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Ireland Stapleton Pryor & Pascoe, PC ("ISPP")
Job Description

Position Title: Associate Attorney

Supervisor: Reports to Directors & Firm Administrator

FLSA Status: Exempt

Employment Status: Full-Time; At-Will

Work Hours: As needed to satisfactorily accomplish the tasks assigned and
meet the firm’s billable requirements, including outside
normal business hours and on weekends

This job description ("Job Description") is established by ISPP ("Firm") to outline the basic
requirements, duties, and general responsibilities of an Associate Attorney. This position is "at-
will", which means the Firm may terminate the employment relationship at any time and for no
reason, subject only to the requirements of federal and state law. Similarly, the employee may
terminate the employment relationship without notice at any time for no reason.

Position Summary:

Associate Attorneys are responsible for a number of activities aimed at implementing the Firm's
mission of providing high quality legal services to its clients.

Supervisory Authority:

Associate Attorneys provide limited supervision of their assigned legal secretary/legal
administrative assistant and paralegals as well as, occasionally, office staff. Staff, including
legal secretaries/legal administrative assistants and paralegals, report to and are supervised by the
Firm Administrator and Directors; Associate Attorneys may provide project-specific instruction
and be asked to provide feedback on staff performance. Associate Attorneys may, from time to
time, provide project supervision for other, more junior, Associate Attorneys.
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Duties and Responsibilities:

In addition to the duties and responsibilities assigned from time to time by Directors, and the
Firm Administrator, the duties and responsibilities of an Associate Attorney include, without
limitation:

1. Duties and Responsibilities for All Staff/Associate Attorneys

a. Have a genuine interest in the law, as appropriate to the position;
b. Have a knowledge and understanding of the law, as appropriate to the position;
c. Practice professionalism in everything you do at the Firm and maintain positive,

collaborative relationships with co-workers;
d. Observe confidentiality of all Firm clients and the Firm;
e. Understand and support the mission, philosophy, and goals of the Firm;
f. Be self-motivated to increase your knowledge and skills;
g. Follow the Firm's rules and guidelines as set forth in the Employee Handbook,

and any other rules and guidelines set forth by Directors and the Firm
Administrator, all of which may be amended from time to time in the sole
discretion of the Directors;

h. Present yourself in a professional manner, including dress and speech;
i. Be cooperative, flexible, and supportive with all coworkers;
j. Report any safety hazards in the office;
k. Follow all of the Firm's policies with respect to safety and supervision;
l. Report all issues, accidents, special concerns, or problems to appropriate

supervisors;
m. Maintain a neat, clean and well-organized office or workspace;
n. Attend staff meetings, staff trainings and Firm-sponsored events;
o. Demonstrate interest in living in Colorado; and
p. Demonstrate interest in working with the Firm.

2. Duties of Associate Attorney

a. Conduct quality legal research using books, internet sources, electronic resources
and other sources;

b. Draft quality legal memoranda, pleadings, briefs, contracts, and other legal
documents;

c. Follow all of the Firm's policies with respect to supervision of work product and
client relations;

d. Complete administrative and Firm projects as requested;
e. Demonstrate initiative and ownership of projects;
f. Demonstrate skills as a "self-starter" and seek out diverse projects to develop a

broad legal background;
g. Communicate appropriately with, and be responsive to, clients;
h. Work collaboratively with other attorneys;
i. Demonstrate maturity in handling stressful legal issues for clients;
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j. Demonstrate ability to generate business and an understanding of the business
aspects of associated with running a law firm;

k. Craft creative solutions to the legal challenges presented by clients, offering
diverse opinions and points of view;

l. Demonstrate ability to comprehend complex matters, to identify and to articulate
core issues, and to understand applicable legal principles;

m. Possess keen-eye for detail, coupled with exceptional research and proofreading
abilities;

n. Work independently, as well as part of a team;
o. High degree of motivation and competitiveness with integrity as it relates to

work-product;
p. Demonstrate ability and desire to work in fast-paced, entrepreneurial environment

with minimal supervision;
q. Proven time-management and organizational skills, including the ability to

prioritize issues and tasks;
r. Effective written and oral communication skills;
s. Demonstrate continued growth and improvement in the performance of job duties

over time;
t. Adhere to Colorado Rules of Professional Responsibilities at all times;
u. Meet the Firm's billable hour requirements, including entering time accurately and

in a timely manner;
v. Work with Firm's Marketing Director to develop appropriate marketing plan and

carry out actions necessary for marketing/client development;
w. Meet Firm's Pro-Bono hour requirements;

3. Communication

Provide regular, positive, thorough communication to other employees, particularly
supervising Directors, and to clients, as specifically requested by Directors.

4. Professional Development

Willingness to craft and follow an approved skill development, continuing legal education
plan, in accordance with Firm practice and requirements, and the requirements of the State of
Colorado for all attorneys with a valid license to practice law.

Skills and Physical Requirements:

a. Lifting and carrying up to 25 pounds frequently;
b. Occasional bending, stooping, walking, running, standing, sitting, kneeling,

crawling, squatting, twisting, pushing, pulling, lifting, reaching above head, and
reaching away from body;

c. Seeing, hearing, and responding to the needs of clients, staff, and Directors;
d. Proficient at speaking, reading, and writing in the English language;
e. The ability to work productively and collaboratively with others;
f. The ability to work in a deadline-driven environment; and
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g. This position will involve periods of mental, physical, or emotional stress. Must
have the maturity and sound judgment needed to handle emergency situations.

Position Qualifications:

a. Juris Doctorate degree;
b. Valid license to practice law in Colorado;
c. Valid license to drive in Colorado and satisfactory driving record; and
d. The ability to use or learn various software programs including but not limited to,

Microsoft Outlook, Microsoft Word, Microsoft Excel, PowerPoint, time entry
software, legal research software.


