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SCHEDULE 1 

Strategic Advisor to the CEO 

Position Description 

Position Title Strategic Advisor to the CEO 

Position Status 
Full-time or Part Time – negotiable  

Fixed term for 12 months – with a possibility of extension 

Salary 
$105, 000 - $115, 000 (depending on skills and experience) + 
salary packaging + superannuation     

Position Reports to  CEO 

Position Supervises  Nil  

Date Reviewed December 2021 

 

Women’s Legal Service Victoria 

WLSV is a highly respected not for profit organisation which has been providing free legal services to 

women since 1982.  We work with, and for women experiencing disadvantage to address legal issues 

arising from relationship breakdown or violence. We use our experience to inform our policy, law reform 

and education work. 

WLSV provides legal services within a multi-disciplinary and trauma-informed practice in family law, 

family violence and child protection. Our model incorporates social work and financial counselling to 

provide wrap-around support to the most at-risk clients. 

Our culture  

We are passionate, collaborative and solution-focused. We are committed to our mission to build a 

gender equitable society.  We work alongside women experiencing disadvantage, to promote their 

rights to live free from violence, and make informed choices about their relationships. 

We work in a way that is woman-focused, engaging and supporting the whole person and appreciating 

the complexity of her situation.  

It is through a feminist lens that we deliver high quality services to our clients and support each other 

as colleagues.   

Position Objectives 

As Strategic Advisor to the CEO, you will have a unique opportunity to support the leadership team in 

delivering and leveraging strategic and collaborative initiatives that will have immense impact on the 

lives of women across Victoria. This newly created role will be critical in ensuring the organisation is 

best positioned to identify and respond to emerging opportunities and effectively drive change.    

You will be responsible for ensuring the CEO and Directors are maximising their strategic influence 

both internally and externally through building a broad and robust network, and supporting lasting 

partnerships with decision makers and stakeholders. 
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Working closely with the CEO, you will provide a range of high-level executive and project support 

including strategic advice, preparing high quality documents, developing critical relationships, and 

implementing strategies to enable the achievement of the organisation’s strategic objectives.  

Key Responsibilities 

 Provide routine support to the CEO and Directors to maximise their role in building the 

strategic influence and external profile of Women’s Legal Service Victoria 

 Coordinate and provide strategic advice to the CEO on mobilising strategic resources and 

partnerships for the organisation  

 Provide strategic support, analysis and advice including coordination of briefing materials, 

management of critical tasks and individual projects  

 Provide advice, coordination, and support for strategic development, planning and impact  

 Monitor the political, funding and policy landscapes to identify emerging opportunities and 

challenges    

 Continually review environmental factors impacting clients and services to inform strategic 

development   

 Coordinate and undertake a range of often complex or sensitive activities including research, 

analysis, stakeholder management and communications 

 Keep up to date on relevant trends and innovations, to enable robust input and analyses  

 Assist the CEO to develop strong relationships with key stakeholders    

 Support access to timely and robust information for effective decision-making  

 Perform other duties as directed and necessary for the proper performance of the role 

 

Position Requirements 

Skills, Knowledge and Behaviour 

The following skills are required to be demonstrated: 

 Demonstrated knowledge and understanding of legal assistance or family violence related 

services, equity issues affecting women, and the justice system   

 Highly developed ability to monitor the political and policy landscapes to identify emerging 

opportunities and challenges 

 Excellent strategic mindset, problem solving capabilities and able to think holistically without 

losing attention to detail  

 Demonstrated highly developed written and verbal communication skills, producing 

documents and content that is both compelling and credible 

 Highly developed personal skills to deal with all types of situations professionally  

 Proven track record in building effective and lasting relationships at all levels and with 

external stakeholders  

 Proven ability to work proactively and independently and to self-direct work and manage 

ambiguity  

 Political nous and experience navigating complexity and strategy in the political context 

 Proven ability to effectively manage competing priorities calmly and with initiative and sound 

judgement based on the organisation’s and CEO’s priorities  

 

Qualifications and Experience 

The following qualifications and experience are required for the position: 

 Relevant tertiary qualifications in law, public policy, communications or management  

 Experience in a complex, for-purpose organisation led by values and the commitment to 

social change   
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Shared Organisational Responsibilities 

Women’s Legal Service Victoria (WLSV) has the following expectations of all employees: 

 

Values and Behaviours Employees have an important role to play in upholding WLSV’s 
ethics and values, including the Code of Conduct.  

Safe Workplace Actions The responsibilities of this position are completed in line with 
organisational Occupational Health and Safety (OH&S) policies and 
procedures. The incumbent will display and promote safe actions in 
the workplace at all times. 

Policies and Procedures The responsibilities of this position are completed in line with all 
WLSV policies related to the position. 

Legislative Framework The responsibilities of this position are completed in line with the 
relevant legislative framework of the position’s team. 

 

Equal Opportunity Employer  

Women’s Legal Service Victoria (WLSV) is an Equal Opportunity Employer committed to promoting a 

diverse and inclusive workforce and we strongly encourage Aboriginal and Torres Strait Islander people 

to apply for positions within our organisation. It is a key priority of our Reconciliation Action Plan to 

support principles of self-determination by increasing Aboriginal employment at WLSV. We recognise 

that our workforce can benefit greatly from the unique knowledge, skills and expertise of Aboriginal and 

Torres Strait Islander people in achieving a culturally safe and responsive service for our clients. 


