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No part of this publication may be reproduced, distributed, or transmitted in any form or by any 

means, including photocopying, recording, or other electronic or mechanical methods, without 

the prior written permission of the publisher, except in the case of brief quotations embodied in 

critical reviews and certain other noncommercial uses permitted by copyright law. For 

permission requests, contact the publisher. 

 

Disclaimer: The information contained in this book is for educational and informational 

purposes only. While every effort has been made to ensure accuracy, the author makes no 

warranties or representations regarding the completeness or accuracy of the contents.  

 

The strategies, prompts and advice may not be suitable for every situation. This book is not 

intended as a substitute for professional, legal, financial, or business advice. Readers should 

consult with appropriate professionals for specific advice tailored to their situation. The author 

shall not be liable for any losses or damages arising from the use of this book. 

 

Trademarks: All trademarks and product names mentioned are the property of their 

respective owners and are used for identification purposes only. No endorsement is implied. 
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Foreword 

 

Something big is happening in the world of work. 

 

Across every industry, in every type of office, AI tools are quietly changing how people do their 

jobs. Tasks that once took hours are being completed in minutes. Documents that required 

careful, painstaking drafting can now be outlined in seconds. Research that used to mean hours 

of reading is now summarized on demand. 

 

This is not a distant prediction. It is happening right now. 

 

The professionals who recognize this shift early and take the time to learn even basic AI skills 

are gaining a measurable advantage. They work faster, produce higher-quality output, and 

position themselves as the people their employers and clients trust most. 

 

Here is the most important thing to understand: AI is not coming for your job. The legal 

profession has always been built on human expertise, judgment, relationships, and trust. Those 

things cannot be automated. But AI can absolutely help you do your job better, faster, and with 

less effort. 

 

You do not need to be a technology expert. You do not need to understand how AI works under 

the hood. What you need is a willingness to try, a few simple tools, and a practical starting point. 

That is exactly what this book provides. 

 

In the next 60 minutes, you will learn what AI can do for you as a paralegal, which tools are 

worth your time, and exactly how to start using them today. By the time you reach the final page, 

you will have everything you need to take your first steps with confidence. 

 

Let this be the moment you decide to get ahead. 

 

Let's get started. 
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Introduction 

Why the Next 60 Minutes Could Change Your Career 

 

Think about the last time you had to complete a repetitive legal task. Maybe it was drafting a 

standard client letter for the tenth time this month. Perhaps it was reviewing a long contract 

looking for key dates and clauses. Or organizing a thick stack of case notes before a hearing. 

 

Now imagine a knowledgeable assistant could produce a solid first draft of that letter in 30 

seconds. Imagine that same assistant could scan a 50-page document and hand you a clear 

summary in two minutes. Imagine having a tireless research helper available any time you 

needed background on a legal topic. 

 

That assistant exists. It is called AI. It is available to you right now, in your browser, for free or 

at very low cost. 

 

Why Paralegals Should Pay Close Attention 

 

The paralegal profession is one of the most information-intensive roles in any organization. 

Paralegals manage documents, conduct research, draft correspondence, organize case files, 

prepare filings, and support attorneys through every phase of legal work. Nearly every one of 

those tasks involves processing, creating, or organizing information. That is exactly where AI is 

most powerful. 

 

This does not mean your job is in danger. It means your job is about to become significantly 

easier and more impactful. Paralegals who learn to use AI will handle more work with the same 

effort, produce higher-quality output, and demonstrate the kind of forward-thinking capability 

that law firms and legal departments are actively looking for right now. 
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What You Will Learn in This Book 

 

This book is not about theory. It is about action. Specifically, you will learn: 

• How AI is changing the paralegal profession and which tasks it helps most 

• The five core AI skills every paralegal should develop 

• The best beginner-friendly AI tools and how to use them 

• Ten real-world use cases with step-by-step instructions 

• Fifty ready-to-use AI prompts you can copy and start using today 

• A simple workflow system for incorporating AI into your daily tasks 

• A 7-day action plan to build your AI skills quickly 

 

By the end of this book, you will not just understand AI. You will be using it. That is the 

promise of this series and the purpose of the next 60 minutes. 

  


