
Annual Education Conference
April 24 – 27, 2018

NALP – We Advance Law Careers

Graduate Employment Data Collection:
Time Saving Tips

Ethel Badawi, Associate Director, Career Center, The George Washington University 
Law School

Heather DiFranco, Director of Career Planning, Cleveland‐Marshall College of Law

Liz Jones, Director of Career Development, University of Richmond School of Law

Shannon Schaab, Assistant Dean and Director of Law Career Services, DePaul 
University College of Law

April 24 – 27, 2018 • Hollywood, FL

2018 NALP Annual Education Conference April 24 – 27, 2018 • Hollywood, FL

Project Management Tools to Help Manage 
Your Graduate Employment Data Project
• Viewing it as a cohesive 12‐month process

• Divorcing it from substantive career support

• Operationalizing your project

• Using traditional project management tools

– Timelines

– Flowcharts

– Checklists

• Using tech project management tools
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Project Management Tech Tool: Trello
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Automate emails to save time

• Create a dedicated email address for 
employment data collection

• Develop an email template

• Create an email merge

• Track clicks and opens

• Mark the emails for automatic return and 
follow up
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Vocus.io
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Vocus.io
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Boomerang ‐www.boomerangapp.com

2018 NALP Annual Education Conference April 24 – 27, 2018 • Hollywood, FL

Boomerang in action
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Using Custom Forms to Save Time 
Tracking Missing Graduates
• Graduates who are missing aren’t typically 
found publically (bar directory, firm website, 
etc.)

• If we only have one bite at the apple, how do 
we get all of the ABA required fields quickly 
and correctly?

– Use custom forms

• Bar swearing in ceremony

• Use for staff/faculty phone calls
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GRADUATE SURVEY FORM:  CLASS OF 2017 NALP EMPLOYMENT REPORT AND SALARY SURVEY 

NAME:___________________________________________ PHONE:_____________________________________ 

ADDRESS:_______________________________________________________________________________________ 

NON-RICHMOND EMAIL:___________________________________________________ DATE: 12/6/17 

SIGNATURE:_______________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART 1: 

  Employed in a position for which you receive a salary or stipend or on a contract basis 

   Bridge to Practice Fellow 

  Not Employed – Seeking Employment 

  Not Employed – Not Seeking Employment 

  Enrolled in a full-time degree program 

If you are employed, please complete Parts 2 through 6 below.  Otherwise, please complete Part 6. 

PART 2: 
 

1. Employer name and address: __________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
 

2. Date you accepted offer: 
________________ 
 

3. Start date: 
________________ 
 

4.  Annual Salary: 
________________ 
 

5.  Position Title: 
___________________________________________ 

PART 3: Please check ONE box for each option below. 

1.  Full Time (35 hours a week or more) 
 Part Time 
 

2.  Bar Admission Required/Anticipated (includes judicial clerks) 
 JD Advantage  
 Other Professional Position (describe) _____________________ 
 Non Professional Position (describe) ______________________ 
 

3.  Lasts for a year or more and has no known end point 
 Lasts for a year or more and has a known end point 
 Lasts for less than a year 
 

4.  Not seeking other employment 
 Still seeking other employment 
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Google Suite & Zapier

• Create file folders for each graduate

• Create a survey in Google Forms

• Automatically save responses as a PDF in the 
graduate folder
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What is                      ?

www.zapier.com

Zapier is an online automation tool that 
connects your favorite apps, such as Gmail, 
Slack, MailChimp, and over 1,000 more. You 
can connect two or more apps to automate 
repetitive tasks without coding or relying on 
developers to build the integration.

Zapier is a timesaver!
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Create Graduate File Folders using 
Zapier in 3 Steps!
Step 1: Create a spreadsheet with a list of all graduates. 
(Zapier works with Google Sheets or Excel).

Step 2: Create the folder where you would like the have the 
graduate folders saved.

Step 3: Make the Zap!

Done! 
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Step 1: Create a spreadsheet with a 
list of all graduates. 
(Zapier works with Google Sheets or Excel)
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Step 2: Create the parent folder for 
each of the graduate folders
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Step 3: Make the Zap!
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Select the trigger (your 
spreadsheet)
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Set up the trigger condition 
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Link your account
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Select the worksheet with the roster
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Zapier does a quick test to make sure 
the data is pulling in correctly
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Choose the destination for the folders
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Choose the action: Create new folder
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Link the drive account
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Select the destination folder & 
naming convention
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Test it out...
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Name the Zap and turn it ON!
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Other Zaps!

• Mail merges from spreadsheets

• Create PDF files of Google Survey Responses using 
Google Sheets & WebMerge

• Automatically download attachments from email

• Explore other ways to automate your workflow 
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Text Messaging – Google Voice
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Google Voice – Pick Your Number
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Works just like your cell phone!
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Other Important Reminders

• ABA Council Feedback Session

– Tomorrow, 7:45 am, Regency 2

• NALP/ABA Employment Outcomes Reporting 
Advisory Group

– Working with ABA to suggest changes to the 
Protocol and efficiencies for the process

– Send ideas, thoughts, suggestions to Heather at 
h.d.difranco@csuohio.edu


