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	Position Details

	Title:
	Legal Officer

	Contract:
	Morgan Consulting

	Business Unit:
	Supreme Court of Victoria / Funds in Court

	Employment Status:
	Full-time Fixed-term (12 month position)
	Last Updated:
	September 2018

	Salary Range:
	$82,574 – $93,689 + super
	Classification:
	VPS Grade 4

	Reports To:
	Legal Services Manager

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



	Position Purpose

	The Legal Officer is a member of the Legal Services Team and provides legal advice to the Senior Master and Judicial Officers in respect of the administration of funds in Court.
The position initiates and undertakes investigations, legal research and projects; drafts legal documents and correspondence and consults with a wide range of internal and external stakeholders. This encompasses: making complex judgements in difficult cases involving conflicting interests and parties within a high volume and challenging work environment, and managing communication and representing clients to the National Disability Insurance Scheme (NDIS) to ensure they receive their correct entitlements under the scheme.

The Legal Officer assists the Solicitor to the Senior Master and the Senior Legal Officer (NDIS) in the discharge of their duties and reports to the Legal Services Manager.


	Key Accountabilities

	· Provide legal advice and recommendations to the Senior Master and Judicial Officers, concerning matters affecting the Senior Master’s administration of funds in Court.

· Provide authoritative advice and guidance to the relevant staff of the Office, as required.
· Make judgements in difficult cases involving conflicting interests and parties within a high volume and challenging work environment, and provide advice as required.
· Prepare Court orders, deeds, applications, correspondence and written advice, including the interpretation of relevant legislation and policies.

· Contribute to the development of procedures regarding the assessment of Compensation Reduction Amounts and NDIS entitlements.
· Participate in the delivery of internal education and contribute to the development of publications to assist staff perform their function.
· Maintain strong working relationships with stakeholders and relevant agencies, in particular the NDIS.
· Consult, liaise and negotiate with applicants, their representatives and other stakeholders on often sensitive legal matters.

· Manage communication and represent clients to the NDIA to ensure they receive their correct entitlements under the scheme.
· Verify compliance with, and authorise payments into and out of Court, in accordance with relevant Rules, orders or legislation.

· Coordinate the conduct of complex applications before statutory Boards, Tribunals and Courts including but not limited to: the Guardianship & Administration List, VCAT.
· Other duties as directed by the Legal Services Manager.


	Qualifications/Technical Expertise

	· Admission to practice as a Barrister and Solicitor or Australian Lawyer of the Supreme Court of Victoria

· Knowledge and experience in:

· General practice and procedures of the Supreme Court of Victoria.
· Knowledge of relevant legislation affecting real property, trusts and persons under a disability.

· NDIS compensation legislation, policies and practices.
· Excellent verbal and written communication skills – builds effective relationships with a diverse range of stakeholders and confidently argues complex concepts, negotiating with tact and diplomacy on difficult issues

· Excellent problem solving skills – develops and evaluates solutions with consideration for likely impacts, developing contingency plans and ensuring stakeholders are actively engaged in the problem solving process.

· Excellent conceptual and organizational skills and knowledge using objective analysis of multiple approaches and viewpoints and confidently selecting and implementing the most effective course of action in difficult and sensitive situations

· Highly developed conceptual and analytical skills and ability to support decision making and recommendations.


	Key Capabilities

	Knowledge & Skills
	· Interpersonal Skills – Builds strong relationships and develops an understanding of others in order to motivate them and confidently address conflict situations.

· Leadership – Manages teams effectively in complex situations, providing clear direction, advice and necessary support in day-to-day work and in developing and implementing new processes and procedures.

· Problem Solving – Uses specialist knowledge and expertise to address complex problems, gathering relevant information and generating and testing a range of solutions and outcomes

· Verbal Communication – Explains concepts in an accessible manner and develops effective presentations, building rapport and addressing underlying motivations and issues.

· Written Communication – Produce a range of complex technical reports and recommendations on relevant issues which are evidence based and provide a sound basis for decision making.

	Personal Qualities
	· Conceptual & Analytical Ability – Uses conceptual thinking and sound analytical approaches to support decision making in the work area.

· Commercial Acumen – Applies a business mind-set to all activities in the organisation and strives for excellence in business processes to ensure effective and efficient service delivery and activities.
· Detail Focus – Undertakes finely detailed work in a precise and accurate manner.

· Empathy & Cultural Awareness – Demonstrates an interest in and an appreciation of a range of different cultures and actively seeks to understand and effectively address the issues and views of others.

· Relationship Building – Acts confidently quickly to build rapport with others and provide a sound basis for productive relationships based on mutual trust and respect.
· To continually strive to uphold our values of Responsiveness, Integrity, Impartiality, Accountability, Respect, Leadership and Human Rights.


	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 legal 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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