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OFFICE OF ATTORNEY REGULATION COUNSEL 
JOB DESCRIPTION 

 
Job Title:  Education and Outreach Coordinator 
 
Status:   At-will employee 
   Exempt 
 
F/T Salary Range: $5,417.00 - $5,833.00 

 
General Statement of Duties 

 
 Assist Attorney Regulation Counsel in outreach to the general public and the legal 
community regarding office functions, initiatives, events, and educational programs.  Primary 
responsibilities will include assisting in the development of educational materials, office 
publications, continuing legal education presentations, videos, and social media content.  
 

Essential Functions of the Position 
 

Update, edit and develop written educational materials distributed by the Office of 
Attorney Regulation Counsel, including continuing legal education material and topical guides for 
legal consumers, attorneys and applicants to the Colorado bar. 
 
 Develop and design office publications including content and graphics for annual report 
narratives, quarterly newsletters, self-help brochures, web content, teaching materials and law 
student outreach materials. 
 

Assist in the development of educational videos, including filming, editing and storing 
video recordings. 
 

Participate in creating, managing and maintaining text for the website that effectively 
communicates essential information about the Office of Attorney Regulation Counsel to the public, 
related agencies and employees. 

 
Assist Attorney Regulation Counsel in developing executive summaries of reports. 

 
Assist in the development and implementation of project initiatives involving legal 

consumers, attorneys and applicants to the Colorado bar, including internal and external 
communications plans for the Office of Attorney Regulation Counsel.  

 
Manage social media sites, including developing and posting content. 
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Assist the IT Department in analyzing website user feedback, including creating summaries 
and reports for use by the office in tracking and evaluating website content. 
 
 Track and evaluate new standards, technologies and trends in website content, social media 
content, and public outreach material content. 
 
 Assist in drafting press releases and other office announcements, including email blasts to 
Colorado attorneys. 
 

Assist Attorney Regulation Counsel in responding to media inquiries. 
 
 Review and provide suggestions on rules of syntax, grammar, punctuation, diction, 
rhetoric, semantics, style, and general citation. 
 
 Perform other duties as assigned.  

Knowledge, Skills, and Ability 
 
 Knowledge of core office functions. 

 
Knowledge of standard computer programs, such as Microsoft Word, Excel, PowerPoint, 

and Outlook. Knowledge of desktop publishing software preferred.  
 

Knowledge of webpage management, social media platforms and social media 
applications. 
 

Ability to maintain confidentiality in the handling of sensitive information and documents. 
 
 Ability to perform assignments accurately and work independently. 
  

Ability to maintain a working rapport with office staff, court personnel, state and local 
agencies, office committees and individual committee members, and the public. 

 
Ability to communicate articulately with a diversified cross-section of people, including 

the general public. 
 
Ability to utilize excellent written and verbal skills to respond to internal requests for 

information and as a resource to internal publishers. 
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Supervisor Responsibilities 
 

No formal responsibility.  Responsible for one’s own work product and work with others 
in performing collaborative functions.  
 

Minimum Education 
 
 A bachelor’s degree from an accredited college or university in communications, 
journalism, judicial or public administration, education or a related field.  Three years of 
experience in communications or like field required. Working knowledge of web-based 
communications preferred.  Knowledge of adult learning styles a plus.  Additional related work 
experience may be substituted on a year-for-year basis for the required formal education. 
 

Physical Demands 
 
 While performing the duties of this job, the employee is regularly required to talk or hear.  
The employee frequently is required to use hands and fingers and reach with hands and arms.  The 
employee is occasionally required to stand and reach with hands and arms.  The employee must 
occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include 
close vision, distance vision, peripheral vision, and ability to adjust focus. 
 

Work Environment 
 
 The noise level in the work environment is usually quiet.  This position is subject to varying 
and unpredictable situations; may handle emergency or crisis situations; is subject to interruptions; 
may handle multiple tasks and inquiries simultaneously. 
 


