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P O S I T I O N  D E S C R I P T I O N  
 

 

ORGANISATIONAL CONTEXT 

 
The Neami Group provides community-based recovery and rehabilitation services that support people living 
with mental health issues to improve their health, live independently and pursue a life based on their own 
strengths, values and goals. Neami’s vision is full citizenship for all people living with mental health issues in 
Australian society. We provide services in more than 70 locations, ranging from the inner-city and suburbs 
to regional and remote parts of Australia. 

We believe that recovery is an individual process and that with the right kind of support everyone can live 
a life based on their own strengths, values and goals for the future. 

The Neami Group is committed to demonstrating the highest standards of safety and quality across all 
services. Quality, safety, and clinical governance activities are key responsibilities of all staff and an essential 
process in the provision of safe and high-quality support services. Neami acknowledges and values diversity 
and inclusion – we know that it makes our teams, services and organisation stronger and more effective. 

The Neami Group organisational structure comprises four networks:  
1. Operations  
2. Research, Engagement & Advocacy  
3. Service Partnering and Support  
4. Governance & Assurance  

For more information, please refer to www.neaminational.org.au  
 
POSITION OVERVIEW 

 
The Governance and Assurance Network (GaAN) supports the work of the organisation by ensuring 
independent legal advice, legislative compliance, oversight of Risk and Internal Audit functions, resourcing 

Position Title General Counsel and Company Secretary 
 

Reporting To Chief Executive Officer 

Employment Status Three year contract term 

Classification Executive contract to be negotiated with successful candidate  
 

Location Flexible - first 2-3 months of employment will be Melbourne based 

Direct Reports • Deputy General Counsel 

• Senior Lawyer 

• Senior Manager Risk & Assurance 

• Executive Assistant & Paralegal 

Date July 2022 

http://www.neaminational.org.au/
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the Board to meet its governance functions and oversight of key activities to assist the Board, CEO and 
Executive meet their legal and compliance obligations in an ethical manner. 

The General Counsel and Company Secretary (GC/CS) is a key strategic leadership role in the Neami Group 
and a member of the Group Executive.  The GC/CS leads and directs the legal, governance and risk 
portfolios to ensure that Neami’s strategic priorities and operations are supported by appropriate legal, 
regulatory and compliance structures and advice, and that risk is effectively identified and monitored. 

The GC/CS role provides strategic, accurate and timely advice to the NGCEO, the Board and Board 
Committees on the wide range of operational accountabilities and strategic priorities, taking into account 
the organisation’s enterprise and operational risk management frameworks and processes.  The GC/CS 
will strategically collaborate with the other members of the Executive Leadership Team in deepening 
inter-network collaboration across the organisation.  

KEY RELATIONSHIPS 

 
Internal 
Chief Executive Officer 
Executive Leadership Team 
Direct Reports 
Neami colleagues 

External 
Executives, General Counsel and Company 
Secretaries in other similar organisations 
Mental Health Community 
Professional associations 

 
CONDITIONS OF EMPLOYMENT 

 

The terms and conditions of employment will be negotiated with the successful candidate.   

A number of benefits are available to staff, including generous salary packaging with rewarding NFP 

fringe benefit tax exemptions. 

Core requirements prior to any offer, or commencement of employment: 

• Criminal record checks are mandatory for all new appointments. Neami National will cover 
the cost of an Australian check. Where a new employee has lived outside of Australia for 12 

months or more within the last 10 years, the cost of an International check will be borne by 

the applicant. 

• You must maintain a right to work in Australia, for the position and location of employment 
during your employment with Neami. You must comply with all terms of any such grant of 

a right to work in Australia. 

 
KEY ACCOUNTABILITIES 
 
1. Strategic Leadership 

a. Support the Board, CEO and Executive Leadership Team to drive the continued growth, 
financial resilience and development of the Neami Group, through the execution and 
evaluation of the organisation’s strategic directions  

b. Positively shape organisational and team culture with an authentic leadership style that 
models Neami Group’s values and approach 

c. Demonstrate and instill a culture which respects diversity, acknowledges the importance 
of the voice of Lived and Living Experience of mental health issues and enables 
organisational efficiency, accountability and transparency 
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d. Adopt a ‘walk the talk’ approach to promote healthy workplace culture and foster staff 
engagement. Motivate and inspire staff to achieve quality outcomes for the organisation  

 
2. Strategic Delivery 

a. Collaborate with the Executive Leadership Team to deliver to the strategic priorities in the 
2020-2023 Strategic Directions and future Strategic Directions determined by the Board  

b. Collaborate with the Executive Team to ensure that Neami Group operates in a 
sustainable and viable manner within budget, in compliance with laws, regulations and 
standards, and delivers on funding contract targets and requirements  

c. Provide strategic, accurate and timely advice to the Board and Board Committees, CEO, 
and Executive Leadership Team and management, on all areas for which the position is 
responsible 

d. Work closely with all Executives to ensure continuous improvement in the quality and 
safety of Neami Group’s services and outcomes for consumers and that our workplaces 
and systems are safe, effectively manage risk and are compliant 

 
3. Operational Leadership  

As Company Secretary 

a. Deliver high standard governance advice and support which reflects best practice in the 
NGO/NFP sector to the Board and Company Officers.   

b. Protect the interests of Neami and assist the CEO and Executive in meeting Neami’s 
corporate governance obligations;  

c. Ensure compliance with the statutory governance requirements of the Group; 

d. Ensure the Board and Board sub-committees are supported to operate effectively to a 
high standard with contemporary Charters, clear and well planned agendas and high 
quality papers, structured Board & Committee calendars, assistance in meetings and 
timely preparation of minutes. 

e. Support the CEO and the Board by facilitating effective communication between the 
Executive and the Board and Committees and act as a trusted adviser to the Board; and 

f. Ensure there is high quality and timely administrative support for the Directors.  

As General Counsel 

g. Oversee, deliver and manage the provision of high quality and timely legal advice on a 
broad range of complex legal issues, including in contracts and commercial law; statutory 
interpretation, public law and governance; privacy, data protection and requests for 
information; inter-agency relationships and agreements; disputes; and coronial matters 

h. Develop and manage the Legal Compliance framework to ensure Neami’s compliance with 
its legislative obligations and proactively advise on new legislation or legal developments 
relevant to Neami’s operations 

i. Actively advise the Board, CEO, Executive and National Leadership Team on legal, risk and 
governance issues 

j. Carry out the duties of Neami’s Privacy Officer consistent with Neami’s Privacy Policy 

k. Initiate legal action where required and oversee the defence of the organisation in any 
legal action in conjunction with external legal advisers appointed, manage claims or 
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conduct litigation to ensure that Neami’s interests and those of its staff are protected 

l. Ensure advice is delivered clearly in a manner which can be understood by non-lawyers 

m. Ensure the provision of education training and support to all Neami staff on relevant legal, 
contract, governance and risk issues 

4. Operational Management  

a. Lead the continuous improvement of the Neami’s enterprise and operational risk 
management, collaborating with the National Lead Quality and Consumer Experience to 
support the achievement of Neami’s strategic outcomes 

b. Strengthen and expand risk and assurance capabilities across the organisation and work 
collaboratively across Neami to establish a streamlined, coordinated, cohesive and 
effective governance approach that supports a strong and effective risk management 
culture 

c. Deliver a high quality internal audit program 

d. Manage the Business Continuity Plan and processes 

e. Manage the Group’s insurance policy portfolio 

f. Ensure risks are identified, appropriately mitigated and documented in accordance with 
Neami Group policies for all areas within the executive’s responsibility 

g. Provide contract management services across the organisation including legal 
assessment, general compliance and policy advice and approvals for operation and service 
provision contracts 

h. Oversee the day to day management of the contract database 

i. Develop a high-performing team that works collaboratively, accountably, and effectively 
across the whole organisation 

j. Lead a continuous improvement culture within the GaAN network; ensure that 
opportunities for improvement and future proofing are captured, assessed and 
implemented where appropriate 

 

KEY SELECTION CRITERIA 

 

a. Admitted as an Australian Lawyer and holding a current practicing certificate 

b. Demonstrated experience in a leadership role, reporting directly to a CEO or Board within 
a complex working environment including having worked in a Company Secretary role 

c. Demonstrated ability to operate as part of an executive team and provide high quality 
input into strategy development and business decision making 

d. Demonstrated ability to provide practical legal advice and exercise sound legal judgement 
within a complex environment and across multiple issues and experience managing legal 
compliance issues 

e. Outstanding written and oral communication and stakeholder engagement skills 

f. Knowledge and experience of the mental health (or related) sector and policy context, 
including understanding of state based and commonwealth-based funding and 
commissioning environments 

g. Well-developed leadership, coaching and mentoring capabilities 
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h. Possess a high level of commercial acumen and be able to navigate the political ecosystem 
in this high-profile organisation with the ability to interpret government policy, legal 
frameworks and high level reporting and data and utilize them in strategic decision 
making 

i. Strong analytical and conceptual skills, problem solving, negotiating, interpersonal and 
influence skills to lead strategy formulation and execution 
 

 
KEY COMPETENCIES  

 

• Strategic leadership – seeing the bigger picture for the organisation and its vision and 
purpose. A deep understanding of how to work through influencing and developing 
honest and strategic relationships at all levels of an organisation. Committed to leading 
in a way which promotes and supports alignment between the Board, CEO, Executive 
and National Leadership Team to achieve the vision and purpose of the organisation. 
Understands and demonstrates the importance of the voice of Lived and Living 
Experience in the work of the organisation. Uses a long-term strategic perspective and 
makes decisions that consider long-term value and impact and can demonstrate how 
these been made with an intersectional perspective  

 

• Legal advice and counsel – proven experience (>3 years) in a leadership role providing 
support for Boards, CEO and Executive. Able to be a trusted advisor to the CEO and Board 
and bring an impartial and strategic lens to the most difficult of situations. The ability to 
think laterally and strategically and committed to finding solutions and ensuring that the 
organisation operates as an example of best practice in pursuit of our Strategic Directions.  

 

• Emotional intelligence and flexibility – a strong understanding of emotional intelligence 
and how it influences your own work and leadership. A strong collaborative style and 
commitment to leadership, coaching and the flexibility to operate in uncertainty. Able to 
sustain yourself and support your team and colleagues in a high workload, resource 
constrained and evolving work environment, balancing competing projects and priorities 
operating with a high degree of professional autonomy 

 

• Stakeholder negotiation and influencing – Initiates and builds enduring relationships with 
stakeholders inside and outside the organization in a complex and diverse setting 

  
 
Applicants from Aboriginal and Torres Strait Islander backgrounds, or from culturally & linguistically 
diverse backgrounds or those with a lived experience of recovery and mental health challenges are 
strongly encouraged to apply. 
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HOW TO APPLY 

 

Applications for the position will need to include the following:  

 

Candidate Statement 
A Candidate Statement addressing criteria a-g of the key selection criteria listed above outlining 
what you believe you would bring to this position.  

 

Curriculum vitae  

• Covering positions held, dates, key achievements and details of present position  

• Details of education, professional training and qualifications including dates of degree 
completion 

• Any other relevant information 
 

Support for your application  
For a confidential discussion, please call Tom Dalton, CEO on 03 8840 5592. The application will 

be submitted through Careers at The Neami Group at https://apply.workable.com/neami-

national/.   

Your application will form part of the assessment of your communication skills 

Closing date: Midnight Sunday 14 August 2022 

https://apply.workable.com/neami-national/
https://apply.workable.com/neami-national/

