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Position Description 
POSITION:			Principal Solicitor

REPORTS TO:		Chief Executive Officer

DIRECT REPORTS:		Solicitor/caseworkers, intake officer, paralegals

LOCATION:			Surry Hills, Sydney
				Hybrid work environment

HOURS OF WORK:		Permanent, Full-time

CLASSIFICATION:	Grade 7, Social, Community, Home Care and Disability Services Industry Award 2010 + 10%

SALARY:			$130,998.30 - $136,472.34 

DATE APPROVED:		March 2026


ROLE PURPOSE:
The Principal Solicitor is responsible for leading and maintaining the Centre’s legal practice. This includes ensuring compliance with all professional, regulatory and risk management requirements; supervising legal staff and intake; contributing to organisational leadership and strategic direction; and providing high quality legal advice, casework and representation to clients.

The Principal Solicitor is a key member of the Centre’s executive team and works collaboratively with the CEO, Centre Manager, Community Engagement Manager and Board to advance the Centre’s vision for a fair, just and accessible social security system.

KEY ACCOUNTABILITIES & MAIN ACTIVITIES: 

Legal Practice Leadership and Risk Management
· Maintain the professional conduct of the Centre’s legal practice and ensure compliance with all relevant legislation, professional standards and funder requirements.
· Ensure compliance with the Community Legal Centres Australia Risk Management Guide (RMG), including Cross‑Check requirements.
· Maintain the Centre’s accreditation under the National Accreditation Scheme in relation to the legal practice.
· Attend Community Legal Centres NSW Professional Indemnity Insurance meetings as required.
· Monitor compliance with practising certificate, insurance and Mandatory Continuing Legal Education requirements.

Supervision of legal practice
· Develop, implement and regularly review the Centre’s Advice and Casework Policy and Procedures in consultation with staff and the CEO.
· Design, oversee and maintain advice check, file review and supervision systems in accordance with RMG requirements.
· Lead fortnightly casework meetings, including preparation and oversight of agendas.
· Ensure the Centre’s legal information resources, factsheets, community legal education materials and presentations are accurate, current and legally correct.
· Review and oversee volunteer legal practice procedures to ensure efficiency and compliance.
· Manage client complaints in accordance with relevant policies.

Staff supervision and workforce management
· Provide regular supervision, guidance and mentoring to solicitor/caseworkers, the intake officer and other legal staff.
· Supervise the legal casework of the CEO.
· Allocate and monitor caseloads and workloads across the legal practice and adjust as necessary.
· Implement and review policies and procedures relating to workload management, case allocation and non‑casework duties.
· Participate in annual performance development and review processes for legal and intake staff.
· Perform HR duties in relation to leave requests, timesheet approvals, progression and recruitment.
· With the CEO and Centre Manager, represent the Centre in enterprise agreement negotiations and human resources or industrial matters as required.

Strategic leadership, governance, reporting & funding
· Contribute to the leadership, management and strategic direction of the Centre.
· Draft and oversee the legal practice components of: 
· Community Legal Centre Program (CLCP) Plans and reports
· Reports to the Board
· Annual Reports
· Reports to Legal Aid NSW and other funders
· Set legal practice benchmarks and monitor progress against CLCP requirements.
· Support the Executive Team in the preparation of funding applications.
· Attend and contribute to meetings of the Board of Directors as required.
· Attend and actively participate in staff meetings and organisational planning processes.

Policy, law reform and advocacy
· Contribute to the Centre’s policy, law reform and advocacy work.
· Participate in Economic Justice Australia forums and working groups as required.
· Contribute to policy analysis, submissions and advocacy campaigns, including the provision of de‑identified case studies.
· Participate in media engagement and interviews where appropriate and authorised.

Client services and casework
· Provide legal information, advice and casework assistance in social security and related areas of law to the Centre’s clients.
· Maintain a personal caseload consistent with supervisory responsibilities.
· Participate in the Centre’s advice and casework roster.
· Identify matters suitable for ongoing casework in accordance with the Advice and Casework Policy.
· Represent clients at all stages of the appeals process, including: 
· Administrative Review Tribunal (both tiers)
· Federal Court and other relevant courts and tribunals.

General duties
· Work collaboratively with colleagues.
· Comply with organisational policies and procedures.
· Fulfill personal obligations for workplace health and safety.
· Participate in performance development activities such as training and performance reviews.
· Participate in organisational planning initiatives.
· [bookmark: _Hlk120090826]Show initiative in identifying needs of and opportunities for the Centre.
· Act ethically.
· Work in alignment with the ethos and values of the Centre.
· Undertake other duties within the scope of this role as required.

QUALIFICATIONS & EXPERIENCE:
The Principal Solicitor must have:

· An unrestricted practicing certificate in NSW, or eligibility to hold one;
· A minimum five years’ experience post admission legal experience sufficient to supervise a legal practice;
· Substantial experience working or volunteering in a community legal sector or Legal Aid; and
· Experience in supervising staff and/or volunteers.

SELECTION CRITERIA:
The applicant must demonstrate:

1. Eligibility to hold an unrestricted practising certificate in NSW and capacity to supervise a legal practice in compliance with relevant professional, regulatory and risk management requirements.

2. Demonstrated commitment to social justice and the Centre’s clients, including experience working or volunteering in the community legal sector or Legal Aid.

3. Strong interpersonal, analytical, written and oral communication skills.

4. Demonstrated experience in supervising staff and/or volunteers, in their legal practice duties and as employees/volunteers of the Centre.

5. Knowledge of social security and family assistance law, policies and Centrelink’s administrative practices, or the capacity to rapidly acquire this knowledge.

6. Excellent time management skills and the ability to balance competing demands, including supervision, caseload, litigation, reporting, and law reform activities.

7. Demonstrated capacity to conduct litigation in tribunals and courts including both tiers of the Administrative Review Tribunal and the Federal Court.
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