Position Description

General Details

Title: Lawyer (Family Law) Classification: Solicitors Level 1
Reports to: Managing Lawyer igiﬁggﬁt, Solicitors
Program / Legal Services, Community Location: CBD & various
Unit: Services ' outreach locations

Role Purpose

The Lawyer (Family Law) is responsible for providing specialist family law legal advice, representation,
advocacy and referral services to clients accessing our new Family Law Pilot project. The lawyer will also
be responsible for representing clients in the Federal Circuit and Family Court and also to engage and
work with barristers to represent eligible clients. This position will also identify and address the legal
needs of clients through community legal education, publications, development of resource materials,
advocacy and law reform, research, policy work and volunteer/student supervision.

Essential Duties and Responsibilities

Function Key Responsibilities Key Performance Indicators
Functional/ = Provide accurate and comprehensive, specialist = Manager, team, client and
Operational legal advice casework, representation, advocacy external stakeholder feedback —

Responsibilitie
S

and referral to clients seeking assistance in relation
to their rights and obligations in Family law and
other legal matters

= Provide casework services including advising
clients, negotiating, advocating, undertaking
litigation and other related duties and representing
clients in Courts and Tribunals

= Provide court representation, have conduct of court
files, brief barristers, and provide solicitor work in
Family Law related matters
= Respond to and assist with the supervision of
student and Volunteer’s responses to initial client
enquiries in either office and/or clinic setting
= Contribute to the ongoing professional
development of all team members with respect to
family law, policy and administrative practices
= Identify and respond to wider policy and law reform
issues arising out of casework including preparing
submissions
= Develop and deliver projects and programs to raise
community awareness and understanding of legal
issues
= Jointly create resources including guides/kits/fact
sheets/brochures/pamphlets/website materials etc.
= Coordinate information about local community
events and support that may assist clients
= Take part in the development and provision of
outreach services both in metropolitan and regional
areas
= Participate in practice management strategies
under the supervision of the Managing Lawyer
including:
o Professional file management
o Casework meetings
o Updating casework records
o Crosschecking correspondence
= Participate in committees and networks to build
relationships with external stakeholders to enhance
service delivery

meets or exceeds expectations

= Client advice, case notes and
reporting are completed within
agreed timeframes and quality
standards

= Meet or exceed targets
established in the Service’'s AGD
contract

= Meet or exceed the required
number of client contacts per day

= Meet or exceed the required
number of court representations

= Meet or exceed the required
delivery numbers of community
legal education sessions

= Evidence of participation in
designated outreach services

= Evidence of regular attendance at
file meetings and team meetings
and promotion of the service
values

= Evidence of collaborative working
relationships with government
and non-government agencies
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Position Description

= Regularly report on progress and casework
initiatives and promote the value and use of
community engagement methodologies

= Assist in the development of new service initiatives
and the development of tenders and submissions

= Comply with organisational financial procedures

= Ensure the quality of the services provided are
ethical, of a high standard and fulfil the
requirements of the organisation and the funding
bodies,

= Participate in policy and program review and
development and strategic planning

= Work within the Legal Services’ Service Framework

= Undertake other duties relating to the legal practice
and administrative tasks where required

= Utilise the CLASS (or other) electronic data
management system for management of client files

Values and This competency description remains the same for all | = Leader, team and customer
Service position descriptions and should not be amended. feedback
Excellence « Role model the values and priorities of Uniting « Personal participation in and
Communities: promotion of activities
o Courage, Accountability, Respect, Growth and | = Delivery of agreed objectives and
Teamwork outcomes
o Customer service excellence, advocacy and
social justice, resilience and wellbeing, U City
Community and a motivated and agile
workforce
= Deliver service in line with Internal Service
Excellence:
o Being of service to others / show you care
o Explore needs holistically and look for
opportunities to add value
o Make it easy
Self- This competency description remains the same for all | The key performance indicators
Management position descriptions and should not be amended. remain the same for all position
and descriptions and should not be

Development

= Manage self and demonstrate commitment to
learning through evaluation and review of own
performance, development of skills and knowledge
and utilisation of knowledge and information

= Display professional personal presentation

= Undertake personal and technical skills development

= Role model a positive and proactive results focused
‘can do’ attitude and behaviour

= Develop and foster positive partnerships across the
business to improve and support business outcomes

amended.

= Leader and team feedback

= Personal participation in and
promotion of activities

= Delivery of agreed objectives and
outcomes

Team Work /
Customer
Focus

= Work and contribute to a successful team
environment

= Contribute to the team achievement of defined
service standards in a safe and trusting
environment

= Co-operate and provide support to team members
and managers on day-to-day operational matters

= Undertake responsibilities that will positively
contribute to the Community and Uniting
Communities’ Vision

= Team and team feedback —
meets and/or exceeds
expectations

= Personal participation in and
promotion of activities

= Delivery of agreed objectives and
outcomes
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Position Description

= Deliver high-level customer service to our internal -
and external customers and departments Z
Compliance = Ensure compliance and provide a safe and equitable| = Team and Manager feedback — -
and Risk workplace by adopting safe work practices, following| meets and/or exceeds GZ)
Mitigation procedures and policies and respecting and expectations
appreciating diversity « All compliance and audit 8
= Ensure compliance with all statutory, legal and requirements are met =
ethical obligations and compliance audits =
= Identify and implement risk minimising strategies C
and practices P
= Managers/Supervisors will support employees who 4
are injured at work, ensuring ongoing m
communication and assistance with RTW claims as 0p]
required
.
Essential Desirable 8
Training / = Hold a degree in Law or equivalent and eligible to =
Quallifications | practice law in South Australia Cz>
Experience / |* Knowledge and experience gained as a solicitor or | = Understanding of the Family Law (w)
Knowledge advocate with court appearance work in Family law System {,"',
and capacity and experience to undertake litigation | = An understanding and ()
in tribunals and courts commitment to principles of )
« Professional experience in assisting people with social justice and access to 3
Family law matters including, parenting, divorce, Justice 6
property settlement, intervention orders, breach of 2
orders etc.

= Knowledge of family law processes, networks,
support groups

Excellent understanding and knowledge of Family
law

Experience working with Aboriginal people,
families, and CALD communities

Experience working with people experiencing
Family and Domestic violence

= Demonstrated ability to work effectively with a
variety of clients including those with cognitive
impairment or language barriers, people from
diverse backgrounds and vulnerable and
disadvantaged clients

Skills / = Excellent written and oral communication skills

Abilities = Ability to communicate and engage with a wide

range of people

Ability to manage competing priorities and multi
task

= A strong and ethical customer service approach

= Values that align with those of Uniting
Communities, the legal services and the
Community Services framework

= Solutions focused attitude

= A commitment to positive and collaborative
teamwork

= Willingness to participate in development and
training

= Sound knowledge and application of the MS Office
suite of applications

= Strong administrative and organisational skills
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Position Description

Licenses / -
Certificates

Maintenance of a full, unrestricted South Australian
Driver’s License

Comply with professional and legal obligations as
applicable to a solicitor admitted to practice in
South Australia including maintaining/renewing a
current practicing certificate and completing all
MCPD obligations

National Police Check and DCSI Screening and
other screening as required

Special Conditions

= Where we have concerns that your level of fitness is adversely affecting your job performance, we
may require, at our cost, that you submit to a Fitness Capacity Evaluation to ensure that neither you
nor a fellow staff member nor a client are placed at risk of injury.

= Duties of the position may vary according to business needs.

= Work from any other metropolitan or regional location as required.
= Some out of hours work may be required.

= Ability to attend all compulsory training required by the organisation for your position within allocated

timeframe.

= Child Safe Environment training to be attended every 3 years.

= Current Practicing Certificate

= Complete all MCPD points as
required in the allocated time

frame

Supervisor signature Date

Print name:

Print name:

Employee signature

Date

Copy of My Commitment to Uniting Communities for all positions at Uniting Communities attached.
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Position Description

MY COMMITMENT TO UNITING COMMUNITIES
At Uniting Communities everyone works as a team to ensure the following:

1. ACCOUNTABILITY
= Work within the vision and values and policy framework of Uniting Communities.
= Participate in the development of policies, procedures and work instructions as directed.
= Delegate authority and responsibility as defined within the Delegations of Authority Policy.
= Managers and Clerical staff will ensure organisational policies, procedures and relevant standards
are adhered to, in relation to administrative and financial operations and observe the delegations

SAILINNINWOD ONILINN

as outlined in our organisational policy.
= Supervisors will ensure a safe and respectful workplace for all staff.

2. WORK HEALTH SAFETY
= Cooperate with all policies, procedures and work practices and maintain currency of knowledge in
relation to Work Health and Safety.
= Take reasonable care for your health and safety and for the health and safety of others.
= Follow all reasonable instructions given by management.
= Supervisors will ensure work is performed in a safe way and policies, procedures and safe work
practices are observed for all staff.

3. EVERYDAY COMMUNITY ENGAGEMENT

= Examine, develop and encourage ways to reach out and involve clients you work with in their
communities, and communities in the work with our clients.

= Seek ways in which to enable people to reconnect with community.

= Facilitate community in its various forms and guises, to embrace and include all of its members.

= Assist in the achievement of Uniting Communities’ overall goal to build a society which is
compassionate and better able to support and care for its members and enables all people,
regardless of their background or disadvantage, to participate and to flourish.
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= Supervisors will support staff members working with clients by examining and implementing
Everyday Community Engagement approaches core to our everyday activity in a form relevant to
the work of that service.

= Supervisors will ensure that staff members understand the role of Community and that every staff
member has the capacity to apply an Everyday Community Engagement approach to their
everyday work by providing training, supervision and support with this aim in mind.

4. SAFE ORGANISATION FOR CHILDREN AND OTHER VULNERABLE PEOPLE
= Familiarise self and adhere to organisational policies and procedures in relation to children, young
people and vulnerable adults.
= Cooperate with strategies to actively ensure the safety, protection and well-being of children and
other vulnerable people who come into association with the organisation.
= Supervisors will ensure child safe requirements are handled as part of supervision processes.

5. BEYOND CARBON NEUTRAL

= Support and embrace Uniting Communities’ carbon reduction commitment, minimising
environmental impact in the performance of your role, supporting and encouraging staff to do
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