
Colorado Public Defender – Class Specification 
 
Class Title: Lead Investigator  
Class Series: Criminal Defense Investigator  
Class Code: R49N23   
Reports to: Chief Investigator or Office Head 
Range Min/Max:   $5,509 - $8,313   
 
 
GENERAL SUMMARY: 
 
This classification is reserved for investigators who handle the most complex matters 
independently and exhibit exemplary judgment and problem solving ability.  In addition to 
meeting and exceeding all of the requirements for Senior Investigator over an extended 
period of time, Lead Investigators have consistently demonstrated the highest level of 
practice, professionalism and leadership. Lead Investigators demonstrate extraordinary 
skills and commitment differentiated from other investigators of comparable experience 
and regularly assume informal leadership roles within their office in the areas of practice, 
supporting management and/or developing staff. Lead Investigators exhibit an 
outstanding dedication to the Public Defenders System and our clients when called upon 
by the Office Head or State Public Defender.  Lead Investigators must assume additional 
responsibilities in assisting with the development, guidance and oversight of others 
and/or filling system-wide, State Office defined needs. 
 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 
 
(These duties are a representative sample; position assignments may vary.) 
 

 May serve as a lead to other investigative staff, which includes prioritizing, assigning and 
reviewing work and training staff on work methods. Some positions may perform partial 
elements of the supervisory duties, which do not fully meet the criteria for that 
classification such as, providing input into supervisory decisions and feedback in the 
performance evaluation process.   
 

 In addition to performing investigative work, employees may assist the Chief Investigator 
or Office Head in administrative duties such as leading meetings and trainings for 
investigators; serving as a resource or technical expert to other staff; filling system wide, 
State Office needs; and, assisting in related regional office matters.   
 

 Conducts a wide range of investigations, including the most complex cases requiring 
advanced knowledge and experience in investigative methods and techniques. 
Employees apply a thorough understanding of the investigative policies and procedures, 
court processes, defense theories, and professional ethics as demonstrated through 
effectively managing assigned investigations; gathering facts and information relevant to 
the investigation; conducting witness and victim interviews; examining crime scenes and 
physical evidence; documenting findings; and, consulting with attorneys to establish 
investigative strategies. 
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 Maintains and documents communications with attorneys to keep apprised as to the 
status of the case, court dates, witness information, and progress on the investigation; 
and, to seek clarification on investigation requests.  

 
 Maintains and utilizes tools and equipment for conducting investigations including, but not 

limited to, audio recording devices, cameras, standard computer and office equipment, 
measurement tools, and maps.  

 
 Assists in preparing exhibits for trial or sentencing. Ensures appropriate clothing is 

available for the client. Coordinates witness appearances including, providing updates on 
trial status and court dates; assisting with travel arrangements, as needed; and, advising 
witnesses on courtroom etiquette. Positions may be required to assist in sentencing 
preparation by researching treatment placement options and coordinating with probation 
services.   
 

 Testifies on behalf of the defense. 
 

 Performs post-trial tasks such as following up with witnesses after testifying, canvassing 
the jury for their impressions, returning client clothing to family members, and closing the 
case file as requested by the attorneys. 
 

 Assumes additional responsibilities in assisting with the development, training, guidance 
and oversight of others; and, serves as a mentor. 
 

 Organizes daily activities to effectively manage time, travel and resources. 
 

 Assists other regional offices in conducting investigations, as assigned. 
 

 Attends meetings and trainings as required. 
 

 Performs other duties as assigned. 
 

 
 
QUALIFICATIONS 
 
Education and Experience (positions in this class typically require): 
Bachelor’s degree from an accredited college or university in criminal justice, social sciences, or 
directly related field; defense investigation or directly related experience; and, demonstrated 
experience, skills or training in leading or supervising others. Equivalent education, training, or 
experience that demonstrates the knowledge, skills, and competencies required to perform at 
this level may substitute for education.   
  
Conditions of Employment (position requirements at entry): 
 Must be 18 years of age or older; 
 No felony convictions; 
 Valid driver’s license, proof of insurance and access to a working vehicle; 
 Must be willing to work non-traditional hours; 
 Ability to travel without limitations. 
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Knowledge (position requirements at entry): 
 Basic supervisory principles and practices; 
 Principles and processes in providing quality client and personal services; 
 Court procedures and terminology;  
 Principles and rules of professional conduct; 
 Principles of client-attorney privilege; 
 English language, grammar and punctuation; 
 Basic math (addition, subtraction, multiplication and division). 

 
Skills (position requirements at entry): 
 Leadership skills to effectively mentor, train, develop and guide others;   
 Ability to evaluate peer performance, provide feedback on performance, and contribute to 

writing objective and comprehensive employee evaluations;   
 Strong client service focus; 
 Maintaining client confidentiality and professional ethics standards; 
 Applying and interpreting applicable rules, guidelines, policies and procedures; 
 Organizing one’s own work and prioritizing tasks to meet deadlines; 
 Completing multiple tasks and assignments with frequent interruptions; 
 Proficient in standard software applications such as Word, Excel, Power Point, internet, e-

mail, and audio/visual software and equipment; 
 Establishing effective working relationships with co-workers, court and law enforcement 

personnel, witnesses, clients and client families, and public of a diverse background; 
 Operation of investigative tools and equipment such as audio recording devices, cameras, 

magnifying tools, measuring devices, Infra-Red and UV lights, and maps;  
 Operation of common office tools and equipment such as calculators, desktop computers, 

printers, photocopiers, and fax machines; 
 Effective communication, verbal and written, sufficient to exchange or convey information; 

includes receiving work direction;  
 Ability to handle emergency or crisis situations; 
 Ability to process and retain large amounts of information. 

  
Physical Requirements:  (positions in this class typically require):  
Employees must be able to meet the physical demands of the job, with or without 
accommodations, which include:  
 Ability to sit for extended periods of time; 
 Ability to transport themselves and their work files to court, jail, investigations and any other 

place where their physical presence is required; 
 Ability to review all discovery and records, which may include visual depictions of evidence, 

examining physical evidence, and viewing crime scenes; 
 Ability to lift, move or transport case files which can weigh up to 20 pounds.   

 
Note: 
The above job description is intended to represent only the key areas of responsibilities; specific 
position assignments will vary depending on the business needs of the office. 


