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	Position title/number:
	Executive Assistant

	Classification:
	General Division Level 3

	Division:
	Various *

	Business Unit:
	Varies depending on division

	Reports to:
	Division Director

	Direct reports:
	0 FTE
	 Office location:
	Perth



*Divisions: Directorate, Civil Law, Criminal Law, Family Law, Early Intervention Services, Lawyers Engagement Network, Regional Services.

Job Description
This position provides secretarial and administrative support to the Division Director and senior members of the Division. It also maintains a high standard of communication and public relations on behalf of the Division Director and senior members of the Division. 

[bookmark: _Hlk200463999]About us
[bookmark: _Hlk164680243]Legal Aid WA has one purpose: to see that the law protects all Western Australians regardless of poverty or disadvantage. We provide legal assistance services across Western Australia and the Indian Ocean Territories. We deliver those services through our offices in the metropolitan area and regional WA, Virtual Offices, outreach locations, and private lawyers across the State on our panels. We are funded by the State and Federal Governments, are governed by a Board of Commissioners, and we are accountable to the Western Australian Attorney General.
We are guided by our vision of providing equitable access to justice to support a fair and safe community, and we are driven by our values:

· Client centred
· Integrity
· Making a difference
· Innovation
· Respect


Scope of Duties
Provides administrative services to the Division Director and other members of the Division’s Leadership Team. 
Co-ordinates and distributes meeting agendas and papers, takes minutes of meetings and attends meeting as required.
Screens and attends to incoming calls and visitors, arranges appointments, and maintains the Division Director’s daily schedule/diary and handles travel and accommodation bookings. 
Applies analytical and decision making skills to support appropriate courses of action for clients. 
Acts as a role model and point of contact and assistance to other administrative staff in the Division.
Provides administrative assistance in relation to responding to client complaints, ministerial correspondence, and freedom of information requests. 
Operates effective information management and recordkeeping practices to achieve excellence in the treatment of all records received and generated within the Law Division and signed off by the senior members and the Director. 
Liaises with senior Government officers, members of the legal profession, Legal Aid staff and members of the public as required.
Identifies opportunities to improve information flows necessary for executive decision making and staff communications. 
Undertakes research, collates, proofs, and distributes information and reports as directed. Prepares correspondence and briefing notes as required. 
Other duties as required.
Selection Criteria
If any of the criteria below are in bold only those bold criteria must be addressed in applicant’s written application and resume. These and the remaining selection criteria will be assessed through interview or alternative selection methods.
Essential 
Highly developed verbal, written and interpersonal communication skills, which support your ability to build and sustain positive and effective workplace relationships.
Sound knowledge of administrative information management practices together with the ability to provide support and advice to staff at all levels.
Highly developed secretarial, keyboard and word processing formatting skills, including advanced knowledge of Microsoft applications.
Effectively self-manages, able to work autonomously and self-motivates. 
Proven ability to exercise discretion and tact and maintain strict confidentiality. 
Effective planning and organisational skills that support the achievement of planned outcomes.
Essential Core Competencies
These are essential criteria for appointment to all Legal Aid WA positions. Refer to the Core Competencies Matrix on our website.

Committed to the principles of social justice. 
Values people, partnership and teamwork. 
Willingness to learn and share knowledge with others. 
Outcome and service focused. 

Qualifications/Licences
· ‘C’ or ‘CA’ Class Western Australian Driver’s licence or equivalent. (Desirable)
All appointments to Legal Aid Western Australia are subject to satisfactory National Police Certificate and 100 Point Identification Check.
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