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Posi%on Descrip%on  
Posi%on details  

The Organisa%on 
First Step Legal (FSL) started over 10 years ago as a Health Jus8ce Partnership (HJP) within First Step, a 
not-for-profit mental health and addic8on clinic in St Kilda.  FSL is a unique Community Legal Centre 
providing pro bono legal advice, casework and representa8on to among the most marginalised in the 
community. In recent years FSL’s services have expanded significantly to incorporate health jus8ce 
partnerships with four organisa8ons: the First Step mental health and addic8on clinic; Windana’s 
residen8al drug treatment program; Alfred Health’s community mental health outpa8ent clinic; and Star 
Health’s Family Violence Program.  

FSL is NAS-accredited and a member of the Federa8on of Community Legal Centres. FSL only receives 
referrals from our HJP partners. 

FSL priori8ses its casework focus on clients who are genuinely engaged or wan8ng to be engaged in 
treatment, recovery and therapeu8c interven8ons that will support their ongoing wellbeing.   

FSL prac8ces predominantly in rela8on to criminal law and family violence (both vic8ms and 
perpetrators), as well as conduc8ng casework in family law, infringements and vic8ms of crime. Many of 
our clients have a number of different legal maVers.  Limited assistance – including discrete advice or a 
supported referral may be provided in some areas of law, e.g. tenancy, debt.  Secondary consulta8ons 
with clinicians at our four HJPs may include referrals for clients with other legal maVers.  

Posi0on Title: Legal Case Manager

Purpose You will work within a cohesive high-performing Health Jus8ce 
Partnership team, using your excellent legal and administra8ve skills 
at First Step Legal (FSL) to support a dedicated, professional team of 
lawyers, staff and students providing quality and compassionate 
service delivery to vulnerable and marginalised individuals.

Classifica0on: Social, Community, Home Care and Disability Services Industry Award 
2010 (SCHADS Award) Level 3.4  

Reports to: Principal Lawyer (see Org Chart)

Loca0on: St Kilda + outreach loca8ons (WFH arrangement as per any COVID19 
requirements or by agreement)

Employment Status: 1-year fixed term contract 

Hours: 0.6-0.8 FTE (22.5-30 hrs per/week)  

Proba0onary period: 6-month proba8onary period applies 



FSL currently comprises a small close-knit team of the Director (Tania Wolff is currently LIV President), a 
Principal Lawyer (Crime/FV), a Prac8ce Manager, Criminal-Generalist Lawyer, Family/FV Lawyer, a Legal 
Case manager, a Legal Administrator, an embedded Social Worker and several volunteer paralegals and 
lawyers.  

The Vision 
FSL’s vision is to increase Access to Jus*ce for clients struggling with mental health and addic8on issues to 
enable them to access supports to rebuild and improve their lives and by achieving legal and court 
outcomes suppor8ve of their con8nued recovery and rehabilita8on in the community.  FSL also works to 
champion HJPs and therapeu8c, compassionate legal prac8ce via law reform and advocacy opportuni8es.   

FSL aims to embody a methodology of prac8ce which values:  

● Delivering excellence in the provision of our legal services to clients within a framework of 
compassionate legal prac8ce 

● Ensuring clients are well-informed about the process and conduct of their legal maVers 
● Assis8ng clients who are genuinely engaged or wan8ng to be engaged in treatment, recovery and 

therapeu8c interven8ons that will support their ongoing wellbeing 
● Giving clients agency in decisions regarding their treatment that best support them and their needs 

● Working hard to achieve legal resolu8ons that will support ongoing recovery and rehabilita8on.  

Funding Sources 
FSL receives funding from a variety of sources including philanthropic, corporate, government and quasi-
government sources.  This includes Commonwealth Community Legal Services Program (CSLP) funding, 
new 2-year NLAP Funding (Responding to Perpetrators of Family Violence), Victorian DOJ funding, 
Victorian Legal Services Board (VLSB) (Melbourne University HJP outcome evalua8on) funding. 

The Role in Context 
The Legal Case Manager is a pivotal role to support the smooth running of FSL, working closely with all 
FSL Lawyers to directly support FSL’s Case Work clients as outlined in the Key Responsibili8es. Given the 
unusual prac8ce of FSL as a health jus8ce partnership and the important place on therapeu8c 
engagement, the role encompasses significant client support and liaison, regular client conferences with 
the client and with clinical and support staff to monitor progress. The role reports to the Principal Lawyer 
(with a ‘doVed line’ report to the Prac0ce Manager). 

The role sits in tandem with the Legal Administrator, who focuses on ini8al triage systems as the key FSL 
point of contact for incoming referrals, e-referrals and gree8ng clients. The role works collabora8vely with 
the whole FSL team and our HJP partnerships with the goal to assist clients with a broad range of legal 
issues to rebuild and restore their lives.  



Key Responsibili%es 

Key Selec%on Criteria 
Qualifica%ons, Knowledge and Skills, Personal ADributes: 
1. Relevant experience in providing high quality legal support for clients, ideally within a community 

based legal environment. 

Key Responsibility Areas

Legal Case Work 
Provide high quality legal case management for FSL’s Casework Clients as required, including by - 
• Developing and maintaining regular contact with case work clients, suppor8ng clients with 

appointments and par8cipa8ng in case conferencing;  
• Conduc8ng efficient and effec8ve legal file management and liaison to courts and tribunals 
• Suppor8ng the conduct of appointments with casework clients, including crea8on of new MaVers 

and/or upda8ng client data entries in Ac*onStep. 
• Suppor8ng the integrity of Ac*onStep data systems including – file and document management, 

logging of tasks and alloca8on of tasks to volunteers  
• Iden8fying and helping to link current clients with necessary support and assistance to maintain 

their commitment to their recovery and rehabilita8on, including those iden8fied in follow-up if 
appropriate.  

• Assis8ng with prepara8on for finalisa8on of legal maVers – including colla8ng reports 
• Documen8ng and recording client progress, performing exit interviews, surveys and follow up 
• Facilita8ng smooth warm referral processes with external legal support  
• Assis8ng FSL to prepare and complete annual audit check with CLCs Australia and support 

accredita8on 
• Suppor8ng funding acquiVals, including iden8fying and helping to write up client stories  
• Suppor8ng the Legal Administrator with alloca8on of du8es under FSL’s paralegal volunteer 

program and provision of back up  
• Assis8ng with legal aid billing and maintenance of office account 
• Suppor8ng recruitment, training and mee8ng ac8vi8es of FSL and secretariat support for Steering 

CommiVee and other mee8ngs with our HJP partners as required

Project Work 
Work collabora8vely with the FSL Team to support key projects, including by - 
• Providing support for FSL’s con8nued transi8on to Ac*on Step document management solware 
• Contribu8ng to the development and review of FSL Policy and Procedure Manual 
• Undertaking a range of projects or other du8es as required 

Organisa0onal Obliga0ons 
Meet organisa8onal obliga8ons, as agreed with the Manager, including by – 
• Undertaking training which meet FSL’s organisa8onal and professional development requirements   
• Par8cipa8ng in FSL ac8vi8es including staff, team and agency mee8ngs, supervision and debriefing 

Health & Safety 
• Ac8vely contribute to health and safety at FSL by being aware of safety policies and procedures and 

consciously applying these every day to ensure the health and safety of our workplace including 
addi8onal requirements to maintain a COVID-safe workplace.  



2. Proven ability to working both collabora8vely and independently in a team environment. 

3. Excellent administra8ve, organisa8onal and systems skills and the ability to priori8se tasks. 

4. Sound interpersonal/communica8on skills including with a variety of stakeholders. 

5. Highly proficient systems and computer skills, namely Microsol Office and Outlook.  

6. Sound working knowledge of client databases (ideally with experience in Ac*onStep). 

7. Demonstrated commitment to access to jus8ce, social jus8ce, and equality. 
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