
OFFICE OF ATTORNEY REGULATION COUNSEL 
JOB DESCRIPTION 

 
Job Title: Assistant Inventory Counsel Coordinator 
Status: At-will employee  

Non-Exempt 
Full-Time 
This position is not covered by the Colorado Judicial Department Personnel 
Rules.  

Salary Range: $44,500/year 
 

General Statement of Duties 
 

Assist Inventory Counsel Coordinator with inventorying a lawyer’s practice of law upon death, 
disability, disbarment, suspension or retirement.  Such assistance includes securing client files and 
bank records from throughout the state; inventorying client property, files and documents; entering 
all relevant information into an inventory database; contacting clients through letters and phone 
calls; returning property and files to clients; and supervising the destruction of client files and 
electronically-stored data.  Assist in other areas of the office as needed.   
 

Essential Functions of the Position 
 
Assists the Inventory Counsel Coordinator in conducting an initial assessment of an inventory 
request, identifies sources of client information, identifies personal property potentially belonging 
to clients, identifies active and inactive files, the age of such files, the quantity of files to be 
returned and the amount of work needed to complete the inventory process. 
 
Assists in the overview of client case files to identify client contact information, whether there is 
original documentation within the file, and determine if the client needs to be contacted. 
 
Assists in investigations to determine ownership of funds held in a lawyer’s trust account. 
 
Assists in drafting legal documents associated with the inventory, including pleadings, to be 
reviewed, finalized and filed by Inventory Counsel. 
 
Assists in conducting thorough investigations through background search programs, such as 
Accurint, ICCES, and PACER to obtain contact information for inaccessible clients. 
 
Maintains a familiarity with standard computer programs, such as Microsoft Access, Microsoft 
Excel, and JustWare, in order to correctly input the contact information for each respective client 
associated with the inventory. 
 
Helps maintain and update statistical information for the annual report of Regulation Counsel. 
 
Works cooperatively with support staff and professional staff. 
 
Communicates in a professional, patient, and courteous manner with a diversified cross-section of 
people, including the general public, family members of deceased or disabled lawyers, clients, 



court personnel, personal representatives, bank personnel, storage providers, and others with 
whom the lawyer contracted for services or office rent in connection with the lawyer’s law practice.  
 
Travels throughout the State of Colorado to go to the location in which the affected lawyer 
practiced law, and often works on-site at that location or nearby for a period of time. 
 
Assists in other areas of the office as needed.  
 
Assists in the development and maintenance of inventory counsel policy/procedure manuals. 
 
Provides courteous, effective, and timely customer service to colleagues, vendors, and customers. 
 
Maintains confidentiality in the handling of sensitive information and documents. 
 
Supervises or assists with the confidential destruction of client documents and electronically-
stored information when appropriate. 
 
Acquires and maintains basic awareness of appropriate state laws and court rules associated with 
all aspects of the Attorney Regulatory Offices’ processes and core office functions.   
 
Assists Inventory Counsel Coordinator and Inventory Counsel in the preparation of client 
records/financial records/inventory reports for regulatory matters as provided in the Colorado 
Rules of Civil Procedure.  May testify in court concerning these documents. 
 
Attends meetings and trainings as required. 
 
Performs other duties as assigned. 
 

Knowledge, Skills, and Ability 
 

Knowledge of appropriate state laws and rules of procedure associated with the inventory counsel 
process (C.R.C.P. 251.32(h)) and the attorney regulatory system in Colorado. 
 
Knowledge of investigative methods and procedures. 
 
Knowledge of law office procedures. 
 
Ability to have a working rapport with court personnel and state and local agencies. 
 
Perform assignments accurately under the supervision of the Inventory Counsel Coordinator. 
 
Knowledge of MS Word, Access, Excel, Outlook, JustWare and the internet. 
 
Ability to lift and/or move up to 30 pounds repeatedly throughout a given day. 
 

Supervisory Responsibilities 
 
There are no supervisory responsibilities associated with this position. 



Physical Demands 
 
While performing the duties of this job, the employee is regularly required to walk; to sit; to use 
hands to perform repetitive motions; to crawl; to climb stairs or ladders; to carry files, boxes and 
other items; to operate a motor vehicle; and to talk and hear.  The employee regularly and 
repeatedly lifts and/or moves up to 30 pounds.  Specific vision abilities required by this job include 
close vision, color vision, depth perception, and ability to adjust focus. 
 

Work Environment 
 
The noise level in the work environment is usually moderate.  This position is subject to many 
interruptions; handling multiple requests and inquiries simultaneously; and managing multiple 
areas of responsibility.  As travel is required, unknown work environments are encountered and 
often outside work environments are found in extreme hot or cold temperature, outside and inside 
storage areas, dusty or dirty areas, and confined spaces which are difficult to reach.  
 

Minimum Qualifications 

Two years of college, a paralegal or legal assistant certificate from an ABA approved school or 
program, or a minimum of two years of experience working in a law office.   

 


