
 

  

 
 
Position Title:   Estate Associate     Date:   May, 2021 
 
Accountable to:   Sr. Legal Consultant & Manager-Estate Planning     
      
FLSA Status:   Exempt      Department:  Estate 
____________________________________________________________________________________ 
 
PRIMARY OBJECTIVES OF POSITION:  To work collaboratively with the members of the Estate group 
to plan and implement client estate planning strategies, in a proactive, and highly responsive 
environment requiring a high level of accuracy, time management and professionalism. 
 
OUTCOMES: 

1. Provide support for attorneys in the recommendation and implementation of estate planning 
strategies and documents. 

2. Produce high quality documents in a timely manner. 
3. Conduct research and provide analysis to the attorneys to facilitate estate planning needs of 

clients. 
 
ESSENTIAL JOB FUNCTIONS AND RESPONSIBILITIES:   

1. Supports Estate Consultants in review of trust instruments, wills and other documents prior to 
execution to ensure that client objectives will be met, in implementation of estate planning 
decisions, and in coordination of services provided by outside counsel. 

2. Prepares deliverables to be used in conjunction with client estate planning meetings, including 
summarizing client estate planning documents, preparing illustrations of client estate plans and 
proposed techniques, summarizing financial data, and preparing tax calculations.  

3. Research and provide analysis of estate planning and other legal matters as needed to facilitate estate 
planning. 

4. Supports Estate Consultants in the re-titling of assets in new account funding, termination, and 
transfers of assets. 

5. Completes administrative tasks necessary to carry out job duties. 
6. Participates in department and company initiatives as assigned (i.e. internal teams, client events, 

etc.). 
7. Maintains professional and technical knowledge regarding developments in estate planning, 

including federal and state income, gift, estate, trust and other tax matters and with regard to 
pending legislation affecting those taxes by attending educational programs, reviewing 
professional publications, establishing personal networks and participating in professional 
organizations. 
 

COMPETENCIES: 
1. Integrity:  demonstrates the highest level of integrity of oneself and demands the same of 

employees. 
2. Accountability & Dependability:  takes personal responsibility for the quality and timeliness of 

work, and achieves results with little oversight; takes ownership. 
3. Critical Thinking:  ability to analyze situations, solve problems, think critically, create and make 

improvements. 
4. Confidentiality:  demonstrates ability to protect confidential information (the business and lives 



  

of the clients are confidential to the outside world, and each client’s individual activities are 
confidential with respect to each other). 

5. Continuous Learning: sharpens skills on own time, aspires to reach higher potential, keeps 
commitments, attends training, stays current with trade journals/books/media, and has a plan 
for growth and development. 

6. Project Management: uses tools and systems effectively, meets deadlines and budgets, 
coordinates resources and meets objectives. 

7. Decision Making & Judgment:  makes timely, informed decisions that take into account the facts, 
goals, constraints and risks. 

8. Communicator:  speaks, listens, and writes clearly and effectively. 
9. Technical Knowledge:  leverages knowledge and experience in estate planning, trusts, and tax. 
10. Organized:  approaches the job in an organized and disciplined manner. 

 
EDUCATION AND EXPERIENCE: 

1. Certified Public Accountant or Paralegal certificate holder with significant relevant experience. 
Would also consider solo practice attorney or junior associate with a minimum of one year 
experience 

2. Related experience, including estate planning, in a law firm or accounting firm required. 
3. Experience in trusts and financial planning is a plus. 

 
ENVIRONMENT AND PHYSICAL DEMANDS: 

1. Sitting, talking at a moderate volume level, hearing, fingering/grasping constantly 
2. Standing, walking, reaching frequently 
3. Bending, stooping, kneeling, and crouching as necessary to facilitate filing 
4. Lifting up to 10 pounds occasionally 
5. Operating audio visual devices and standard office equipment, such as computers, telephones, 

fax machines, and photocopiers 
6. Typing and entering data on a computer at a speed necessary for successful job performance 
7. Looking at computer screen regularly 
8. Organizing and sorting correspondence and other documents  
9. Quiet, professional, results-oriented office environment 

 
This job description in no way states or implies that these are the only duties to be performed by the 
employee(s) in this position.  Employee(s) will be required to follow any other job-related instructions 
and to perform any other job-related duties requested by any person authorized to give instructions or 
assignments. 
 
A review of this position has excluded the marginal functions of the position that are incidental to the 
performance of essential job duties.  All duties and responsibilities are essential job functions and 
requirements and are subject to possible modification to reasonably accommodate qualified 
individuals with disabilities to the extent that such modification is medically necessary and does not 
cause an undue hardship.   
 
Please direct your resume and cover letter to Jenny Taschner at jlt@fidcouns.com 
 
 
 

Fiduciary Counselling, Inc. is an Equal Opportunity Employer 


