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Victoria Legal Aid	
Position description – PLE Administrative/Project Officer 
Position description
Position title: 	Professional Legal Education Administrative/Project Officer 
Reports to: 	Managing Lawyer, Practice Support 
Program area: 	Legal Practice
Location: 	Naarm / Melbourne CBD
Classification: 	VLA3.2 - 32AO5C
Position type: 	Fixed term 
[bookmark: _Hlk130290087]
Position Summary
To provide effective and efficient administrative and project support to the Practice Support team and Legal Learning team to strengthen the provision of professional legal learning to Victoria Legal Aid (VLA) lawyers and practice partners. 
This role supports the coordination and delivery of legal training to VLA’s lawyers and practice partners to ensure the provision of high-quality legal services to clients and enable professional Continuing Professional Development (CPD) requirements to be met.
Responsibilities
Work with the Practice Support and Legal Learning teams to manage professional legal education (PLE) content within VLA’s learning management system.
Coordinate post training tasks, including developing online surveys to evaluate training, accurate data entry and analysis for evaluation reports, seeking feedback from attendees, and other tasks as directed. 
Provide support to the Legal Learning Initiative and other continuous improvement initiatives relating to professional legal learning to ensure the provision of high quality, relevant and accessible legal learning content, resources and pathways. 
Develop resources for and provide coaching to presenters who design and deliver PLE training.
Provide support to the Managing Lawyer and Practice Support team through the planning, coordination and administration of PLE training, events and operational activities, including support at online and in person events.
Support continuous improvement by identifying and implementing new processes relating to PLE that prioritise and improve the quality of legal assistance for clients and strengthen relationships with VLA's practice partners. 
Develop effective, clear, and concise written communications to support the promotion and delivery of PLE events and services.
Essential standards and capabilities
The following standards and capabilities are mandatory and required to perform the duties and responsibilities of 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 visa).
· Certificate IV in Training and Assessment or other relevant qualification, or equivalent professional experience.
· It is a requirement that all VLA employees reside in Victoria, or a nearby border community, and can attend for office-based days at their primary work location. From time to time you will be required to travel between various office locations to deliver quality services to our clients or for professional development.  
· All appointments are subject to reference checks and pre-employment misconduct screening. 
· You will be required to undertake a police check during pre-employment screening or at any point during employment with VLA.
Key selection criteria
1. Highly developed computer skills, including proficiency using a learning management system and Microsoft Office suite, with a demonstrated capacity to adapt to change and learn new online systems quickly. 
2. Demonstrated high level administrative support and organisational skills including the ability to assess priorities and meet deadlines under pressure in a busy team environment.
3. Demonstrated ability to provide effective team support whilst undertaking events or project-based work and manage tasks with minimum supervision.
4. Demonstrated experience in supporting the delivery of professional development programs.
5. Strong interpersonal and communication skills, with a proven ability to liaise effectively and collaboratively with internal and external stakeholders at all levels and to write clear and effective communications as required. 
6. Proven commitment to working positively and collaboratively in a team environment, contributing positively to team operations and working relationships.
7. Experience coordinating the administrative functions of training, conferences and events and in video editing (highly desirable)
8. A knowledge of the general business of VLA and a commitment to our vision and values.
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
Victoria Legal Aid is a cornerstone of Victoria's justice system, delivering essential legal services to the community. 
We provide legal advice, dispute resolution, representation, information and advocacy services to hundreds of thousands of Victorians each year for criminal, civil, family violence, child protection and family law problems. We ensure people have access to legal services close to where they live, across metropolitan, suburban and regional locations. 
Through non-legal, early intervention and dispute resolution services, we support people to understand their rights, participate in decision-making and resolve matters. We work closely with partners to influence policies and challenge unfair laws and practices to make our society fairer for everyone. 
By coordinating legal assistance and information, resolving issues early and supporting people through court processes when necessary, we help prevent problems escalating and reduce harm. We target our efforts and limited resources to help those with the greatest need. 
Legal Practice
Legal Practice provides a central point for whole-of-practice support and is the central point of contact for our practice partners, including private 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.
Professional Legal Education
PLE, as part of VLA’s Practice Support team, supports VLA lawyers through targeted training and professional development. The team provides a directed and strategic approach to training that ensures staff receive the right training at the right time as well as fulfilling CPD requirements.
An ongoing program of training activities across all practice areas using contemporary learning methodologies and technologies keeps VLA lawyers up to date with legal knowledge and developments. The team also provides advice and support to meet learning objectives and development needs. 
Our VLA vision and values
Vision 
Fair and inclusive justice where people have access to help, and laws and systems work for everyone. 
Purpose 
To help Victorians resolve legal problems and protect their rights, and to work with partners to improve laws and systems so they are fairer and more accessible. 
Values 
Our values are central to how we make decisions and deliver services. They guide our everyday actions, influence how we respond to legal need, and shape the way we work with clients, partners and each other. 
Fairness 
We are committed to fairness in society and facilitating fair and equitable access to legal and related 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 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 Peoples 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 to support principles of self-determination by increasing employment of First Peoples across all areas of VLA. We recognise that our workforce can benefit from the unique knowledge, skills and expertise of a diverse workforce including First Peoples 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 Peoples children, which we respect and value.

Position Description approved by People and Workplace Services
Position Title: 		Senior Recruitment and Retention Consultant
Date approved: 	August 2026
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