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POSITION DESCRIPTION:   MANAGING LAWYER, FAMILY LAW AND FAMILY VIOLENCE  

(PARENTAL LEAVE CONTRACT POSITION) 
 

The Fitzroy Legal Service is an amalgamation of the Darebin Community Legal Centre 
and Fitzroy Legal Service, which took effect on 1 February 2019. The amalgamated 
entity draws on the significant histories and legal assistance services provided by the 
Darebin Community Legal Centre (established in 1988) and the Fitzroy Legal Service 
(established in 1972). 

 
We work towards a fairer and more just Victorian community, one in which the legal and 
broader social system supports equality and justice. Our services are offered across the 
Cities of Darebin and Yarra, and the inner north of Melbourne. For further information 
please visit our website www.fls.org.au. 

 

Our Values: Integrity | Courage & Passion | Empowerment & Advocacy | Connected to   
Community. 

 

 

POSITION OUTLINE 

Classification 
and conditions 

The terms and conditions of employment are set out in the 
Community Legal Centres 2006-2009 Multiple Business 
Agreement (MBA) and Fitzroy Legal Service policies. This position 
is classified at Level 7 of the Social, Community, Home Care and 
Disability Services (SCHCADS) Industry Award and is offered as a 
5 day per week position.  A less than full time equivalent position 
will be considered.     
 
All positions at Fitzroy Legal Service are subject to the 
continuation of external funding. Employer funded superannuation 
is paid in accordance with the Superannuation Guarantee 
(Administration) Act 1992 and is in addition to the salary offered. 

http://www.fls.org.au/


 

 
 

The benefits of tax-effective salary packaging are also 
provided. 

Hours & Duration 38 hours a week.  A less than full time equivalent position will be 
considered.   
 
This is a parental leave position of 12-month duration. 

Location This position will be based at the Reservoir and Fitzroy offices and will 
involve travel to the other office and offsite as required, including 
Heidelberg Magistrates’ Court and Neighbourhood Justice Centre, 
Collingwood. 

Responsible to   Principal Lawyer, Legal Practice 

Direct Report/s   
• Community Lawyer, Family Law & Family Violence  
• Community Lawyer, Family Law & Family Violence  
• Community Lawyer, Family Law & Family Violence  
• Lawyer, Family Violence  
• Community Lawyer, Family Law & Family Violence & Coordinator 

Family Violence Health Justice Partnerships 
 

How to apply Applications must include:  
 

• A covering letter, no longer than one page;  
• A document which addresses the key selection criteria set out 

above; and 
• A resume which includes your contact details, education, 

previous work and volunteer experience.   
 

Applications should sent by email to:  
 

Hui Zhou, Principal Lawyer, Legal Practice 
hzhou@fls.org.au  

 
Applications must be received by 9AM Monday 2 August 2021.  
Late applications or applications which do not address the selection 
criteria will not be considered.     
 
Please direct enquiries regarding the position to Hui Zhou on 03 9419 
3744 or at hzhou@fls.org.au. 
 

mailto:hzhou@fls.org.au
mailto:hzhou@fls.org.au


 
 
 
POSITION OBJECTIVE 
The purpose of the Managing Lawyer, Family Law & Family Violence position is to provide day to 
day management, supervision and support to the Family Violence and Family Law services 
undertaken by Fitzroy Legal Service.  The Managing Lawyer, Family Law & Family Violence is a 
Nominated Person under the National Association of Community Legal Centres Risk Management 
Guide.  
 

KEY DUTIES AND RESPONSIBILITIES 

 
Legal Practice Delivery and Management 
• Conduct family violence intervention order and family law legal assistance: 

o Maintain and manage personal caseload;  
o Provide information, legal advice, assistance and referral in relation to family law 

matters, intervention orders and related legal issues; 
o Represent clients at court, when appropriate;  
o Where necessary, arrange for and brief Barristers to represent clients at court;   
o Provide duty lawyer services (as required); and   
o Where necessary and appropriate, provide clients with appropriate referrals to 

other legal and non-legal services;   
• Attend and service outreach at various locations as required;  
• Monitor family law and family violence legal services in order to ensure quality and 

consistency of delivery. This involves 
o continuous liaison and regular meetings with direct reports regarding the standard 

of advice, casework and duty lawyer services undertaken, appropriate client 
contact/communication, and the implementation of processes to capture and 
communicate strategic work; 

o provision of regular supervision and mentoring for direct reports, including file 
reviews; 

o oversight and development of systems, forms and precedents that ensure effective 
maintenance and review of client files, recording of statistics and service activities; 

• Support relevant staff to ensure they meet income billing targets; 
• As a Nominated person ensure compliance with relevant professional and ethical 

standards relating to legal practice, including the Legal Profession Act 2004 and the 
National Risk Management Guide of the National Association of Community Legal 
Centres; 

• Oversee Victoria Legal Aid Family Law and Family Violence panel memberships including 
compliance and reporting requirements; 

• Undertake staff recruitment, rostering, locum cover arrangements, performance 
management and professional development; and 

• Monitor financial reports and report against business plan as relevant to the Family Law 
and Family Violence practice. 



 
 
Leadership  
• Provide leadership, direction and support to the Family Law and Family Violence practice; 
• Work with the Principal Lawyer, Legal Practice to ensure services are consistent with the 

FLS vision, values, strategic goals and policy guidelines;  
• Work with the Principal Lawyer, Legal Practice to support, guide and foster an 

environment of continuous improvement, best practice, evaluation and innovation; 
• Monitor and implement supervision, support and mentoring for legal and non-legal staff 

(including volunteers); 
• Support staff wellbeing, including oversight and management of workload; 
• Motivate and guide staff in the implementation of systems, services, and processes that 

are effective, transparent and well documented;  
• Organise, prepare and chair Family Law and Family Violence team meetings; and 
• Representation of / responsibility for information sharing from the Family Law and Family 

Violence team to and from other FLS teams, including reporting activities to the FLS 
Board through the Principal Lawyer(s). 

 
 
 

Stakeholder and Community Engagement 
• Conduct community legal education on family violence and family law as required; 
• Oversee the development and authorisation of Family Law and Family Violence 

publications, information sheets and community legal education activities for legal 
accuracy and accessibility; 

• Work with the Principal Lawyer, Legal Practice develop and implement specific 
initiatives, projects and partnerships in response to community trends and issues 
around Family Law and Family Violence; 

• Work with the Principal Lawyer, Legal Practice identify and pursuing funding 
opportunities; 

• Work with the Principal Lawyer, Legal Practice to foster and maintain external 
stakeholder relationships and partnerships, in particular Heidelberg Magistrates’ Court, 
Victoria Legal Aid and the Federation of Community Legal Centres; 

• Work with Principal Lawyer, Legal Practice to maintain, develop and expand 
relationships with Justice Connect, private firms and barristers to facilitate pro bono 
referrals and partnership opportunities; and 

• Represent FLS at relevant forums, working groups, networks, events and 
conferences. 

 
General 
• Support the achievement of the FLS Vision, Values and Behaviours, adhering to 

organisational policies and procedures; 
• Attend internal staff and planning meetings, supervision and performance review 

processes; 



• Assist in the induction, training, and supervision of volunteers;  
• Participate in professional development, meeting CPD responsibilities as required; 
• Involvement in fundraising and other events as required; and 
• Perform other duties as directed and necessary to the proper performance of the 

role. 
 

 
KEY SELECTION CRITERIA 
 
Mandatory Qualifications 
• Australian Lawyer presently eligible to become an Australian Legal Practitioner, and eligible 

to hold an unrestricted Employee Practising Certificate in Victoria.  
 
Essential Knowledge, Skills and Experience: 
• Substantial experience and knowledge of family violence and family law;  
• Proven leadership and management ability, and the capacity to identify and respond to 

changing circumstances and priorities; 
• Demonstrated ability to lead and model processes and engage in supportive and 

constructive mentoring and supervision of legal and non-legal staff; 
• Highly developed interpersonal and communication skills, and ability to produce high quality 

written and verbal reports; 
• Experience in maintaining best practice in the delivery of legal advice, information and 

casework services ensuring legal compliance; 
• Demonstrated ability to engage and liaise successfully with a diverse range of stakeholders 

in the community, legal and government sectors; 
• Highly developed organisational skills and the ability to work under pressure and manage 

competing demands; 
• Good self-care and stress management skills;  
• Strong commitment to social justice and the philosophy of FLS; and 
• Eligible to be a panel certifier in VLA s29A panel for family law.   
 
Desirable Knowledge, Skills and Experience:  
• Experience working with people from Aboriginal and Torres Strait Islander backgrounds;  
• Experience working with people from Culturally and Linguistically Diverse (CALD) 

communities;  
• Experience working with people from LGBTIQ communities; and 
• Experience working within the legal assistance sector.  
 
Personal Attributes  
• Ability to contribute to a positive working environment;  
• Team orientation; and 
• Discretion and professionalism. 

 
 



 
 
The Fitzroy Legal Service is an inclusive employer and does not discriminate on the basis of age, 
race, gender, ethnicity, religion, sexual orientation, gender or disability. Members of the 
LGBTIQ+ community, CALD and Aboriginal and/or Torres Strait Islander people are encouraged 
to apply. 
 
To be eligible to apply for this position you must be an Australian or New Zealand citizen, 
permanent resident or hold a valid work permit or visa. 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
  



 


