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Senior Legal Administrative Officer
Care Consumer Law
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Care Consumer Law is a community legal centre providing legal services to people on low incomes or experiencing disadvantage or vulnerability in Canberra and its region. The Centre is accredited by Community Legal Centres Australia (CLCA) and run as a program of Care. 
We specialise in the following areas of law: consumer credit and debt including financial abuse, insurance, consumer protection, fair trading, and bankruptcy. 
The Legal Administration Assistant is responsible for providing high-level legal and administrative support to the Care Consumer Law Team and act as the first point of contact for clients of the legal centre. 

Title:			Senior Legal Administrative Officer
Classification: 	Social, Community, Home Care and Disability Services Industry Award 2010 (Level 4)

Location:	19-23 Moore Street, Turner

Employment Status:	Full time/Part time 

Reports to:	Principal Solicitor
Care is an EEO employer: Aboriginal and Torres Strait Islander peoples, persons with disabilities, and people from culturally, linguistically, and religiously diverse backgrounds are encouraged to apply.



Senior Legal Administrative Officer
Care Consumer Law

Selection Criteria
· Demonstrated high‑level organisational and follow‑through skills, including excellent time‑management, the ability to work effectively under pressure, and strong planning and problem‑solving abilities.
· Experience supervising, mentoring and coordinating administrative staff to achieve service outcomes,
· Strong attention to detail and a professional approach, with the ability to set and manage priorities and multitask accurately.
· Well‑developed oral and written communication skills, with the ability to liaise effectively with people at all levels.
· Excellent interpersonal skills, sound judgment, and the ability to develop and maintain productive working relationships with key staff and a wide range of internal and external stakeholders.
· A genuine commitment to delivering high‑quality client service.
· Solid knowledge of common software applications (e.g. Word, Outlook, Adobe) and strong technical skills in Microsoft Office and PowerPoint. Experience with legal practice management systems is an advantage.
· Ability to work effectively with people experiencing physical or mental illness, as well as individuals from disadvantaged or culturally and linguistically diverse backgrounds.
· A team‑oriented mindset with the ability to collaborate effectively and contribute positively to team outcomes.
· Have a demonstrated commitment to Care’s values of equity, inclusion, diversity and respect.
· Have experience working in an organisation with client groups who experience disadvantage and vulnerability.


Applications
· Applicants should direct enquiries and their written application enclosing resume (4 pages max) and a cover letter outlining their skill set with reference to the Essential Criteria (max 3 pages) by e-mail to Care Principal Solicitor, Ameena Rahimi ameena.rahimi@carefcs.org
Summary Terms and Conditions
· Full time/Part time
· Core office hours 9am – 5pm 
· Base salary commencement level SCHADS Award Level 4
· 4 weeks annual leave with 17.5% leave loading, paid annually.
· Christmas shutdown period excluded from annual leave and provided for by Care.
· Opportunity to purchase additional leave.
· Above Award personal leave entitlement of 18 days per year.
· Superannuation paid at Superannuation Guaranteed Rate to Employee’s choice of fund with opportunity for Employee co-contribution.
· Salary sacrificing available.
· Terms and conditions are those set out in the Job Offer Letter, Care Employment Contract, Care policies & procedures, SCHCADS Award and the National Employment Standards as set out in the Fair Work Act (2009).
· All Care staff are required to comply with Care policies & procedures.
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