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         JOB POSTING 

    Office of the Cook County Public Guardian 

Title:  Attorney - GAL I and II 

Grade:  18 and 20 (Experience Considered) 

Division: Adult Guardianship Division 

 

Summary: The Cook County Public Guardian’s Adult Guardianship Division (OPG) serves as the 

court-appointed guardian for adults adjudicated as persons with disabilities by a judge in the Probate 

Division of the Circuit Court of Cook County. The Public Guardian’s authorities and responsibilities are 

bound by the Probate Act of 1975 and other relevant statutes and case law.  As guardian of the person, the 

Public Guardian is responsible for the personal well-being of the person with a disability.  As guardian of 

the estate, the Public Guardian is responsible for the finances, legal matters, and property of the person 

with a disability.  The Public Guardian strives to maintain the maximum level of independence for the 

persons under his guardianship. An attorney in the Adult Guardianship Division is responsible for 

competently and zealously representing the Public Guardian as his attorney and agent when he is 

appointed legal guardian.  At all times the attorney is to follow the ethical rules set forth in the Illinois 

Rules of Professional Conduct and relevant case law. 

Qualifications:   

1. Juris Doctor Degree from an accredited law school. 

2. Licensed to practice law in the State of Illinois. 

3. Ability to multitask, pay close attention to detail, and prioritize responsibilities. 

4. Ability to conduct complex and detailed analysis of legal and other issues relevant to persons 

with disabilities.   

5. Excellent professional judgment, leadership, communication, crisis intervention, and people 

skills. 

6. Ability to work independently to solve complex issues and work as part of a multidisciplinary 

team to meet deadlines. 

7. Experience working with or advocating on behalf of persons with disabilities.  

8. Possess a valid driver’s license. 

Essential Duties and Responsibilities: 

 

The following core duties and tasks are fundamental to the performance of the job and must be performed 

pursuant to office policy.  Other duties may be assigned and/or may be necessary in the performance of 

the job. 

 

1. Serve as attorney and agent for the Public Guardian when he is appointed guardian by the 

Probate Court for a person with disabilities.   

2. Appear in court on behalf of the Public Guardian (including Probate, Law, Municipal, 

Chancery and other divisions).   

3. Effectively and professionally advocate before judges, hearing officers, and administrative 

law judges. 

4. Develop and maintain a working knowledge of the Probate Act of 1975, Illinois Power of 

Attorney Act, Living Will Act, Health Care Surrogate Act, Disposition of Remains Act, 

Cemetery Act, Code of Civil Procedure, Illinois Supreme Court Rules, Rules and General 

Orders of the Circuit Court of Cook County, Illinois Rules of Evidence, and other laws, 

administrative rules, regulations or procedures pertinent to OPG or its persons under 

guardianship. 
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5. Develop and maintain a working knowledge of pertinent case law and demonstrate an ability 

and willingness to research the law pertinent to OPG and its persons under guardianship.  

6. Prepare for contested guardianship hearings—e.g., conduct discovery, address basic and 

complex issues, meet deadlines, obtain records, subpoena and prepare witnesses, and 

complete follow up in a timely manner.   

7. Prepare and present court documents (e.g., inventories, petitions, reports, accounts) as 

required under the Probate Act of 1975 and Rules and General Orders of the Circuit Court of 

Cook County in a timely manner. 

8. Work effectively with other OPG departments; convene and lead ongoing meetings with 

other departments to appropriately address the needs (e.g., placement, medical care, end-of-

life decisions, etc.) of their persons under guardianship and to address emergencies as they 

arise. 

9. Conduct initial inspections of real estate, storage lockers, safe deposit boxes, mobile homes, 

trailers, and other property of persons under OPG guardianship.  These inspections may 

involve physical labor and use of protective gear. 

10. Oversee and address all aspects of real estate in which a person under guardianship has an 

interest, including but not limited to title issues, mortgages, insurance, liens, taxes, rental 

payments, tenants and other property management issues. 

11. Work effectively with other individuals involved with a case outside OPG (e.g., family, 

medical professionals, social workers, Adult Protective Services, other external or contract 

attorneys, law enforcement). 

12. Effectively conduct negotiations and promote discussion, when appropriate, to resolve 

matters.   

13. Maintain regular and timely contact with persons served by the Public Guardian, including 

visiting at least one person under guardianship per month. 

14. Draft, review and execute contracts, advance directives, pre-need funeral/burial 

arrangements, and estate planning documents. 

15. Prepare and maintain budgets and promptly conduct financial planning and Medicaid 

spenddown as appropriate. 

16. Organize and maintain electronic and paper files, records and documents. 

17. Effectively document important events, actions and decisions on each individual case.  

18. Record attorney legal time for billable and non-billable events in a timely manner. 

19. Respond to calls, email, regular mail, and other inquiries daily or in an otherwise timely 

manner. 

20. Participate in on-call rotation evenings, weekends, and holidays. 

21. Seek out supervision and assistance with issues as they arise; follow supervisory direction. 

22. Attend and participate in trainings required to maintain skill, competency, and knowledge of 

the law and to complete MCLE requirements. 

23. Exhibit willingness to serve in other capacities within the office and/or on behalf of OPG (e.g., 

serve on office committees, interview and supervise law clerks, conduct research, lead 

trainings, attend legal conferences, special projects). 

 

 

Resume and Cover Letter to Kelley.thornton@cookcountyil.gov 

 

           April 2022 


