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Dear Applicant,


Re: Family Law Solicitor Position (12 months Maternity Relief)
We thank you for your interest in the above position at the Hunter Community Legal Centre (HCLC).

This application pack contains the relevant Job Description and Selection Criteria for the above position, as well as information about the documentation you should submit with your application.
If you have the relevant skills, knowledge and experience and would like the opportunity to join our committed team and help deliver the extensive range of services that HCLC provides, the following pages will assist you in your application.

Please ensure your application is lodged by 
If you have any questions or comments about the information you have received, please contact Bronwyn Ambrogetti on (02) 40409121. We welcome your call and look forward to receiving your application.
Hunter Community Legal Centre

WHAT IS INCLUDED IN THIS APPLICATION PACKAGE?

A. Job Description
B. Selection Criteria
C. Preparing Your Application

i. Documentation To Supply With Your Application
ii. Lodging Your Application
D. Closing Date
A. JOB DESCRIPTION


Family Law Solicitor

General & Family Law Programs 

Title:



Family Law Solicitor

Job Status:


Maternity Relief Position (12 months)

Responsible to:
Managing Solicitor (MS) and the HCLC Board of Management (BOM)
Role Summary:
To provide legal advice and assistance services in family law matters in all programs operated by HCLC, including legal advice, court representation, casework, community legal education and law reform.

Duties include but are not limited to:

1. Legal Services 
1.1. provide telephone advice in family law matters to clients of the General Program, as required, in accordance with HCLC casework policies
1.2. provide advice and support to legal staff providing advice in family law matters to clients of HCLC.
1.3. Provide a duty lawyer service at the Newcastle Family and Federal Circuit Courts and ancillary legal advice and assistance services to clients of the Family Law Program (FLP) in accordance with the Community Legal Services Plan (CLSP) (as amended from time to time) and any other protocols established for the delivery of the service.
1.4. Appear as an advocate for self-represented litigants in the Newcastle Family Court and Federal Circuit Courts on all duty days or as required.
1.5. Provide ongoing legal advice and assistance to clients of the FLP as required including face to face advice, telephone advice, conduct of negotiations, correspondence, preparation of affidavits, applications and other documents as necessary.
1.6. Liaise with court staff, judicial officers and others as necessary to ensure efficient service delivery.
1.7. Provide legal advice and legal representation services to clients from the Newcastle Family Relationship Centre (FRC).
1.8. Provide ongoing legal advice and assistance to clients of the FRC as required including the provision of face to face legal advice, the conduct of negotiations, preparation of correspondence, affidavits, applications and other documents as necessary, and provide legal representation in legally assisted mediations as required.
1.9. Liaise with FRC staff and others as necessary to ensure efficient service delivery.
2. Community Legal Education and Law Reform
2.1 Participate in the initiation, design and delivery of community legal education and law reform projects relevant to the FLP.
3. Administration
3.1. Assist with the preparation of precedents and other standard documents required for the efficient and effective provision of legal services under the FLP and the FRC Programs.
3.2. In cooperation with other staff maintain appropriate records, statistics and client files in relation to the FLP and the FRC Programs.
3.3. Participate in regular legal practice and other meetings necessary for the delivery of the FLP and the FRC services.
3.4. Be responsible for the administrative tasks required to fulfill the position including use of the office computer system.
3.5. Ensure compliance with the NACLC Risk Management Guide in the provision of all legal advice.
4. Professional Development
4.1. Maintain currency in changes to legislation and relevant social issues.
4.2. Identify own professional development and training needs.
4.3. Participate in appropriate staff development including training, conferences and seminars.
4.4. Maintain currency in professional obligations under relevant legislation.
5. Other Duties
5.1. Liaise with other community groups and individuals relevant to the FLP Program including the local legal profession.
5.2. Work within the guidelines of HCLC and its funding bodies.
5.3. Adhere to the policies and procedures of HCLC.
5.4. Participate in the activities and administration of HCLC as required.
5.5. Undertake such other duties as may be required from time to time by the Managing Solicitor or the Board of Management of HCLC.

B. SELECTION CRITERIA
· Minimum 2 years post qualification experience in Family Law (preferred)
· Extensive knowledge of and practical experience in Family Law (preferred)
· Demonstrated ability to undertake duty services, provide legal advice, conduct casework, draft documentation and manage a demanding workload in Family Law matters
· Commitment to social justice issues and the work of community legal centres 

· Excellent written and interpersonal communication skills
· Ability to work as a member of a multi-disciplinary team

· Unrestricted NSW driver’s licence and comprehensively insured vehicle
· Ability to travel
· Experience in developing and delivering community legal education programs 
· Experience in law reform activities
· Computer literacy and word processing skills

C. PREPARING YOUR APPLICATION

Your application should be typed. However, if this is not possible please ensure that your written application is clearly legible. 
i. Documentation to Supply with Your Application
Please include the following documentation when submitting your application:

· A covering letter addressing the criteria and outlining your experience, skills and knowledge in relation to each criterion. Briefly indicate any achievements which demonstrate your application of the required skills or knowledge.

·  A  Resume or Curriculum Vitae including:


Your personal details

A summary of your work history and experience


Notable academic or other achievements 


Outside activities relevant to the application

Copies or other proof of your academic qualifications

Contact details for two referees, who can comment on your work 
performance. (If possible, one of the referees should be your current 
supervisor/manager. It is suggested you contact your referees as a courtesy 
prior to nominating them in your application. )
ii. Lodging your application
Your completed application must be received on or before the advertised closing date. Applications can be lodged as follows:
· A hard copy of the application may be posted to:
Julie Vitnell

HCLC

PO Box 84

Newcastle 2300
· A hard copy of the application may be hand delivered to HCLC at:
      Level 2, 116 Hunter Street 

   NEWCASTLE 2300

   (See map on website)

Hard copy applications must be marked “CONFIDENTIAL - ADVERTISED VACANCY”, and fastened in the top left hand corner. Please do not submit in plastic or cardboard folders.
· Applications may be submitted by email. Please note we only accept applications in Word 97-2010 or Adobe PDF formats. Applications should be emailed to Julie.Vitnell@hunterclc.com.au
D. The closing date for this position is 5pm Friday 20th April 2018.  Please note that late applications cannot be accepted.


