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Victoria Legal Aid	
Position description – Practitioner Support Officer
Position description
Position title: 	Practitioner Support Officer
Reports to: 	Senior Practitioner Support Officer, Panels and Practitioner Engagement    
Program area: 	Legal Practice, Civil Justice and Access & Equity
Location: 	Melbourne
Classification: 	VLA3.2 – 32AO5C
Position type: 	Maximum term
[bookmark: _Hlk130290087]
Position Summary
Practitioner Support Officers are responsible for:
· developing, implementing and evaluating innovative training and learning resources to support Victoria Legal Aid (VLA) staff and stakeholders to apply VLA’s guidelines, policies and standards
· providing quality advice to VLA staff and practice partners on the application of VLA’s guidelines and policies
· fostering and developing positive relationships with our practice partners
· assessing requests for grants of legal assistance in complex family law, criminal law and civil law proceedings.
Responsibilities
Design and deliver training and provide client-focused, high quality advice to VLA staff and practice partners in relation to VLA guidelines, fees, policies, Practice Standards and quality expectations. 
Collate and develop support materials, aids and tools that training recipients will receive through sessions that combine online, face to face and workshop style training.
Assess applications for legal assistance and provide ongoing management and monitoring of grants of legal assistance in accordance with delegated powers under the Legal Aid Act 1978 (Act).
Represent VLA where required at meetings and forums on matters relevant to the delivery of legal aid services.
Assist with corporate litigation and represent VLA in relation to funding decisions and other legal matters from time to time (if the role holder holds a current Australian practising certificate). 
Support continuous improvement by identifying and implementing new policies and processes that prioritise and improve the experience of people seeking legal assistance, private practitioners and VLA staff and strengthen relationships with VLA's clients, practice partners and the courts.
Contribute to/support the broader work of the Legal Practice Directorate.
Key selection criteria
1. Ability to develop and deliver training and education programs to ensure the effective and efficient delivery of services in the context of changing guidelines and policies affecting client services. 
1. Highly developed skills in building and sustaining relationships with a network of key internal and external stakeholders. 
1. Excellent communication and presentation skills, including the ability to use plain language to effectively communicate with a range of audiences. 
1. Highly developed organisational and time management skills with the ability to work both autonomously and collaboratively in multi-functional and cross-organisational teams.
1. Demonstrated ability to make sound decisions by interpreting laws and policies and applying them correctly to a wide variety of facts and complex situations.
1. A knowledge of the general business of VLA and a commitment to our vision and values.
Qualifications and experience
Tertiary qualification in a relevant area such as law, business or education (highly desirable).
A current Australian practising certificate which entitles you to practise in Victoria as a government legal practitioner (desirable).
Demonstrated experience working with First Nations Australians and understanding of cultural norms and communication styles (desirable).
Other relevant information
[bookmark: _Hlk130290425][bookmark: _Hlk130370147]To be eligible to apply for this position you must have the right to work in Australia (i.e., be an Australian or New Zealand citizen, permanent resident or hold a valid work permit or visa).
All appointments are subject to reference checks and pre-employment misconduct screening. A preferred candidate with an adverse conduct history or criminal record will not necessarily be precluded from employment with VLA and each application will be considered on its merits. Pre-employment checks for this position may include:
You may be required to consent to a police check. 
[bookmark: _Hlk30419276]It is a requirement that all VLA employees reside in Victoria, or a nearby border community, and attend for office-based days at their primary work location. From time to time you will be required to travel to meeting venues, outreach services, courts and tribunals including to deliver quality services to our clients or for meetings and/or professional development.
Occupational health and safety responsibilities at Victoria Legal Aid:
All staff at VLA are expected to champion proactive and positive health and safety practices in the workplace by raising health, safety and wellbeing issues or concerns with managers and colleagues. Staff are required to observe all safe work procedures, rules and instructions, and take all reasonable care for their own safety and for the safety of work colleagues by always operating in a safe and appropriate manner.

Organisational context
VLA provides legal aid services to the Victorian community through our in-house practice, contracted private lawyers as well as by funding community legal centres. We have 15 offices across Victoria. 
Victoria Legal Aid is a statutory authority that serves the broader community by providing information, legal advice, and education with a focus on the prevention and early resolution of legal problems. We prioritise more intensive services, such as legal advice, legal representation, non-legal advocacy, and family dispute resolution, for those who need it most. 
We recognise the intersections between legal and social issues in how we do our work and advocacy. We also work to dismantle the barriers that prevent people from accessing the justice system by participating in systemic reforms and strategic advocacy.
VLA’s Strategy 26 outlines our strategic directions across the first four years of our Outcomes framework 2022–30: an eight-year view of the difference we make for our clients, the Victorian community, our partners, and the services and systems we work with.
Our in-house legal practice covers three program areas: Criminal Law; Family, Youth and Children’s Law; Civil Justice and Access and Equity.
Legal Practice
Legal Practice provides a central point for whole-of-practice support and is the central point of contact for private practitioners, VLA lawyers and Community Legal Centre lawyers.
Legal Practice’s responsibilities include developing and supporting a quality legal practice, training and practice support, and the administration of the legal assistance scheme under the Legal Aid Act. It oversees legal practice and quality systems across all VLA’s practice areas to ensure consistent and innovative approaches to modern legal management.
The Legal Practice areas include:
· Grants & Quality Assurance
· Practice support and Library
· Internal Legal Services
Our VLA vision and values
Our vision
Our Vision is for a fair, just and inclusive society where people can get help with their legal problems and have a stronger voice in how laws and legal processes affect them.
Our purpose
To make a difference for clients and the community by helping to effectively address legal problems, supporting the coordination of a strong and dynamic legal assistance sector and working with partners to create fairer laws and systems.​  
Our values
Fairness
We are committed to fairness in society and to facilitating fair and equitable access to legal support.
Care
We care about our clients and the community and we approach our work with an awareness of the effects that trauma and discrimination can have. We treat each other with kindness and respect.
Courage
We approach our work with strength and confidence. We are guided by our values and what matters most to our clients and society.
Inclusion
We provide an inclusive environment for clients, staff, and referral partners.


VLA is an Equal Opportunity Employer committed to promoting a diverse and inclusive workforce
We strongly encourage people from diverse backgrounds and abilities, including First Nations Australians and refugees to apply for positions within our organisation. We will make reasonable adjustments to enable everyone to participate in our recruitment processes and to work productively and safely.
It is a key priority of VLA’s Reconciliation Action Plan to support principles of self-determination by increasing First Nations Australians’ employment across all areas of VLA. We recognise that our workforce can benefit greatly from the unique knowledge, skills and expertise of a diverse workforce including First Nations Australians and in achieving a culturally safe and responsive service for our clients.
VLA is a Child-Safe organisation
VLA is committed to the safety and wellbeing of children and recognises that children’s rights need to be respected, their views welcomed and valued, and their concerns taken seriously. We additionally acknowledge and appreciate the diverse and unique identities and experiences of Australian First Nations children, which we respect and value.
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