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Job title:				Legal Practice Manager
Classification level:	Social, Community, Home Care and Disability Services Industry Award (SCHADS) – Level 6

Reports to:				Director of Legal Practice 

Employment status:	Fixed term, 12 months, part-time (0.8 FTE) 
Remuneration:	SCHADS Level 6 (+4.5%), $120,529 pro rata, plus employer-funded superannuation. This role attracts the benefit of tax-effective salary packaging available up to $16,000 per annum.
[bookmark: _GoBack]Employment conditions:	In accordance with the SCHADS Award, the Victorian Community Legal Centre Multi-Enterprise Agreement 2025 – 2028 (MEA), 5 weeks’ annual leave, 17.5% leave loading, and an additional 3 days paid leave over the Christmas shutdown period, and other applicable legislation.
Location:	North Melbourne and Kensington.  At least 80% onsite attendance is required.

Our Organisation 
Inner Melbourne Community Legal (IMCL) is a not-for-profit community organisation that provides free legal assistance to low-income people in the inner Melbourne area. Our mission is to create a fairer, more equal community through advocacy and law reform, education, casework and strategic litigation.
We provide access to justice to the most marginalised members of our community, including individuals experiencing homelessness, family violence, mental illness, disability, substance dependency and people from culturally and linguistically diverse backgrounds. 
We operate across two offices in North Melbourne and Kensington and deliver multiple integrated outreach services in partnership with other health, education and community organisations in the local area.
Some of IMCL’s signature programs include the Specialist Social Housing Program, Health Justice Partnerships and the Police Accountability Project. 
IMCL is also on the Victorian Legal Aid Panel for family law, summary and indictable crime, family violence and youth justice.
We are well known for our impactful and innovative service delivery approaches and operate in a dynamic environment.



Working at IMCL
IMCL is committed to promoting a diverse, inclusive and values-driven workplace. We offer flexible working arrangements and generous salary packaging provisions. 
We encourage people from diverse backgrounds and experiences to apply, including those with lived experience in the areas we practice. 

Role purpose 
Reporting to the Director of Legal Practice (DLP), the Legal Practice Manager (LPM) works closely with legal, operations and administrative staff to ensure the effective day-to-day operation of the legal practice.
The LPM is primarily responsible for:
1. 	Management of client intake and reception services and supervision and support of the intake team, including monitoring their day-to-day workflow
2. 	Supporting the legal practice in the accurate and timely recording of data and case file information
3. 	Working collaboratively with the DLP, legal practice managers and staff to ensure legal professional compliance, including compliance with accreditation requirements, legal practice rules and standards; 
4. 	Supporting the day-to-day administration of IMCL’s digital information and operational practice systems, including client, information, data and practice management programs and tools. 

Key Responsibilities 
1. Managing and supervising intake staff
· Manage a team of intake paralegals in the provision of high-quality, culturally safe, and client-focused services; 
· Oversee paralegal recruitment, supervision, leave and HR processes and professional development;

2. Co-ordinate the recruitment and induction of volunteer law students 
· Review and update volunteer training content and materials in collaboration with legal practice staff 
· Co-ordinate training and induction of volunteer law students 
· Manage a volunteer roster and routinely update and communicate changes with internal stakeholders. 




3. Legal practice compliance  
· In collaboration with the DLP and the Managing Lawyers: 
· Monitor and support compliance with the Risk Management Guide (RMG), internal guidelines, and legal requirements
· Support annual accreditation and quality assurance processes, including the annual cross check and continuous improvement initiatives 
· Support legal practice managers and the DLP in facilitating compliant legal, data and ethical requirements and provide ongoing training, as needed. 
· Support legal practice managers and the DLP in the recording of incidents and complaints.
· Support legal practice compliance in relation to file management and disclosure, including: 
· supporting the DLP and managers with the timely closure of files; 
· In collaboration with the Director of Operations, support the management and maintenance of secure storage and destruction of client information assets, including:
· Maintain a register of off-site client records and records of destruction 
· Maintain information destruction date register. 

4. Day-to-day legal practice administrative operations 
· Oversee the triage and intake of clients including: 
· Overseeing operational effectiveness of client and project intake, and suggesting initiatives for improvement where required 
· Developing and communicating project client identification rules to intake staff based on advice from project managers and other legal practice staff 
· Provide back-up support to staff intake as required, including responding to client enquiries by phone, in person and supporting with legal practice administration and data entry. 
· Prepare and oversee the legal practice roster for respective service and office locations; 
· Collaborate with the Operations team to ensure that IMCL offices are safe and accessible for clients;
· Support recruitment and induction of new IMCL staff, contractors and volunteers on matters including but not limited to file management processes, ActionStep and data entry. 
· Support arrangements for provision of community legal education and other internal and external training events.

5. Data management and compliance 
· Develop an internal information management system and internal process for the timely recording of client data and oversee and monitor the consistency and accuracy of file information/data capture to ensure compliance with the National Legal Assistance Data Standards and the Risk Management Guide; 
· Support the legal practice in the development of regular training of lawyers in data compliance standards, processes and procedures; 

6. Supporting digital systems and administration 
· Provide operational ICT management support for the legal practice team, including: 
· System administration and user management of Actionstep, EFAS, ATLAS, Zapier and other applications used by the legal practice team
· Support for the legal practice team with all online information management systems, including Microsoft 365 tools 
· Provide induction and training to legal practice staff on all platforms, including ongoing troubleshooting of issues and contributing to capacity-building initiatives. 
· As directed by the Operations Director, support the general day-to-day IT needs of the organisation, including coordinating with IT providers on system maintenance and troubleshooting;
· Monitor and identify improvements to legal practice management and digital information systems (Actionstep, cloud-based systems, etc) and processes, including conducting annual audits of IMCL's document management systems and ensuring the systems are up-to-date and fit-for-purpose. 
Works With 
This role will also work with our leadership team, monitoring and evaluation officer, external contractors, and other IMCL staff.
Selection Criteria
Essential 
1. Demonstrated adaptability and flexibility in leadership, with the ability to respond effectively to changing needs, priorities and circumstances;
2. Experience in supporting mandatory compliance requirements, accreditation, practice codes and/or standards; 
3. Experience in managing digital information and data storage platforms and implementing best practice information storage processes;
4. Demonstrated ability to prioritise and meet competing deadlines whilst working responsively and positively with people in a dynamic environment;
5. Excellent computer and database skills, ICT systems management and the MS Office suite (including Teams and SharePoint administration), including demonstrated ability to optimise data collection and reporting;
6. Demonstrated ability to work collaboratively and constructively as part of a diverse team, contributing to a positive, respectful and inclusive workplace culture;
7. Tertiary qualification in a relevant discipline, and/or relevant tertiary qualification plus relevant experience (4+ years): 
· Tertiary qualification in ICT management, business management and/or legal practice management
Desirable 
1. Experience working in a not-for-profit organisation, community legal centre or similar; 
2. Legal qualifications, or an excellent knowledge of the operations of a community legal centre. 
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