
 

 

 

 

POSITION DESCRIPTION 
 

 

Position Title:  Principal Lawyer and Migration Agent 

Location:  Hobart, Tasmania 

Employment Status: 12 Month Fixed Term Contract 

Hours:   Flexible up to full- time 

Reports to:  The Board 

No. Direct Reports: Variable over time with employed professional staff, employed 
administrative staff and volunteers 

Remuneration: In line with Level 2, Legal Practitioners Award ($88,000-$108,000), 
negotiable commensurate with experience, plus 9.5% superannuation 
and salary sacrificing arrangements available 

Last Review Date: May 2020 

 

 

KEY PURPOSES OF ROLE 

To drive delivery of services offered by the Tasmanian Refugee Legal Service (TRLS) in a 
sustainable, efficient and effective manner. To ensure achievement of results. To increase the 
capacity, sustainability and positive profile of TRLS in Tasmanian society.  
 

OUR ORGANISATION 
The TRLS is a nationally accredited not for profit community legal centre (CLC) and a 
registered charity. It is funded by community donations and periodical grants. 
 
TRLS provides legal and migration services to Tasmanian refugees, asylum seekers and 
humanitarian entrants. In doing so we conduct both litigious and administrative casework, 
give advice and provide community legal education. 
 
TRLS is constitutionally apolitical and accordingly does not campaign on policy matters. It is 
governed by a Board of Directors (the Board). 
 
OUR WORKING ENVIRONMENT 
TRLS is committed to providing a professional, supported, safe and healthy working 
environment free from harassment and discrimination. 
 
 
 



 

 
 
LEVEL OF RESPONSIBILITY 

The Principal Lawyer and Migration Agent will operate with considerable autonomy under 
the direction and guidance of the Board. They will carry out the role thinking in a strategic 
manner, while always maintaining quality control, attention to detail and the effective 
provision of TRLS services. They will, in conjunction with the Board, set the standards, 
direction and reputation of TRLS.  
 
ROLE RESPONSIBILITIES 

1. Deliver Casework and Advice Services to TRLS client’s to a high level of proficiency,  
including by practicing and appearing in relevant Courts and Tribunals as required. 

2. Maintain and develop relationships with external stakeholders on behalf of TRLS.  
3. Represent TRLS on external committees and peak bodies including Community Legal 

Centres Tasmania. 
4. Keep the TRLS Board fully updated on TRLS activity, including by preparation and 

provision of monthly and annual reports and attendance at meetings of the Board as 
requested. 

5. Prepare thorough advice and recommendations for consideration and approval by 
the Board. 

6. Ensure record keeping and file management is maintained in accordance with 
professional and legal requirements. 

7. Oversee employed professional and administrative staff, as well as professional and 
administrative volunteers including by ensuring all TRLS output meets professional 
standards, workloads are managed, appropriate CPD and training requirements are 
identified and met, necessary certifications are maintained, and performance is 
reviewed. 

8. Promote the work of TRLS including through attendance at community events, 
creating and maintaining relationships with external stakeholders and utilising social 
and traditional media. 

9. Develop and deliver community legal education materials and presentations relevant 
to the practice areas of TRLS. 

10. Identify opportunities for the development and improvement of TRLS’ services, 
including by remaining abreast of developments in the law and specific to the sector. 

11. Preparation of timely applications for sponsorship, grant’s, and other sources of 
funds, including state government budget submissions, as well as required acquittals 
and reports for funding received. 

12. Develop and maintain relationships with external practitioners providing pro-bono 
and low- bono assistance to TRLS and its clients, including by provision of effective 
assistance in the role of instructing solicitor for the purposes of briefed client 
matters. 

13. Preparation, review, updating and documentation of workplace policies and 
procedures for approval by the Board, including as required by accreditation with 
Community Legal Centres Australia. 

14. Ensure that both you, and TRLS, are compliant with legal and ethical obligations 
under the Migration Agent Code of Conduct and Legal Profession Act 2007 (Tas). 



 

15. Ensure that appropriate insurance cover is maintained in conjunction with the Board. 
16. Promptly and fully respond to routine and ad- hoc direction from the Board. 
17. Ensure Workplace Health and Safety obligations are met and that you act as a role 

model for all employees and volunteers by following safe work practices and 
procedures. 

18. Declare any actual or perceived conflicts of interest to the Board. 
19. Comply with all TRLS policies and procedures, including by appropriately dealing with 

any issues arising from other employees, volunteers, clients or stakeholders. 
20. Other duties as reasonably requested by the Board. 

 

 
POSITION REQUIREMENTS 

1. A current unrestricted legal practicing certificate (or ability to promptly obtain). 
2. Current registration as a Migration Agent (or ability to promptly obtain). 
3. Drivers licence. 

 

 
SELECTION CRITERIA 

1. Demonstrated: experience and success practicing in the public law arena, especially 
regarding migration and humanitarian matters; a high level of knowledge of 
migration and administrative law. 

2. Demonstrated ability to: define, plan, schedule and deliver work outputs to achieve 
service delivery objectives in accordance with professional, ethical and statutory 
timeframes; be adaptable and flexible; appropriately delegate and ensure 
sustainability of workloads; identify improvements, respond and implement to 
completion. 

3. Capacity to: lead, motivate and coach others to achieve their best; resolve conflicts 
and maintain high levels of ethical and professional behavior at all times; successfully 
lead a small team to achieve goals of TRLS in a resource constrained environment; go 
above and beyond- follow through. 

4. Demonstrated: effective written and oral communication skills; ability to draft 
written documents to final standard for various audiences including appeal courts, 
administrative decision makers, funders, internal employees, volunteers and clients 
from culturally and linguistically diverse backgrounds stakeholders and media; ability 
to deliver persuasive oral argument, including in court or tribunal settings; ability to 
distill complex law into easily understandable advice. 

5. Ability to think strategically and convert ideas to practical implementation in the 
growth and expansion of service delivery, particularly in the Community Legal Centre 
sector. 

6. A passion for TRLS clients and the delivery of justice. 


