
EMPLOYMENT NOTICE 
 

JOB TITLE:       ASSISTANT COUNTY ATTORNEY 
       

DEPARTMENT:     BURNET COUNTY ATTORNEY’S OFFICE 
 

REPORTS TO:           BURNET COUNTY ATTORNEY 
 

GENERAL STATEMENT OF DUTIES: 
Primary responsibilities will include all aspects of CPS and Protective Order prosecution including 
attending regular court hearings, preparing and participating in trials and contested hearings, 
preparing orders and other legal documents including Rule 11 agreements, preparing discovery, 
meeting with victims/witnesses/CPS workers, and other miscellaneous duties.  This position 
handles protective orders from intake to final order.  It also handles CPS cases from intake to final 
order including orders to aid in investigation, orders to participate, and removals stemming from 
Family Based Safety Services up to and including emergency removals.  This position will also be 
expected to assist other areas of the office when necessary, including misdemeanor criminal court, 
juvenile court, justice of the peace court and all other duties as assigned.  
 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
Must have unquestioned ability to meet and serve the public in a friendly and efficient manner.  
Legal research and the drafting of legal documents by computer are necessary.  Knowledge of 
both Texas Civil and Criminal Procedure is essential.  Ability to competently represent the State of 
Texas and Burnet County in in criminal law, juvenile law, and CPS is essential.  The ability to 
effectively represent the Burnet County Attorney and his office is essential.  Work hours required 
shall be 40 hours per week. 
 

ACCEPTABLE EXPERIENCE AND TRAINING: 
Doctor of Jurisprudence from an accredited legal institution.   
 

CERTIFICATE AND LICENSE REQUIREMENTS: 
Applicant must be a member in good standing under the State Bar of Texas. 
 

EQUAL EMPLOYMENT OPPORTUNITY: 
Burnet County complies with all State and Federal laws re: non-discrimination against any person 
in job structuring, recruitment, examinations, election, appointment, placement, training, upward 
mobility, discipline, or any other aspect of personnel administration based upon race, age, religion, 
color, disability, national origin, sex, political affiliation or belief, or any other non-merit factor.  
Personnel decisions shall be made on the basis of occupational qualifications and job-related 
factors such as skill, knowledge, education, experience, and ability to perform specific jobs. 
 

APPLICATIONS: 
Each applicant is required to submit an application for employment with pertinent information 
regarding training and experience.  Application forms may be obtained at website 
www.burnetcountytexas.org or between the hours of 8:00 a.m. and 5:00 p.m. from the Human 
Resources Office, Burnet County Annex on the Square,133 E. Jackson, Room 103, or at the 
Burnet County Courthouse, 220 S. Pierce Street.  Completed applications will be accepted at the 
Human Resources Office until the position is filled. 

http://www.burnetcountytexas.org/


 
JOB DESCRIPTION 

 
WORKING TITLE: ASSISTANT COUNTY ATTORNEY  
DEPARTMENT: COUNTY ATTORNEY 
REPORTS TO: COUNTY ATTORNEY 
 
JOB SUMMARY: 

Primary responsibilities will include all aspects of CPS and Protective Order prosecution including 
attending regular court hearings, preparing and participating in trials and contested hearings, 
preparing orders and other legal documents including Rule 11 agreements, preparing discovery, 
meeting with victims/witnesses/CPS workers, and other miscellaneous duties.  

This position handles protective orders from intake to final order.  This position also handles CPS 
cases from intake to final order including orders to aid in investigation, orders to participate, and 
removals stemming from Family Based Safety Services up to and including emergency 
removals.  This position will also be expected to assist other areas of the office when necessary, 
including misdemeanor criminal court, juvenile court, justice of the peace court and all other duties 
as assigned. 

 
ESSENTIAL DUTIES: 

 Performs legal research by reading State statutes and codes, analytical books, online case 
research utilizing assorted legal research platforms and specialized practice guides. 

 Drafts legal documents such as motions, pleadings, orders, plea paperwork, legal memos, 
search warrants, and administrative documents utilizing Microsoft Office software and the 
Odyssey database. 

 Communicates effectively with County personnel, elected officials, judges, attorneys, agency 
staff, volunteers, victims and witnesses, law enforcement agencies, and the general public. 

 Interviews and communicates with victims and witnesses via telephone, Video 
Conferencing, and in person by answering questions regarding the court system. 

 Prepares and conducts contested court hearings including reviewing evidence, interviewing 
witnesses, preparing trial motions, responding to defense motions, preparing trial exhibits 
and conducting the actual hearing itself (i.e. jury selection, opening statements, witness 
examination and closing arguments). 

 Serves as on-call prosecutor to answer questions as needed. 

 Readily complies with departmental and county-wide policies and procedures. 

 Performs related special projects as assigned. 

 The physical demands and environmental factors listed below as well as regular attendance are 

also essential functions for this position. 

 
 
 
 



 Child Protective Services Prosecutor Duties: 
o Represents the Department of Family and Protective Services in suits for 

termination of parental rights and potentially suits seeking guardianship of the 
person when filed by the Department of Aging and Disability Services. 

o Provides expertise, guidance and instruction in child welfare law, family law, civil 
litigation, guardianship law, elder law and agency policy. 

o Responsible for attending monthly legal staffings with CPS and CASA to ensure 
knowledge of case progress and ensuring compliance with established deadlines. 

o Responsible for ensuring that all parties are served in accordance with the relevant 
statutes. 

o Communicates effectively and maintains positive relationships with caseworkers, 
supervisors, program directors and program administrators; agency attorneys, county 
and district attorneys, and opposing counsel; judges; agency clients, witnesses, 
medical professionals, community professionals, and expert witnesses; protective 
services clients; elected officials; law enforcement; and the general public. 

 

 Protective Order Prosecutor Duties: 
o Represents victims of domestic violence, sexual assault, stalking, and human 

trafficking in applications for protective orders. 
o Interviews protective order applicants to determine if the applicants qualify for a 

protective order. 
o Negotiates on behalf of the victim-applicant with opposing counsel in order to 

resolve cases in an effective, timely manner. 
o Prepares for and represents victims in contested court hearings to include reviewing 

evidence, interviewing witnesses, preparing motions, responding to respondent’s 
motions, preparing exhibits and conducting the actual hearing itself in both County 
and District Courts. 

 
 
PHYSICAL DEMANDS: 

 Position involves sitting at a desk or other workstation, standing, and frequent 
communication to other County employees and outside agencies. 

 Some travel may be required to various County offices and other locations. 
 
ENVIRONMENTAL FACTORS: 

 Work is primarily indoors in an air-conditioned, smoke free office / courtroom. 

 Continual work at a computer keyboard.  High stress, pressure of deadlines and case 
management under limited time constraints. 

 
MINIMUM QUALIFICATIONS: 

 Doctorate of Jurisprudence from an accredited law school. 

 Admission into the State Bar of Texas or ability to gain admission by date of hire. 

 Strong organizational skills and a proven ability to maintain accurate, detailed and 
confidential records. 



 Strong analytical and communication skills are essential to effectively and objectively advise 
and/or interact with personnel and external agencies on legal matters. 

 Ability to exhibit a high level of confidentiality and integrity while handling sensitive matters.  

 Demonstrate a high level of initiative and responsibility and work independently. 

 Ability to work under pressure in a high volume office, produce accurate work, and meet 
established deadlines. 

 Dependable, resourceful, and able to work independently and to maintain strict 
confidentiality. 

 Maintain a satisfactory Motor Vehicle Record. 

 Ability to obtain a valid Texas driver’s license within 30 days of hire. 

 
EMPLOYMENT TESTING: 

 Employment is contingent on passing post-offer, pre-employment criminal background 
investigations. 

 
PREFERRED REQUIREMENTS: 

 Minimum 3 years experience as a practicing attorney in criminal, child welfare, or family law 
field. 

 Experience with the Odyssey database. 
 
IRREGULAR HOURS: 

 Work outside of the normal office hours and may be required to meet deadlines and 
accuracy requirements. 

 Non-Essential Personnel for Emergency Situations; unless employees are designated by 
Department Heads of employees are in other offices that are open. 

 
ORGANIZATION RELATIONSHIPS: 

 Reports directly to the County Attorney or the First Assistant. 

 Number of Direct Reports- 0 
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