compliance, and business units✓

Managing remote and hybrid legal teams✓
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Effective Legal Team Coordination and Workflow Management

Course Outline
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Day 04

Performance Management and Quality Control

✓

Key performance indicators (KPIs) for legal teams✓

Monitoring turnaround time and workload balance✓

Quality assurance and risk mitigation✓

Escalation procedures and issue resolution✓

Reporting performance to management✓
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Effective Legal Team Coordination and Workflow Management

Course Outline
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Day 05

Continuous Improvement and Change Management

✓

Identifying opportunities for workflow optimization✓

Implementing process improvements and automation✓

Change management in legal environments✓

Knowledge management and best practice sharing✓

Building a culture of efficiency and accountability✓
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Effective Legal Team Coordination and Workflow Management

Confirmed Sessions

FROM TO DURATION FEES LOCATION

June 28, 2026 July 2, 2026 5 days 4250.00 $ KSA , Riyadh

Dec. 6, 2026 Dec. 10, 2026 5 days 2150.00 $ Virtual , Online

Aug. 17, 2026 Aug. 21, 2026 5 days 4950.00 $ Turkey , Istanbul

April 4, 2027 April 8, 2027 5 days 4250.00 $ Egypt , Cairo
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