
OFFICE OF ATTORNEY REGULATION COUNSEL 

JOB DESCRIPTION 

 

Job Title:  Receptionist 

Status:  At-will employee 

   Non-Exempt 

   Full-Time 

 This position is not covered by the Colorado Judicial Department  

 Personnel Rules. 

Salary Range: $46,500/year 

 

General Statement of Duties 

 

The front office receptionist answers incoming calls, greets all visitors to the office, and receives 

and distributes mail.  This position also provides data entry and a variety of additional support to 

other staff members in the office.   

 

Essential Functions of the Position 

 

Primarily responsible for front desk coverage.  Assist in coordinating coverage of the receptionist 

desk when needing to step away. 

 

Answer all phone calls and direct caller to the appropriate person. 

 

Greet all persons who come to the door. 

 

Retrieve mail, date-stamp, and distribute to the appropriate person. 

 

Sign for and distribute all deliveries (Fed-Ex, UPS, packages, etc.). 

 

Deliver daily pleadings and other interoffice mail to and from the Supreme Court and distribute 

the return delivery. 

 

Oversee all outgoing packages/documents that are to be picked up. 

 

Provide data entry support to other staff members. 

 

Oversee office supply inventory, and re-order and re-stock as necessary.  

Maintain confidentiality of information and records. 

 

Operate office machines and equipment. 

 

Establish positive relationships with the mail room, Fed Ex, and UPS services that the office 

utilizes in daily business. 

 

Follow proper building management protocol when registering guests to visit the building. 

 



Stay abreast of meetings scheduled on the office calendar and schedule conference room 

meetings for attorneys and investigators. 

 

Welcome guests to the office and stock conference rooms with beverages as requested.  Clear 

conference rooms after meetings.   

 

 

 

Update and maintain reference handbook for substitute receptionists. 

 

Maintain lobby appearance and stock lobby brochures. 

 

Direct visitors to neighboring offices.  

 

Assist the Office of Attorney Registration and Continuing Legal and Judicial Education with 

various duties to include: 

 

Tracking and locating current attorney addresses for returned Bar Cards. 

 

Accepting payments via phone.  

 

Updating attorney compliance information (malpractice insurance, in private practice, 

etc.). 

 

Assisting with mass mailings. 

 

Assisting with entering data for admission ceremonies. 

 

Knowledge, Skills, and Ability 

 

Knowledge of appropriate state laws and court rules associated with all aspects of the attorney 

regulation process. 

 

Knowledge of core law office functions and procedures. 

 

Knowledge of standard computer applications and programs necessary to complete the functions 

of the job, including Microsoft Word, Microsoft Excel, Microsoft Outlook, Microsoft 

PowerPoint, Microsoft Access, Kronos and JustWare.  

 

Foster a working rapport with support staff, professional staff, and members of the public. 

 

Maintain confidentiality in the handling of sensitive information and documents. 

 

Perform assignments accurately. 

 

Excellent typing and communication skills. 

  

Ability to work unsupervised and multi-task.  



 

Ability to interact with the public in a professional, patient and courteous manner, and to 

appropriately interact with complainants and attorneys in distress. 

 

Attend meetings and training as required. 

  

Perform other duties as assigned. 

 

Supervisor Responsibilities 

 

No direct supervisory responsibilities are assigned to 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, and to talk and hear.  The employee may occasionally lift 

and/or move up to 25 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. 

 

Minimum Qualifications 

 

Prior receptionist experience.  Associates degree preferred. 

 

How To Apply 

Send letter of intent, resume, and references to Office of Attorney Regulation Counsel, Attn: 

Kevin Hanks, Office Manager, 1300 Broadway, Suite 500, Denver, CO 80203 or via email to 

k.hanks@csc.state.co.us to be received by Tuesday, May 17, 2022. 

 

OARC is proud to be an equal opportunity employer and does not discriminate in employment 

on the basis of race, color, religion, sex (including pregnancy and gender identity), gender 

expression, national origin, political affiliation, sexual orientation, marital status, disability, 

genetic information, age, parental status, or military service. 

 

mailto:k.hanks@csc.state.co.us

