
 
 
 
 
 
 

Last Updated – April 2019 

POSITION TITLE:  Legal/Administrative Support Officer 
CLASSIFICATION:  Administrative Services Officer Class 2 
 

The Legal Aid Commission (ACT) 

 
The Commission is established under the Legal Aid Act 1977. Its mission is to 
promote a just society in the Australian Capital Territory by: 
→ ensuring that vulnerable and disadvantaged people receive the legal services 

they need to protect their rights and interests 
→ developing an improved community understanding of the law, and 
→ seeking reform of laws that adversely affect those we assist.  
  
Further information about the Commission can be found at 
http://www.legalaidact.org.au 
 

The Position  

 
Legal Aid ACT has three in-house legal practice areas, General Practice, Criminal 
Practice and Family Practice. 
Legal/Administrative Support Officers may be moved between these functional areas 
to enhance their professional development or to meet operational requirements. 
 
Under general supervision, undertake a range of administrative support tasks and 
assist in the provision of services in a Legal Practice, including: 
 

1. Provide the first point of contact for the general public. 
2. Liaise with clients, lawyers, justice agencies, government departments and 

other relevant organisations. 
3. Manage client files, including preparing new files, checking data, requesting 

documents, general up-keep of files, movement of files and finalisation of 
files. 

4. Provide operational, administrative, word processing and procedural support 
for lawyers. 

5. Arrange duty and client appointments, conferences at barrister’s chambers 
and at other locations, telephone conferences and re-listing of Court matters. 

6. Prepare general correspondence, legal briefs, affidavits and routine court 
documents. 

7. Maintain statistics regarding legal information and advice, duty lawyer 
appearances, telephone advice, client details, file management and 
productivity information, and where appropriate request extensions of legal 
assistance.  

 

http://www.legalaidact.org.au/


 

8. Arrange payment of accounts (disbursements) where approved by a lawyer 
and ensure requests for extensions of legal assistance are made for payment 
of those accounts. 

9. Place records, including copies of electronic documents, into the 
Commission’s record keeping system. 

 

Essential duties and responsibilities 

 
1. Maintain registers and rosters relevant to the Practice. 
2. Answer low level enquiries from the public, clients, private lawyers, Courts, 

Director of Public Prosecutions, ACT Corrective Services, ACT Mental Health 
Tribunal, various correctional centres, various rehabilitation centres and 
other organisations. 

3. Assist with client interviews and obtaining client instructions.  
4. Instruct Counsel at conferences with clients and/or in the relevant Court, 

when necessary, if suitably qualified/knowledgeable. 
5. Provide clients with general information about Court procedure and file 

progress where requested and keeping appropriate records of such 
attendances. 

6. Obtaining familiarity with court procedures in the ACT. 
7. Prepare and file court documents. 

 

Selection criteria 

 
1. Ability to prepare simple Court documents and acquire a working knowledge 

of Court procedures. 
2. Ability to provide accuracy in word processing, data entry and a high standard 

of work output. 
3. Effective written/oral communication and interpersonal skills. 
4. Ability to work with minimum supervision, under pressure, and set work 

priorities and to meet competing and tight deadlines. 
5. Ability to deal with difficult and/or distressed people. 
6. Knowledge of, or the ability to learn about, Legal Aid ACT and its goals. 
7. Familiarity or the ability to quickly become familiar, with various computer 

software packages.  
 
Applications should specifically address each of the selection criteria. Short listing for 
interview and selection will be based on these selection criteria. 
 

Eligibility/other requirements 

An understanding of legal processes and procedures in the ACT would be highly 
regarded. 
 
 
 



 

 

Submission of your application 

Applications for this position should be forwarded to hr@legalaidact.org.au 
Or to: 
 
HR Manager,  
Legal Aid Commission (ACT),  
GPO Box 512,  
Canberra City  ACT  2601 
 
Applications for this position close at 11:59pm on Monday 28 November 2022. 
 

mailto:hr@legalaidact.org.au

