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Agency overview

Legal Aid NSW is the largest legal aid agency in Australia, comprising a Central Sydney office and 28 regional
offices in metropolitan and regional centres across NSW including the two satellite offices located at Walgett
and Bourke and a number of specialist services and advice clinics. It was established under the Legal Aid
Commission Act 1979 as an independent authority to assist economically and socially disadvantaged people to
understand and protect their rights in the legal system. People with disabilities, people from culturally and
linguistically diverse backgrounds, women and children, Indigenous people and people with mental iliness are
some of the groups who may experience difficulties when enforcing and defending their rights.

Working in partnership with private lawyers, Legal Aid NSW provides legal information, legal advice, minor
assistance and legal representation to eligible people in many areas of law. Legal Aid NSW also provides
alternative dispute resolution services, community legal education programs, and publications on legal issues.

Primary purpose of the role

Lead and manage the day-to-day activities of the Regional Office to ensure the efficient and effective use of
resources and delivery of high-quality services that meet the needs of clients and the community.

Develop key relationships with internal and external stakeholders including the private profession, legal
assistance providers, community and the courts. Conduct and lead a legal practice whilst prioritising leadership
of the office.

Take the lead on ensuring the well-being of staff and the fostering of a safe, respectful, and collegial office
culture.

Key accountabilities

¢ Provide leadership, management and expert advice/guidance to lawyers and administration staff to
ensure the delivery of high quality, efficient and effective legal services that comply with Legal Aid NSW

[ work
FOR
1 NSW



policies, guidelines and practice management standards and are in accordance with the strategic

direction of the organisation.

e Develop, implement and maintain stakeholder engagement and high-quality client service delivery.
e Conduct regional service planning, in consultation with relevant stakeholders, including practice areas.
o Represent the Regional Office and Legal Aid NSW in the local community and within the local legal

profession.

¢ Manage organisational and cultural change and ensure effective communication within the office so all
staff are aware of key corporate requirements and priorities, reforms and initiatives.

e Contribute to the professional development of staff through supervision, guidance, mentoring and
training to ensure a highly capable workforce.

¢ Monitor service and other statistical data to evaluate office efficiency and productivity.

o Ensure a positive workplace culture that promotes respect, wellbeing, diversity and cultural safety.

Key challenges

¢ Managing workload to maintain an effective balance between primary leadership role and conducting a

practice.

¢ Managing a diverse workforce in a high-volume environment to deliver high quality and efficient legal
and allied services within resource and service delivery constraints.

Key relationships

Who

Internal

Why

Office Manager

Day to day management of office

Associate Director

External

Co-ordination of solicitors in a regional office
Escalate practice issues, seek support and guidance
Operational and corporate services matters

Local private legal profession

Assignment of legal matters and relationship management

Regional justice agencies and local
judiciary

Develop key relationships and partnerships with legal community

Community stakeholders

Role dimensions

Decision making

Develop relationships to support service delivery and referrals

The role operates with autonomy in respect of day to day priorities and the coordination of work and resources
of the team to meet service levels, and provides advice and decision making to legal officers reporting to the

position.

Reporting line

Associate Director
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Direct reports

Office Manager; Practice Managers, Aboriginal Field Officer/s

Budget/Expenditure
Regional office budget

Essential requirements

Quialifications to practice as an Australian legal practitioner

Practising Certificate (unrestricted) prior to commencement in the role
Aboriginality

Current Driver Licence

Working with Children Check

Capabilities for the role

The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to
perform a role. There are four main groups of capabilities: personal attributes, relationships, results and
business enablers, with a fifth people management group of capabilities for roles with managerial
responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where
relevant, work together to provide an understanding of the capabilities needed for the role.

The capabilities are separated into focus capabilities and complementary capabilities

Focus capabilities

Focus capabilities are the capabilities considered the most important for effective performance of the role. These
capabilities will be assessed at recruitment.

The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the
indicators describing the types of behaviours expected at each level.

Focus capabilities

Capability Capability name Behavioural indicators Level
group/sets
° Act with Integrity e Model the highest standards of ethical and Advanced
Be ethical and professional, professional behaviour and reinforce their use
[~ ]
and uphold and promote the S
[Personal public sector values e Represent the organisation in an honest,

ethical and professional way and set an
example for others to follow

e Promote a culture of integrity and
professionalism within the organisation and in
dealings external to government

e Monitor ethical practices, standards and
systems and reinforce their use

e Act promptly on reported breaches of
legislation, policies and guidelines
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Personal
Attributes

Manage Self

Show drive and motivation,
an ability to self-reflect and
a commitment to learning

Act as a professional role model for
colleagues, set high personal goals and take
pride in their achievement

Actively seek, reflect and act on feedback on
own performance

Translate negative feedback into an
opportunity to improve

Take the initiative and act in a decisive way
Demonstrate a strong interest in new
knowledge and emerging practices relevant to
the organisation

Advanced

Relationships

Commit to Customer
Service

Provide customer-focused
services in line with public
sector and organisational
objectives

Promote a customer-focused culture in the
organisation and consider new ways of
working to improve customer experience
Ensure systems are in place to capture
customer service insights to improve services
Initiate and develop partnerships with
customers to define and evaluate service
performance outcomes

Promote and manage alliances within the
organisation and across the public, private
and community sectors

Liaise with senior stakeholders on key issues
and provide expert and influential advice
Identify and incorporate the interests and
needs of customers in business process
design and encourage new ideas and
innovative approaches

Ensure that the organisation’s systems,
processes, policies and programs respond to
customer needs

Advanced

Relationships

Influence and Negotiate
Gain consensus and
commitment from others,
and resolve issues and
conflicts

Negotiate from an informed and credible
position

Lead and facilitate productive discussions with
staff and stakeholders

Encourage others to talk, share and debate
ideas to achieve a consensus

Recognise diverse perspectives and the need
for compromise in negotiating mutually agreed
outcomes

Influence others with a fair and considered
approach and sound arguments

Show sensitivity and understanding in
resolving conflicts and differences

Manage challenging relationships with internal
and external stakeholders

Anticipate and minimise conflict

Adept

Solicitor in Charge (VI) (Regional)

FOR
NSW



Results

Plan and Prioritise
Plan to achieve priority
outcomes and respond
flexibly to changing
circumstances

Consider the future aims and goals of the Adept
team, unit and organisation when prioritising
own and others’ work

Initiate, prioritise, consult on and develop team
and unit goals, strategies and plans

Anticipate and assess the impact of changes,
including government policy and economic
conditions, on team and unit objectives and
initiate appropriate responses

Ensure current work plans and activities
support and are consistent with organisational
change initiatives

Evaluate outcomes and adjust future plans
accordingly

Results

Think and Solve Problems
Think, analyse and consider
the broader context to
develop practical solutions

Research and apply critical-thinking Adept
techniques in analysing information, identify
interrelationships and make recommendations
based on relevant evidence

Anticipate, identify and address issues and
potential problems that may have an impact
on organisational objectives and the user
experience

Apply creative-thinking techniques to generate
new ideas and options to address issues and
improve the user experience

Seek contributions and ideas from people with
diverse backgrounds and experience
Participate in and contribute to team or unit
initiatives to resolve common issues or
barriers to effectiveness

Identify and share business process
improvements to enhance effectiveness

Business
Enablers

Technology

Understand and use
available technologies to
maximise efficiencies and
effectiveness

Demonstrate a sound understanding of
technology relevant to the work unit, and
identify and select the most appropriate
technology for assigned tasks

Use available technology to improve individual
performance and effectiveness

Make effective use of records, information and
knowledge management functions and
systems

Support the implementation of systems
improvement initiatives, and the introduction
and roll-out of new technologies

Intermediate
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Manage and Develop
People

Engage and motivate staff,
and develop capability and
potential in others

Refine roles and responsibilities over time to
achieve better business outcomes

Recognise talent, develop team capability and
undertake succession planning

Coach and mentor staff and encourage
professional development and continuous
learning

Prioritise addressing and resolving team and
individual performance issues and ensure that
this approach is cascaded throughout the
organisation

Implement performance development
frameworks to align workforce capability with
the organisation’s current and future priorities
and objectives

Advanced

e

Manage Reform and
Change

Support, promote and
champion change, and
assist others to engage with
change

Support teams in developing new ways of
working and generating innovative ideas to
approach challenges

Actively promote change processes to staff
and participate in communicating change
initiatives across the organisation

Provide guidance, coaching and direction to
others who are managing uncertainty and
change

Engage staff in change processes and provide
clear guidance, coaching and support
Identify cultural barriers to change and
implement strategies to address these

Adept

Complementary capabilities

Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific
capability sets. They are important to identifying performance required for the role and development opportunities.
Note: capabilities listed as ‘not essential’ for this role are not relevant for recruitment purposes however may be
relevant for future career development.

Capability  Capability name Description Level
group/sets
S Display Resilience and Be open and honest, prepared to express your Advanced
A Courage views, and willing to accept and commit to change
S Value Diversity and Demonstrate inclusive behaviour and show respect  Adept
A Inclusion for diverse backgrounds, experiences and
perspectives
ﬁ Communicate Effectively Communicate clearly, actively listen to others, and Advanced
Relatonsips respond with understanding and respect
ﬁ Work Collaboratively Collaborate with others and value their contribution ~ Adept

Relationships
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EI/ Deliver Results Achieve results through the efficient use of Adept
Results resources and a commitment to quality outcomes
D‘/ Demonstrate Accountability Be proactive and responsible for own actions, and Adept
Results adhere to legislation, policy and guidelines
@ Finance Understand and apply financial processes to Intermediate
Enabier achieve value for money and minimise financial risk
& Procurement and Contract ~ Understand and apply procurement processes to Intermediate
Enabiers Management ensure effective purchasing and contract
performance
& Project Management Understand and apply effective planning, Intermediate
Enabiers coordination and control methods
g% Inspire Direction and Communicate goals, priorities and vision, and Adept
Mansgement Purpose recognise achievements
EL3 Optimise Business Manage people and resources effectively to achieve  Adept
Matogeren Outcomes public value
Occupational Specific Complimentary Capabilities
Capability Capability name Description Level
group/sets
Statutory Interpretation Interpret legislation, subordinate legislation and Level 2
instruments in accordance with legislation and
Legal accepted legal principles
515 Legal Research Undertake legal research Level 2
Legal
Legal Advice Provide quality independent legal advice and Level 3
explanation of legal issues
Legal
SI& Legal drafting Prepare legal documents to achieve client outcomes Level 2
Legal
Litigation and Dispute Litigate and resolve disputes effectively in relevant Level 3
Resolution forums and jurisdictions
Legal
m Advocacy Act as an effective and ethical advocate Level 3
Legal
[ work
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