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​Task Tools for Small Law Firms​

​Here are​​5 powerful tools​​that can help ANY law firm,​​whether you handle estate planning,​
​family law, immigration, PI, or contracts, manage daily work more efficiently and reduce​
​chaos.​

​1. Clio Manage / Filevine / PracticePanther​

​Best For:​​Legal-specific case & task management​
​How It Helps:​
​– Create task templates for matter types (e.g., Divorce, Probate, Immigration)​
​– Automatically assign tasks when a new case starts​
​– Track who’s responsible and what’s overdue at a glance​
​✅  Ideal for full legal workflow automation​

​2. ClickUp or Asana​

​Best For:​​Admin, marketing, hiring, and internal operations​
​How It Helps:​
​– Organize non-legal work like onboarding, team SOPs, and content planning​
​– Assign tasks to VAs or team members​
​– Track everything in clean dashboards​
​✅  Great for small firms building internal systems​

​3. Google Calendar + Google Tasks​

​Best For:​​Solo attorneys or budget-conscious firms​
​How It Helps:​
​– Add tasks with due dates right into your calendar​
​– Time-block your legal work and follow-ups​



​– Keep everything synced across devices​
​✅  Simple, effective, and free​

​4. Slack + Task Integration​

​Best For:​​Fast-moving or remote teams​
​How It Helps:​
​– Turn Slack messages into tasks​
​– Sync with ClickUp or Asana for real-time tracking​
​– Cut down on messy email chains​
​✅  Keeps communication + task management in one place​

​5. Zapier​

​Best For:​​Automating task creation across tools​
​How It Helps:​
​– Auto-create tasks when a form is filled (intake, lead, etc.)​
​– Trigger reminders, assign to team, or update a status​
​– Connect your CRM, Google Sheets, Calendly, Slack, etc.​
​✅  Works silently in the background to save you hours​

​Bonus Tip:​

​Use SOPs + task templates.​
​Whether you're managing court filings, estate planning, or client onboarding — stop​

​reinventing the wheel. Turn your most-used steps into repeatable checklists inside your​
​tools.​

​Ready to take action?​

​DM me “Task Setup”​​and I’ll personally help you:​

​●​ ​Pick the right tool for your firm​

​●​ ​Build 1–2 task templates​

​●​ ​Automate your most annoying routine​

​Let’s clean up your daily chaos and turn it into a system that works​




