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Job Description Form
Lawyer

Position Details	
Position Number:		Generic
Classification:		Specified Calling Level 2
Award:                               Public Service Award
Agreement:	Public Sector Agreement
Organisational Unit:	Strategy, Regulation and Legal / Legal Services 
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	May 2025

Reporting Relationships
This position reports to:
General Counsel, Specified Calling Level 6
Senior Lawyer, Specified Calling Level 4
Manager Claims, Level 8

Positions under Direct Supervision:
This position has no subordinates.



About the Department
Communities provides person-centred, place-based support to the most vulnerable members of our Western Australian community. 
We work towards this goal through a range of functions and service delivery responsibilities, all of which are more impactful and effective when we work in partnership with families, communities, community sector services and Aboriginal Community Controlled Organisations (ACCOs).
At Communities, we are privileged to provide services and partner with others to keep children safe; provide vital community services, including in emergencies; address homelessness; prevent family and domestic violence; provide stewardship for the disability sector; regulate the early childhood and care sector; and manage the agenda for Women’s interests, youth, seniors and ageing, carers, and volunteering.
We are on a continuous journey to improve the way we work with our communities and partners across Western Australia. Everything we do is about creating ‘better lives together through people, place and home’ and working together to provide responsive services that build safe, inclusive and empowered communities.
We promote a diverse workforce and embrace a high standard of equal opportunity, health and safety, and ethical practice.
Join us and work in a role where you can make a real difference to the lives of children, families, individuals and communities throughout Western Australia.

Role Statement
The Legal and Business Services Directorate provides a comprehensive legal service across the Department spanning executive; advisory services and legislation; commercial, property and projects; litigation and dispute resolution; and general legal and practice management.
Under the supervision of Senior and Principal Lawyers, these positions provide a legal consultancy service relating to departmental operational and strategic issues including preparing a wide range of legal documents.
Lawyers may participate and assist more senior practitioners in legal matters of greater complexity and sensitivity. In this context, Lawyers will be open to increase their knowledge and experience, building capability across the Department. 
The extent and nature of the legal work allocated will vary according to expertise. 

Position Duties and Responsibilities

1.	Legal Advice and Advocacy
1.1	Under supervision from Senior or Principal Lawyers, researches, prepares and manages legal matters that are considered routine. Seeks professional guidance when appearing before courts and tribunals but largely manages very routine matters autonomously. 
1.2	Assists and supports more experienced Lawyers in more complex or sensitive matters before courts and tribunals. 
1.3	Under supervision, provides legal advice on day to day or routine matters using some degree of initiative and professional judgement. 
1.4	Provides input and completes legal research, drafting a range of appropriately complex legal documents and Court documents spanning the control of the Department’s legal service. 
1.5	Under instruction, advocates, mediates, and negotiates on routine matters on behalf of the Department in a constructive and resilient way. 
1.6	Develops the capacity to problem solve constructively and deal effectively with situations that cause strong emotions in a resilient way while maintaining the highest degree of professionalism. 
1.7	Maintains awareness of relevant trends and legal matters pertaining to the Department’s responsibilities. 
1.8	Undertakes liaison and consultation with external parties such as court staff, WA Police, State Solicitors Office, Office of the Director of Public Prosecutions, Counsel, legal practitioners, witnesses and other government agencies. 

2.	Professional Development and Planning
2.1	Works effectively as a member of the Legal Services team, with the capacity and willingness to learn from more experienced Legal Officers to increase knowledge and capability. This includes receiving feedback and effectively incorporating such feedback into daily practice. 
2.2	Pursues professional development opportunities through participating in mentoring programs and demonstrating a commitment to learn from more experienced practitioners. 
2.3	Participates in identifying legal training requirements and suitable processes or programs to meet those needs. 
2.4	Participates in the development of strategies and local planning initiatives, policies and procedures to ensure compliance with appropriate legal requirements. 

3.	Consultation and Relationship
3.1	Builds relationships with stakeholders across the Department providing advice on routine matters. Gains an appreciation of the business and potential risks. 
3.2	Assists in coordinating processes involved in obtaining legal services for business units including the identification of legal issues, preparation of instructions, negotiation of fees and management of timeframes. 
3.3	Assists stakeholders with the interpretation of legal advice provided by service providers. 
3.4	Attends committees, conferences and working parties on behalf of the Department for routine to low risk matters as required. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with Communities Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Communities performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.

Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Bachelor of Laws Degree AND admission as a practitioner, however described, of the Supreme Court of Western Australia. 
2.	Good communication, interpersonal and negotiation skills to engage with stakeholders and draft legal documents. 
3.	Ability to undertake research and prepare accurate and practical legal advice in short timeframes. 
4.	Demonstrated exposure to providing legal advice and/or demonstrated exposure to participating in legal proceedings. 
5.	Knowledge and understanding of the relevant legislation, standards, codes and guidelines. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Appointment is subject to a satisfactory Client and Child Protection Check. 
3.	Appointment is subject to a satisfactory Communities’ Employment Records Check. 
4.	Appointment is subject to a satisfactory Working with Children (WWC) Check (ONLY applicable for position identified which may have contact with children within the Legal Rights for Children team). 
5.	Possession of a current Western Australian 'C' or 'C-A' Class Driver’s Licence or equivalent, and the ability to travel in response to organisational needs. This requirement continues for the duration of employment in this position and from time-to-time production of the licence may be required upon request by the Department. 
6.	The occupant of this position must have the ability to travel to and work in various Department Offices in the Perth Metropolitan Area in response to organisational requirements. 
7.	Flexibility to undertake intrastate travel and to stay overnight or for short periods. 
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