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	Position Details

	Title:
	Legal Administrative Assistant

	Contract:
	Morgan Consulting

	Business Unit:
	Supreme Court of Victoria / Funds in Court

	Employment Status:
	Full-time Ongoing
	Last Updated:
	August 2018

	Salary Range:
	$50,828 – $58,050 + superannuation
	Classification:
	VPS Grade 2.1

	Reports To:
	Legal Services Manager

	Location:
	Level 5 / 469 La Trobe Street, Melbourne VIC 3000



	Position Purpose

	The Legal Administrative Assistant is responsible for providing administrative support to the Legal Services Area of the Funds in Court Office. This role is part of the Legal Administration team reporting to the Legal Services Manager while taking day to day instruction and delegation of work from the Legal Services Administration Team Leader.


	Key Accountabilities

	· Receipt payments of funds into Court and oversee the Payment In process in accordance with relevant orders, rules or legislation. Raise new files, maintain, and update all associated computerised and manual records systems.

· Prepare documents for payments out of Court to persons who have reached the age of majority, in accordance with Court orders and legislation, including drafting Court orders and statutory declarations.

· Liaise with the public and Court users (including practitioners) in a customer service role, answering and directing various inquiries regarding the nature and functions of the Office.  When required, provide “back up” telephone and client reception duties for the Office.

· Effectively deal with a range of clients displaying challenging behaviours (in particular persons with acquired brain injury) or presenting with very sensitive issues (in particular young persons who have been victims of crime, including sexual assault).

· Assist in the preparation of correspondence and other documentation, including basic editing and providing advanced word processing assistance.

· Organise the electronic processing of payments.

· Other administrative support duties in relation to the administration of funds in Court, as directed by Legal Administration Team Leader.


	Qualifications/Technical Expertise

	· Client management experience in the trustee or related industry would be highly regarded.

	Key Capabilities

	Knowledge & Skills
	· Written Communication - Produces a range of standard written documents, providing clear information and using language appropriate to the audience.

· Verbal Communication - Provides appropriately tailored and clear information and explanations to a range of groups (including persons under a disability), in an effective and confident manner, dealing with challenging behaviour firmly but politely.

· Service Excellence - Undertakes work efficiently, focusing on client satisfaction and maintaining service quality despite time constraints while striving to exceed agreed service targets.

· Self-Management - Manages skills and knowledge development and own work program to achieve targets, using sound judgement and effective communication.

· Problem Solving - Solves problems based on operational knowledge and experience, scanning for useful information, looking for underlying causes, and suggesting alternative actions to clients within the requirements of the Court.

	Personal Qualities
	· Detail Focus - Undertakes finely detailed work in a precise and accurate manner.

· Team Focus & Communication - Is honest, approachable and responsive to the resolution of work-related matters, while dealing with all staff in a helpful, courteous and respectful manner. Collaboratively and proactively works toward achieving the team and individual goals.

· Flexibility - Adapts approaches and work to changes in the environment and effectively meets new challenges.


	About the Supreme Court of Victoria

	The Supreme Court of Victoria (the Court) is the highest court in Victoria and comprises the Court of Appeal and the Trial Division. The Court deals with major criminal and civil matters, plus appeals against decisions of lower courts. 

Our Goal

To be an outstanding superior court.

Our Purpose

To safeguard and maintain the rule of law, and to ensure:

· equal access to justice;

· fairness, impartiality and independence in decision-making;

· processes that are transparent, timely and certain;

· accountability for the Court’s use of public resources; and

· the highest standards of competence and personal integrity.

Funds in Court (FIC) is a  self-funded division of the Court, whereby all funds paid into Court are held, invested, and administered by the Senior Master, who is an Associate Judge.  The Senior Master holds funds, investments, and assets, principally for persons under disability.  Please visit FIC (www.fundsincourt.vic.gov.au) for more information on our organisational context.


	Additional Information

	· Leave may be restricted during the financial year.

· Flexible working conditions may be negotiated (non-judicial staff only).

· All appointments are subject to reference checks and the receipt of a criminal record check.


	Employee Obligations

	Occupational Health and Safety
The Court aims to maintain a safe, healthy and secure work environment for the Judiciary, all employees, jurors, clients, visitors and contractors. Achieving this aim is the responsibility of all of us. We all have the opportunity on a daily basis to ensure we support health and safety practices.
Respect in the Workplace
The Court values and respects the diversity of its workforce and believes that all its employees should be treated fairly and with dignity and respect. Employees of the Court must show respect for each other, the judiciary, visitors and contractors by treating them fairly and objectively and ensuring freedom from discrimination, sexual harassment, racial or religious vilification, victimisation and bullying.

The Supreme Court of Victoria is an equal opportunity workplace.


	Employee Acknowledgement

	I acknowledge that I will comply with all applicable legislation including the Occupational Health and Safety Act, Public Administration Act, Victorian Public Service Enterprise Agreement 2016. I further acknowledge that I will abide by and perform my duties in accordance with the Code of Conduct for Victorian Public Sector Employees and the policies and procedures of Funds in Court, the Supreme Court of Victoria and Court Services Victoria (as applicable to FIC). 

	Name:
	

	Signature:
	
	Date:
	     /     /     
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