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1 As governed by Texas Code of Criminal Procedure 26.044 (c-1) and Texas Government Code 79.036(a)(2). 



Introduction 

In accordance with the governing statutes – Texas Code of Criminal Procedure 26.044 (c-1) and Texas 

Government Code 79.036(a)(2) – this plan has been submitted to the Commissioner’s Court of Tom 

Green County, the fiscal agent for the twelve-county Concho Valley Public Defender’s Office (“CVPDO”). 

This office is governed by two separate grants: the first was awarded to Tom Green County in 2021 and 

has been twice modified2, the second was awarded to Tom Green County at the end of 2022 and 

officially accepted in January, 2023 – the most recent version of each is attached to this written plan 

(that is, as of January, 2023). The participating counties are: Callahan, Coke, Coleman, Concho, Irion, 

Jones, Runnels, Schleicher, Shackelford, Sterling, Taylor, and Tom Green. Excluded from this document 

are the interlocal agreements that have been signed by each participating county (and have, therefore, 

been approved by each county’s Commissioner’s Court). 

Contents 

1) a budget for the public defender's office, including salaries 

See attached grants, each of which include comprehensive financial modeling, including 

budget and salaries. The only salary range that was not explicitly posted as a part of the 

original job description is that of the Chief Public Defender – the salary range on that position 

is $160,000/year to $180,000/year. 

2) a description of each personnel position, including the chief public defender position 

 

See attached job descriptions, each of which were approved by the CVPDO Oversight Board 

along with the Tom Green County Commissioner’s Court (most recently on January 6, 2023, 

when the most recent grants were accepted, the newly authorized positions were created, and 

the budgets were adopted). 

 

3) the maximum allowable caseloads for each attorney employed by the public defender's office 

 

We are grant-funded, and in accordance with the terms of our grants (each are attached in to 

this plan), we are funded to handle a maximum percentage of non-conflict cases across our 

twelve-county service area (in Tom Green County: 85% of misdemeanors, 75% of felonies, 75% 

of juvenile matters, and 100% of appeals; in Taylor County: 31% of misdemeanors, 69% of 

felonies, 95% of juvenile matters, and no appeals to start with). Caseloads for each attorney 

shall be consistent with the Guidelines for Indigent Defense Caseloads published by the Texas 

Indigent Defense Commission and the Public Policy Research Institute at Texas A&M University 

– this weighted study is specifically mentioned in the grant. CVPDO’s ability to ethically handle 

each and every case is of paramount importance to our function as an office, so the Chief 

Defender will be closely monitoring caseloads, and taking whichever appropriate and 

necessary actions required – and approved by the Oversight Board – to ensure grant 

compliance. 

 
2 This copy of the grant shows both modifications, along with a letter, dated August 9, 2022, signed by the Tom 
Green County Judge and the Chair of the CVPDO Oversight Board updating the Texas Indigent Defense Commission 
(“TIDC”) regarding our operation. 



 

4) provisions for personnel training 

 

Training – staff growth, development, and improvement – is a critical function of the CVPDO. 

Each fiscal year will have a specific budget line-item to meet that end. Trainings are 

encouraged – both in-house and externally – and each request is raised to the Chief Defender 

along with the First Assistant of each office for approval. 

 

5) a description of anticipated overhead costs for the public defender's office 

 

See attached grants, each of which include comprehensive financial modeling, including all 

overhead costs. 

 

6) policies regarding the use of licensed investigators and expert witnesses by the public 

defender's office 

 

Each office is currently budgeted to employ two full-time investigators in accordance with 

TIDC’s investigator-to-attorney ratios. Their use is encouraged in accordance with all 

governing ethical rules and obligations.  

 

Exploring the use of expert witnesses is also very strongly encouraged. Each office has a 

“contract services” line-item from which expert fees can be paid. Critically: when that line-item 

is exhausted, each attorney should be prepared to seek money from their respective court. 

Expert decisions are made after thorough internal discussions regarding what kind of expert is 

being sought, how they would be useful, and their associated costs. 

 

7) a policy to ensure that the chief public defender and other attorneys employed by the public 

defender's office do not provide representation to a defendant if doing so would create a 

conflict of interest that has not been waived by the client 

 

Conflict analyses are a routine – and critical – part of CVPDO practice and are taken very 

seriously. CVPDO staff must be alert to all potential and actual conflicts of interest that would 

impair one's ability to represent a client. Where appropriate, seek an advisory opinion on any 

potential conflicts. Whenever an attorney recognizes a potential conflict between defendants 

that are represented by the office (this includes a conflict that develops during the course of 

representation) that fact should immediately be brought to the attention of appropriate 

internal staff for discussion and analysis. Should the decision to withdraw be reached, the 

conflicted attorney will file with the trial court a written motion that the appointment must be 

refused because a conflict of interest exists. If appropriate, the conflict will be identified in the 

motion. Regardless of when the conflict is discovered, the motion to withdraw should be filed 

as soon as practical. 



 

 

                                                                                                                                                                      

TOM GREEN COUNTY 

POSITION CLASSIFICATION DESCRIPTION 
 

 
Class Title:  Chief Public Defender     Reports To:      Concho Valley Public Defender Board                  

Class Code:     TBD         FLSA:          Exempt 

Job Title:  Chief Public Defender     EEOC Code:     PA 

Department:  Public Defender       Revision Date:  01/24/23 

        

Class Summary:  

The Concho Valley Public Defender Office (CVPDO) Chief Public Defender is located at the 

office in Tom Green County (San Angelo) and Taylor County (Abilene). The CVPDO represents 

persons who are not financially able to hire legal counsel across a twelve-county service area 

covered by two offices: one in San Angelo (Coke, Concho, Irion, Runnels, Schleicher, Sterling, 

Tom Green), the other in Abilene (Callahan, Coleman, Jones, Shackelford, Taylor). The Office 

Manager must be willing to live or relocate to reside within the region. 

 

Under direction of the Concho Valley Public Defender Board, provides quality legal defense to 

persons who cannot afford counsel in felony, misdemeanor, juvenile, and appeals cases for the 

counties listed above. 

 
Essential Duties and Responsibilities: 

Ensures that the office provides quality criminal defense representation that complies with 

federal and state constitutions, state statutes, ethical rules, and state and national best practices. 

 

Oversees and provides representation of defendants who cannot afford counsel in felony, 

misdemeanor, juvenile, and appeals cases in addition to the administrative responsibilities of the 

office.  Representation includes serving as lead counsel and appearing in court when appropriate 

and necessary. 

 

Supervises all department employees, including responsibilities for assigning and reviewing 

work, employee training, completing performance evaluations, hiring, terminating and 

disciplining. 

 

Reviews caseloads at least quarterly and notifies TIDC and the Concho Valley Public Defender’s 

Oversight Board if caseloads exceed adopted standards. 

 

Directs staff on legal issues, case dispositions, advocacy, and ensures continuity of counsel to the 

extent possible. 

 

Develops, implements, and interprets overall policies and procedures for the department and 

ensures that all staff receive necessary training. 

 



 

 

Prepares and administers the annual Public Defender budget and monitors all department 

expenditures of state and local funds. Allocates resources for services, equipment, facilities, 

finance planning, preparing and advocating for future services and budgetary needs of the office. 

 

Represents the public defense function in criminal justice coordinating meetings with clients, 

judges, prosecutors, county Commissioners Courts and others. 

 

Presents to social and civic groups, incarcerated persons, and other organizations to explain, 

publicize, and promote the Public Defender program and defendants’ rights. 

Represents the Public Defender Office in public and professional meetings and conferences; in 

interactions with state and county officials; county and state bar associations; and citizen groups. 

 

Reports regularly to the Concho Valley Public Defender’s Oversight Board and with each 

participating county Commissioners Court. 

 

Knowledge, Abilities, and Skills:  

Knowledge of federal and state laws, regulations, and precedents; knowledge of legal procedures 

and the trial methods and practices in criminal cases; management principles and practices; and 

budgeting techniques, standards and requirements. 

 

Ability to understand and interpret statutes, constitutional provisions, and administrative 

regulations; ability to effectively prepare and litigate cases in court; ability to work effectively 

with members of the legal profession, law enforcement personnel, co-workers and county 

department representatives, and the public. 

 

Skill in developing, analyzing, and interpreting policies and procedures;  exercising sound 

judgment in making administrative decisions involving staff and service activities;  managing 

and reviewing budgets involving multiple revenue sources; exceptional oral and written 

communication skills. 

 

Physical Requirements and Work Setting: 

Works in a well-lighted, air-conditioned environment; prolonged periods of sitting and periodic 

walking, standing, bending, and reaching; occasional lifting up to 15 lbs; visual acuity, hearing 

ability, and manual dexterity required. 

 

Education and/or Experience Required:  
Juris Doctor Degree from an accredited school of law.  At least 5 years of experience in criminal 

law, having tried felony cases to verdict and acted as lead counsel for the following types of 

felony trials: first and second degree felonies and homicide cases. At least 3 years of experience 

hiring, leading, or supervising attorneys or staff. 

 

Desired Qualifications:  
Experience as a lawyer in a Public Defender office; experience as a Director, Chief or Deputy Chief 

in a legal organization which includes oversight of daily operations and budget creation/oversight. 

 

 

 



 

 

Certificates and Licenses: 

License to practice law in good standing in the State of Texas or immediately eligible to obtain 

licensure through the Texas Board of Law Examiners Admission Without Examination (AWOX) 

process. (Applicants not licensed to practice law in Texas must review the TBLE AWOX 

requirements: https://ble.texas.gov/admission-without-examination). Must have a valid driver’s 

license and good driving record.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is based on the job description(s) for positions in this classification and is 

maintained by the TGC Human Resources Department.      

https://ble.texas.gov/admission-without-examination


	Department:	 	Concho	Valley	Public	Defender’s	Of�ice	
	Po		sition/Title:		First	Assistant	Public	Defender	
	Employment	Status:		Exempt	
	Pay	Grade:		$100,000	to	$140,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  First  Assistant  Public  Defenderis  located  at  the 
 of�ice  in  Tom  Green  County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons 
 who  are  not  �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by  two 
 of�ices:  one  in  San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green),  the  other  in 
 Abilene  (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  First  Assistant  Public  Defender  must  be 
 willing to live or relocate to reside within the region. 

	JOB	SUMMARY	

 Selected  by  the  Chief  Public  Defender  and  reporting  to  the  Chief  Public  Defender,  the  First  Assistant 
 Public  Defender  is  a  key  member  of  CVPDO  leadership  with  primary  responsibility  for  ensuring  CVPDO 
 staff  have  the  necessary  skills  to  effectively  represent  clients  in  increasingly  complex  trials,  with  an 
 emphasis on coordinating comprehensive training for staff to facilitate skill development. 

 This  is  a  director-level  job  in  the  Public  Defender's  Of�ice.  The  First  Assistant  Public  Defender  has 
 management and administrative responsibilities in addition to functioning as a high-level attorney. 

	ESSENTIAL	JOB	DUTIES:	

 1)  Assists  the  Chief  Public  Defender  in  training,  supervising,  and  supporting  CVPDO  staff  to  be 
 able  to  handle  increasingly  complex  cases  at  trial  with  a  focus  on  trainings  that  promote  oral 
 and trial advocacy skills. 

 2)  Assists  the  Chief  Public  Defender  in  ensuring  that  CVPDO  staff  understand  how  to  develop  a 
 trial  theory  and  strategy  and  execute  all  necessary  skills  necessary  to  effectively  represent 
 clients. 

 3)  Assist  the  Chief  Public  Defender  in  ensuring  that  the  CVPDO  ful�ills  its  objectives  by  advising  on 
 organizational priorities for staff support and training. 

 4)  Creating or amending internal of�ice policies and standards of practice. 

 5)  Provides stewardship of CVPDO resources, and supports the CVPDO operational functions. 

 6)  Represent the CVPDO at meetings or events relevant to CVPDO. 

 7)  Directly  supervises  CVPDO  staff  engaged  in  client  representation/case-handling,  including 
 formal performance reviews and evaluations. 

 8)  Provide high-level representation and counsel to individual clients on legal matters. 



 9)  Performs other job-related duties as assigned. 

	EDUCATION	AND	EXPERIENCE	

 ●  Juris Doctor and minimum of ten (10) years of relevant experience; 

 ●  Minimum of �ive (5) years of supervisory experience required; 

 ●  OR,  any  combination  of  education  and  experience  that  has  been  achieved  and  is  equivalent  to 
 the  stated  education  and  experience  and  required  knowledge,  skills,  and  abilities  suf�icient  to 
 successfully perform the duties and responsibilities of this job. 

	LICENSES,	REGISTRATIONS,	CERTIFICATIONS	OR	SPECIAL	REQUIREMENTS	

 Licensed to practice law in the State of Texas (or immediately eligible to obtain licensure). 



	Department:		Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:		Of�ice	Manager	
	Employment	status:	Exempt	
	Pay	Grade:	$45,000	to	$85,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Of�ice  Manager  is  located  at  the  of�ice  in  Tom  Green 
 County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons  who  are  not 
 �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by  two  of�ices:  one  in 
 San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green),  the  other  in  Abilene 
 (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  Of�ice  Manager  must  be  willing  to  live  or  relocate 
 to reside within the region. 

 This  position  provides  a  full  range  of  support  services  to  assisting  in  the  daily  operation  of  the  Public 
 Defender Of�ice. 

	ESSENTIAL	JOB	DUTIES	

 Responsible  for  providing  a  wide  array  of  administrative  support  in  a  law  of�ice:  assists  attorneys,  case 
 managers,  investigators  and  legal  assistants  with  managing  schedules,  coordinating  meetings  and 
 travel, answering phones, and communicating with clients. 

 1)  Provide administrative assistance to legal staff in a law of�ice. 

 2)  Manage schedules, including trial dates and hearings. 

 3)  Coordinate appointments, meetings, and business travel. Schedule conference rooms. 

 4)  Plan, support, and implement logistics for executive level internal events. 

 5)  Coordinate meetings, teleconference, and video conferences. 

 6)  Coordinate  with  customers,  external  counsel  and  other  vendors  to  obtain  and  exchange 
 information and documentation related to legal matters. 

 7)  Assess  the  urgency  of  situations  and  determine  appropriate  actions,  monitor  status  of  pending 
 item,  provide  follow  up  and  keep  management  informed  by  communicating  a  wide  variety  of 
 information. 

 8)  Prepare legal correspondence and presentations. 

 9)  Maintain legal management systems. 

 10)  Conduct research for report preparation. 



 11)  Train attorneys and support staff in the use of all of�ice systems, including case 
 management system, �iling protocols, and docket/diary procedures. 

 12)  Utilize case management system for electronic data management of legal �iles 
 and creation of management reports. 

 13)  Ensure that all necessary information is shared between clients and attorneys on 
 various �iles. 

 14)  Oversee and coordinate acquisition and maintenance of legal research and 
 reference materials for of�ice, including hard copy and electronic materials. 

	KNOWLEDGE,	SKILLS,	AND	ABILITIES:	

 1)  Knowledge of Court procedures and case-�low management. 

 2)  Knowledge of indigency requirements. 

 3)  Skill in operating a personal computer and utilization of general of�ice and 
 criminal justice software. 

 4)  Ability to develop, implement, and administer goals, objectives, and procedures 
 for providing effective and ef�icient service for the CVPDO of�ice. 

 5)  Ability to perform detailed and dif�icult administrative duties and use 
 independent judgment and personal initiative in the performance of assigned 
 duties. 

 6)  Ability to provide administrative and professional leadership and direction to 
 subordinate staff. 

 7)  Ability to communicate clearly and effectively. 

 8)  Ability to establish and maintain effective working relationships with CVPDO 
 staff, outside entities and the general public. 

	EDUCATION	AND	EXPERIENCE:	

 1)  Bachelor’s Degree from an accredited college or university 

 2)  Four (4) years of court clerk or administrative experience in the �ield of court 
 administration or criminal justice with two (2) years of supervisory experience. 

 Any combination of education and experience that demonstrates the required knowledge, skills, 
 and abilities to perform the duties and responsibilities of this role. 



	Department:		Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:		Felony	Public	Defender	
	Employment	status:		Exempt	
	Pay	Grade:	$85,000	to	$130,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Felony  Public  Defender  is  located  at  the  of�ice  in 
 Tom  Green  County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons  who  are 
 not  �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by  two  of�ices: 
 one  in  San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green),  the  other  in  Abilene 
 (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  Felony  Public  Defender  must  be  willing  to  live  or 
 relocate to reside within the region. 

 This  position  provides  a  full  range  of  legal  services  to  indigent  defendants  in  the  assigned  felony, 
 juvenile  and  misdemeanor  courts.  Primary  responsibility  to  handle  the  felony  cases.  Additional 
 responsibilities  to  assist  in  mental  health  dockets,  misdemeanor  cases,  juvenile  cases,  trial  preparation 
 and trials, and appeals as directed. 

	ESSENTIAL	JOB	DUTIES	

 1)  Ability to review new cases assigned to the CVPDO. 

 2)  Ability to prepare cases for representation in court. 

 3)  Ability to meet  with defendants and effectively explain legal issues. 

 4)  Ability to routinely make jail visits for defendants incarcerated 

 5)  Negotiates plea arrangements with counsel for the state. 

 6)  Prepares, �iles and represents clients in pretrial motions and hearings. 

 7)  Consults with clients regarding legal process and preparation for trial when necessary. 

 8)  Prepares cases and witnesses for trial. 

 9)  Represents the client in bench and jury trials. 

 10)  Prepare and �ile appellate briefs and appear in appellate courts when necessary. 

 11)  Performs all other duties as assigned. 

	EDUCATION	AND	EXPERIENCE:	

 1)  Graduate of an ABA accredited law school. 

 2)  Skilled trial attorney, with a demonstrated track record of resolving felony cases  . 

 3)  Capable of exercising sound legal analysis and judgment. 

 4)  Skilled in oral and written communications. 



 5)  Able  to  establish  and  maintain  good  working  relationships  with  clients,  court  personnel,  and 
 co-workers. 

 6)  Must  possess  the  skill  and  ability  to  manage  a  demanding  and  diverse  caseload  assigned  from 
 the Chief Public Defender. 

	LICENSES,	CERTIFICATIONS,	OR	REGISTRATIONS	

 1)  Currently licensed to practice law by the State Bar of Texas, in good standing. 

 2)  Valid Texas driver’s license and reliable motor vehicle. 



	Department:	 	Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:		Misdemeanor	Attorney	
	Employment	status:		Exempt	
	Pay	Grade:		$65,000	TO	$85,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Misdemeanor  Public  Defender  is  located  at  the 
 of�ice  in  Tom  Green  County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons 
 who  are  not  �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by  two 
 of�ices:  one  in  San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green),  the  other  in 
 Abilene  (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  Misdemeanor  Public  Defender  must  be 
 willing to live or relocate to reside within the region. 

 This  position  provides  a  full  range  of  legal  services  to  indigent  defendants  in  the  assigned 
 misdemeanor  courts.  Assists  in  the  daily  operation  of  the  Public  Defender  Of�ice.  Primary 
 responsibility  is  to  handle  the  misdemeanor  caseload.  Additional  responsibilities  will  be  assisting  in 
 juvenile  cases,  mental  health  dockets,  and  assisting  felony  attorneys  in  felony  trial  preparation,  trials 
 and consulting with clients  and witnesses, and appeals as directed. 

	ESSENTIAL	JOB	DUTIES	

 1)  Ability to review new cases assigned to the CVPDO. 

 2)  Ability to prepare cases for representation in court. 

 3)  Ability to meet with defendants regarding legal issues. 

 4)  Ability to routinely make jail visits for defendants incarcerated. 

 5)  Negotiates plea arrangements with counsel for the state. 

 6)  Prepares �iles and represents clients in pretrial motions and hearings. 

 7)  Consults with clients regarding legal process and preparation for trial when necessary. 

 8)  Prepares cases and witnesses for trial. 

 9)  Represents the client in bench and jury trials. 

 10)  Prepares and �iles appellate briefs and appears in appellate courts when necessary. 

 11)  Performs all other duties as assigned. 

	EDUCATION	AND	EXPERIENCE	

 1)  No  less  than  one  year  of  experience  involving  criminal  representation  in  state  courts,  or 
 having worked in a criminal defense clinic. 



 2)  Juris Doctor Degree from an ABA approved Law School. 

 3)  Current active membership in the State Bar of Texas, in good standing. 

 4)  Valid Texas driver’s license and reliable motor vehicle. 

 5)  Must  possess  the  skill  and  ability  to  manage  a  demanding  and  diverse  caseload  assigned  from 
 the Chief Public Defender. 

 Any  combination  of  education  and  experience  that  demonstrates  the  required  knowledge,  skills,  and 
 abilities to perform the duties and responsibilities of this role. 



	Department:	 	Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:	Senior	Investigator	
	Employment	status:		Non-exempt	
	Pay	Grade:		$60,000	to	$85,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Senior  Investigator  iis  located  at  the  of�ice  in 
 Tom  Green  County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons 
 who  are  not  �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by 
 two  of�ices:  one  in  San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green), 
 the  other  in  Abilene  (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  Senior  Investigator 
 must be willing to live or relocate to reside within the region. 

	ESSENTIAL	JOB	DUTIES	

 1)  Conducts investigations to support the legal defense of a variety of criminal cases. 

 2)  Interviews clients, witnesses, relatives and others to obtain statements, documents and 
 related factual evidence. 

 3)  Visits crime scenes to evaluate physical and environmental factors related to case 
 investigation. 

 4)  Prepares diagrams, charts and drawings and takes photographs of crime scenes. 

 5)  Locates and interviews witnesses and analyzes their statements. 

 6)  Presents �indings and evaluations to the CVPDO staff. 

 7)  May appear and testify in Court. 

 8)  Prepares reports and correspondence. 

 9)  Serves subpoenas. 

 10)  Performs related duties and ful�ills responsibilities as required. 

 11)  Supervises other Investigators 

	KNOWLEDGE,	SKILLS,	AND	ABILITIES	

 1)  Knowledge  of  the  techniques  and  practices  of  criminal  investigations,  preferably  on  behalf  of 
 criminal defense lawyers 

 2)  Knowledge of the Code of Criminal Procedure, Penal Code, Rules of Evidence 

 3)  Knowledge of the admissibility of confessions and statements of witnesses 



 4)  Knowledge of the Concho Valley Region 

 5)  Ability  to  gather,  organize,  analyze  and  evaluate  facts  and  evidence  and  draw  sound 
 conclusions objectively 

 6)  Prepare accurate reports 

 7)  Conduct investigations 

 8)  Communicate verbally and in writing 

 9)  Ability to perform physical requirements of the position 

 10)  Ability to become a Notary Public in the State of Texas 

 11)  Additional professional licenses and certi�ications (e.g., Cellebrite) 

	EDUCATION	AND	EXPERIENCE	

 1)  Bachelor's  degree  from  an  accredited  college  or  university  in  Criminal  Justice,  Forensics, 
 Sociology, Political Science, Psychology, Journalism, Education or related �ield. 

 2)  At  least  �ive  (5)  years  of  veri�iable  training  or  work  experience  performing  investigative  duties 
 or  intensive  research  in  the  �ield  of  the  military,  insurance,  law,  criminal  justice,  journalism, 
 public health, civil rights, education, social sciences, public policy or related �ield. 

 3)  Valid driver's license and reliable motor vehicle. 

 4)  Willingness  to  work  irregular  hours  and/or  occasionally  travel  out  of  town/state  and  stay 
 overnight as individual investigations demand. 

 5)  Bilingual (English/Spanish) preferred but not required. 

 Any  combination  of  education  and  experience  that  demonstrates  the  required  knowledge,  skills, 
 and abilities to perform the duties and responsibilities of this role. 



	Department:	 	Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:		Investigator	
	Employment	status:		Non-exempt	
	Pay	Grade:		$45,000	to	$70,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Investigator  is  located  at  the  of�ice  in  Tom 
 Green  County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons  who  are  not 
 �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by  two  of�ices:  one 
 in  San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green),  the  other  in  Abilene 
 (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  Investigator  must  be  willing  to  live  or  relocate 
 to reside within the region. 

	ESSENTIAL	JOB	DUTIES	

 1)  Conducts investigations to support the legal defense of a variety of criminal cases. 

 2)  Interviews clients, witnesses, relatives and others to obtain statements, documents and related 
 factual evidence. 

 3)  Visits crime scenes to evaluate physical and environmental factors related to case investigation. 

 4)  Prepares diagrams, charts and drawings and takes photographs of crime scenes. 

 5)  Locates and interviews witnesses and analyzes their statements. 

 6)  Presents �indings and evaluations to the CVPDO staff. 

 7)  May appear and testify in Court. 

 8)  Prepares reports and correspondence. 

 9)  Serves subpoenas. 

 10)  Performs related duties and ful�ills responsibilities as required. 

	KNOWLEDGE,	SKILLS,	AND	ABILITIES	

 1)  Knowledge  of  the  techniques  and  practices  of  criminal  investigations,  preferably  on  behalf  of 
 criminal defense lawyers 

 2)  Knowledge of the Code of Criminal Procedure, Penal Code, Rules of Evidence 

 3)  Knowledge of the admissibility of confessions and statements of witnesses 

 4)  Knowledge of the Concho Valley Region 

 5)  Ability  to  gather,  organize,  analyze  and  evaluate  facts  and  evidence  and  draw  sound  conclusions 
 objectively 

 6)  Prepare accurate reports 



 7)  Conduct investigations 

 8)  Communicate verbally and in writing 

 9)  Ability to perform physical requirements of the position  \ 

 10)  Ability to become a Notary Public in the State of Texas 

	EDUCATION	AND	EXPERIENCE	

 1)  Bachelor's  degree  from  an  accredited  college  or  university  in  Criminal  Justice,  Forensics, 
 Sociology, Political Science, Psychology, Journalism, Education or related �ield. 

 2)  At  least  two  (2)  years  of  veri�iable  training  or  work  experience  performing  investigative  duties  or 
 intensive  research  in  the  �ield  of  the  military,  insurance,  law,  criminal  justice,  journalism,  public 
 health, civil rights, education, social sciences, public policy or related �ield. 

 3)  Valid driver's license and reliable motor vehicle. 

 4)  Willingness  to  work  irregular  hours  and/or  occasionally  travel  out  of  town/state  and  stay 
 overnight as individual investigations demand. 

 5)  Bilingual (English/Spanish) preferred but not required. 

 Any  combination  of  education  and  experience  that  demonstrates  the  required  knowledge,  skills,  and 
 abilities to perform the duties and responsibilities of this role. 



	Department:	 	Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:	Legal	Assistant	
	Employment	status:	Non-exempt	
	Pay	Grade:	$35,000	to	$60,000	depending	on	experience	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Legal  Assistant  is  located  at  the  of�ice  in  Tom  Green 
 County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents  persons  who  are  not 
 �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area  covered  by  two  of�ices:  one  in 
 San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling,  Tom  Green),  the  other  in  Abilene 
 (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The  Legal  Assistant  must  be  willing  to  live  or  relocate 
 to reside within the region. 

 This  position  provides  a  full  range  of  support  services  to  assisting  in  the  daily  operation  of  the  Public 
 Defender Of�ice. 

	ESSENTIAL	JOB	DUTIES	

 1)  Keeps cases organized by establishing and organizing �iles; monitoring and updating calendars; 
 meeting deadlines; documenting actions; inputting information into �ile database and case 
 management software; con�irming case status with attorney. 

 2)  Helps develop cases by maintaining contact with people involved in the case; scheduling 
 interviews; in drafting and �iling documents and generating status reports. 

 3)  Keeps clients informed by maintaining contact and communicating case progress. 

 4)  Supports case preparation by preparing case summaries and materials for hearings; 
 monitoring and obtaining discovery responses; and organizing materials for team case review. 

 5)  Enhances trial proceedings by organizing evidence; preparing exhibits; scheduling witnesses; 
 ensuring that witnesses are ready when needed and taking courtroom notes. 

 6)  Updates job knowledge by participating in educational opportunities; reading 
 professional publications. 

 7)  Accomplishes organization goals by accepting ownership for accomplishing new and different 
 requests; exploring opportunities to add value to job accomplishments. 

	KNOWLEDGE,	SKILLS,	AND	ABILITIES	

 1)  General knowledge of court procedures, with willingness to learn as necessary 

 2)  Knowledge of modern of�ice practices and procedures 

 3)  Skill in utilizing computer and associated software 



 4)  Ability to understand legal terminology 

 5)  Ability to become a Notary Public in the State of Texas 

 6)  Ability to communicate effectively 

 7)  Ability to perform physical requirements of the position 

 8)  Ability to perform customer service 

 9)  Ability to establish and maintain effective working relationships with 
 co-workers, supervisors, outside agencies and clients. 

	EDUCATION	AND	EXPERIENCE	

 1)  High school diploma or GED equivalent, associate’s or bachelor’s degree or 
 paralegal certi�ication preferred. 

 2)  Two (2) years of experience in administrative, of�ice or court support 

 Any combination of education and experience that demonstrates the required knowledge, skills, 
 and abilities to perform the duties and responsibilities of this role. 



	Department:	 	Concho	Valley	Public	Defender’s	Of�ice	
	Position/Title:	Receptionist/Secretary	
	Employment	status:		Non-exempt	
	Pay	Grade:		$29,000	to	$44,000	(depending	on	experience)	

	GENERAL	DESCRIPTION	

 The  Concho  Valley  Public  Defender  Of�ice  (CVPDO)  Receptionist/Secretary  is  located  at  the 
 of�ice  in  Tom  Green  County  (San  Angelo)  or  Taylor  County  (Abilene).  The  CVPDO  represents 
 persons  who  are  not  �inancially  able  to  hire  legal  counsel  across  a  twelve-county  service  area 
 covered  by  two  of�ices:  one  in  San  Angelo  (Coke,  Concho,  Irion,  Runnels,  Schleicher,  Sterling, 
 Tom  Green),  the  other  in  Abilene  (Callahan,  Coleman,  Jones,  Shackelford,  Taylor).  The 
 Receptionist/Secretary must be willing to live or relocate to reside within the region. 

	ESSENTIAL	JOB	DUTIES	

 1)  Primary face of the of�ice: greets, interacts, and communicates with walk-in visitors in a 
 professional manner; answers questions, provides information, or refers inquiry to 
 appropriate personnel. 

 2)  Answers  the  phone  in  a  professional  manner;  answers  inquiries  from  the  public  and  others; 
 takes accurate messages, when required. 

 3)  Completes routine forms and documents, as instructed. 

 4)  Enters data into case management system in a timely and accurate manner. 

 5)  Pick up mail daily, deliver to appropriate staff members, as well as scan and upload letters. 

 6)  Maintains  of�ice  �iles  in  a  timely  and  accurate  manner,  and  in  accordance  with  of�ice 
 procedures. 

 7)  Maintains of�ice supply inventory and orders replacement supplies on a timely basis. Picks up, 
 sorts, and distributes mail to proper staff member. 

 8)  Keeps of�ice calendar up-to-date, ensuring attorneys have most recent information regarding 
 upcoming dockets and court calendars, and communicating any and all relevant changes to 
 attorneys and clients alike. 

 9)  Communicate with clients/attorneys to schedule/arrange appointments. 

 10)  Contact clients via phone/text/email to advise of upcoming court hearings. 

 11)  Ability to think creatively, ask questions as necessary, and adjust to work�low changes. 

 12)  Attends meetings and training sessions; performs other duties, as assigned. 



	KNOWLEDGE,	SKILLS,	AND	ABILITIES	

 1)  Knowledge  of  general  of�ice  operations,  forms,  and  records  maintenance;  knowledge  of  basic 
 money  handling  procedures;  knowledge  of  the  operation  of  personal  computers  and 
 associated software. 

 2)  Ability  to  plan,  organize,  and  perform  work  responsibilities  in  a  timely  and  accurate  manner; 
 ability  to  work  independently  and  meet  regular  deadlines;  ability  to  work  effectively  with 
 staff, citizens, County of�icials, and others. 

 3)  Skill in oral communication and interpersonal relations. 

 4)  Knowledge of the function and purpose of a public defender’s of�ice. 

 5)  Knowledge of the multi-county service area covered by the of�ice (preferred). 

 6)  Ability to communicate professionally, both verbally and in writing 

 7)  Ability to perform physical requirements of the position 

 8)  Ability to become a Notary Public in the State of Texas 

	EDUCATION	AND	EXPERIENCE	

 1)  Six-months  of  general  of�ice,  secretarial,  or  equivalent  experience;  or,  appropriate 
 combination of education and relevant work experience. 

 2)  Willingness to work irregular hours if necessary (i.e., during trial). 

 3)  Bilingual (English/Spanish) preferred but not required. 

 Any  combination  of  education  and  experience  that  demonstrates  the  required  knowledge,  skills, 
 and abilities to perform the duties and responsibilities of this role. 
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