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Position Description

	[bookmark: _Hlk58857550]Position
	Manager & Principal Lawyer - Seniors Rights Victoria 

	Tenure
	Permanent (subject to funding) 

	Status
	Full-time 

	Hours of Work
	Monday to Friday

	Award Classification
	As per Social, Community, Home Care and Disability Services Award, Community Development Worker Level 8 

	Date Prepared
	10 March 2026

	Commencement Date
	ASAP, as negotiated

	Review of PD:
	Six months from commencement date

	Reports To
	Chief Executive Officer




ORGANISATIONAL OVERVIEW:
Council on the Ageing (COTA Victoria) is the leading not-for-profit organisation representing the interests and rights of people aged over 50 in Victoria. For nearly 70 years in Victoria, we have led government, corporate and community thinking about the positive aspects of ageing. 
 
COTA Victoria's strategic and operational focus is on promoting older age as a time of opportunities for personal growth, contribution and self-expression. We believe there are obvious National, State, community, family and individual benefits from this approach.

COTA Victoria has an experienced Board; highly qualified, permanent staff located in a central Melbourne office location; and a broad State membership and volunteer base.

The reason we exist: 
· We improve the lives of Victorians as they age: by championing the strengths, desires and decisions of older people. 
· We believe that ageing is not a problem to be solved, but a powerful and natural phase of life to be lived with meaning, autonomy and connection. 
· We work alongside older people to uphold their rights, amplify their voices, and ensure their full participation in the economic, social and cultural life of our communities. 

The impact we are aiming for: 
· Older Victorians are empowered to make decisions, shape their own futures, and live with purpose at every stage of later life. 
· We envision a society that recognises the gifts of ageing — experience, wisdom, creativity, care — and places older people at its heart. 
· Through our advocacy, services, partnerships and campaigns, we unlock the potential of ageing to enrich lives, strengthen communities, and create intergenerational value. 

What we’re focusing on: 
· We influence 
· We empower 
· We amplify 

Organisational values:
· Respect 
· Diversity 
· Collaboration 
· Integrity
PROGRAM OUTLINE:

Seniors Rights Victoria (SRV) is a state-wide, specialist Community Legal Centre which sits within COTA Victoria. SRV’s mandate and sole focus is elder abuse. Elder abuse is any act which causes harm to an older person, carried out by someone they trust such as family or friends.  Elder abuse may be physical, sexual, financial, psychological, or social abuse, or neglect.

SRV operates Victoria’s elder abuse Helpline which provides information and referrals to any person concerned about elder abuse, including professionals seeking secondary consultations. SRV’s provides services direct to older people experiencing abuse including specialist legal services, short term support and advocacy, and community education. 

In addition, SRV has broader policy, systemic advocacy, law reform and capacity building roles both in Victoria and nationally to raise awareness of elder abuse and promote prevention.

POSITION OBJECTIVE:
The Manager & Principal Lawyer - Seniors Rights Victoria role leads the day-to-day management and operations of Seniors Rights Victoria including ensuring a thriving, positive and collaborative team culture. As Principal Lawyer, the role has ultimate responsibility for the operation of the legal practice, albeit supported by and delegating some tasks to the Managing lawyer. The role is also a key part of the senior management team of COTA Victoria and thus will work with the COTA Victoria CEO and other senior management team members participate in whole of organisation strategic and operational planning as well as raising legal and related issues associated with the practice of a community legal centre.

ABOUT THIS POSITION:

This position will manage and oversee the day-to-day operations of SRV. The role includes developing leadership capability of SRV staff; identifying and managing risk, particularly those responsibilities associated with running a Community Legal Centre as set out in Community Legal Centres Australia’s Risk Management Guide; strategic development including the identification of opportunities for SRV in the elder abuse space and beyond; budgeting, reporting and evaluation. This role includes direct supervision, support and mentoring of the Managing Lawyer, the Advocacy Team Leader and the education team and administration staff. Occasional supervision of Community Lawyers may be required.

The key responsibilities of the Manager & Principal Lawyer - Seniors Rights Victoria position is outlined below:

Leadership
Provide leadership for SRV team and model a collaborative and positive work culture.
Manage the SRV team as a community legal centre as required by law and accreditation requirements.
Support the Managing Lawyer and the Team Leader Advocacy to ensure supervision of case files.
Support COTA Victoria and SRV to advance strategic policy development and service planning, promoting the success of the SRV integrated service model.
Undertake stakeholder and network engagement on behalf of SRV, identifying and initiating opportunities for project development and capacity building across the sector. 
Guide SRV’s law reform projects and contribute to systemic advocacy on issues of elder abuse.
Support the development of existing and new projects including identifying business development opportunities and develop funding proposals.


Operations
Contribute to management of SRV Service Agreements with the CEO and ensure accountability responsibilities are fulfilled and that all funding requirements are met.
Develop and manage a comprehensive risk management strategy including ensuring continued compliance with and management of the Information Barriers.
Monitor the service including review of guidelines, protocols and procedures required for all matters relating to the legal practice as required ensuring the practice meets all relevant statutory requirements. 
Contribute to the management of SRV’s budgets with the CEO and Finance Manager to ensure expenditure remains within budget.
Coordinate SRV team meetings.  

Service development & delivery
Oversee all legal advice and casework to SRV clients within the organisational guidelines and in accordance with legal practice.
Provide legal information and advice to the COTA Victoria Management Team.
Oversee the provision of secondary consultations, legal information and advice to service providers and lawyers and organisations that provide services to older people regarding options for their clients, and related legal remedies by the SRV Legal and Advocacy Teams.
Oversee the development of legal education programs and publications for the legal sector and members of the community, with a view to raising awareness and addressing issues of elder abuse. 
Contribute to the development of SRV’s communication strategy

KEY SELECTION CRITERIA:  

Mandatory
1. Minimum of 5 years post-admission legal experience;
2. Currently holding a Principal Practicing Certificate including being authorised to receive trust money; 
3. Demonstrated expertise in one or more areas of the following key practice areas: family violence, property matters (e.g. co-ownership disputes), civil debts, housing, guardianship and administration, or other elder law matters; 
4. Proven ability to successfully lead, supervise and develop a multi-disciplinary team of legal and non-legal staff and volunteers, with a high level of focus on a culture of excellence, collaboration, innovation and responsiveness in service provision.
5. Demonstrated commitment to social justice and an understanding of the barriers faced by older people.
6. Experience networking, building relationships and working with a broad range of organisations and stakeholders.
Desirable
7. Previous legal management experience of a legal practice, ideally in the CLC sector.
8. An understanding of the not-for-profit sector, particularly in relation to working with limited resources, budgetary constraints and with pro bono assistance.
9. Expertise in leading high-quality monitoring and evaluation within a service.
10. Previous experience with Actionstep, CLASS or similar case management tools. 

SPECIFIC RESTRICTIONS/CONDITIONS
· Must be physically capable to carry out administrative duties, involving extended periods of VDU use;
· This role requires some out-of-hours work and travel intra and interstate;
· Employment is subject to an ongoing satisfactory police check

ACCOUNTABILITY AND EXTENT OF AUTHORITY

· Statement of accountabilities for this position (if relevant) is outlined within the organisation’s Delegation of Authority. 

OTHER RELEVANT INFORMATION:

Location:		Level 1, 420 St Kilda Road, Melbourne, Vic, 3004

Other:		Council on the Ageing Victoria has an Enterprise Bargaining Agreement (EBA) that covers all COTA employees.

Salary Sacrificing:		Available in accordance with Australian Taxation Office legislation and regulations, and in accordance with the Council on the Ageing Victoria’s Policy and Procedure

Self-Referral:	It is COTA policy that no staff member or volunteer shall, under any circumstances, refer work to themselves, their families or other members of their firms.


AUTHORISATION & ACCEPTANCE


Employer		Chief Executive Officer


Signature		_________________________

Incumbent		


Signature		_________________________      Date	  _______________________
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