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POSITION DESCRIPTION
	Position Title
	Paralegal

	
	

	Classification Level
	SCHADS Modern Award 000100 Level 4

	Location
	Suite 3 St Nicholas Community Centre
14 Council Avenue ROCKINGHAM WA  6168

	Hours
	Part-time (Up to 22.5 hours/week)

	Reports to
	Supervising Lawyer and Principal Solicitor

	Direct Reports
	Nil

	Employment Status
	A three-month probationary period applies.
Employment may be terminated by the employee or SCALES within the probationary period with one week’s written notice.
All positions at SCALES are subject to the continuation of external funding.

	Employment Conditions
	Social, Community, Home Care and Disability Services (SCHADS) Industry Award 2010 MA000100

	Primary Responsibilities
	The core responsibility of this role is to provide substantive casework and administrative support to solicitors by managing client files, drafting legal documents, organizing evidence, and acting as a liaison between the legal team, clients, and court registries to ensure the efficient progression of legal matters.

	Remuneration
	Salary in the range of SCHADS Level 4 ($47.32 - $50.92 per hour based on qualifications, skills and experience).
Employer funded superannuation in accordance with the Superannuation Guarantee (Administration) Act 1992 (Cth) (12%)
Plus above award payments including paid festive season closure leave.
Plus the option of salary packaging (salary sacrificing) up to $15,900 and long service leave at 10 years in accordance with the Long Service Leave Act 1958.



SCALES ORGANISATION
SCALES Community Legal Centre is a not-for-profit incorporated association based in Rockingham providing a range of free legal services to the south coastal metropolitan region of Kwinana and Rockingham.
SCALES partners with Murdoch University to host the Student Law Clinic.
SCALES has funding to provide services to women impacted by Family, Domestic and Sexual Violence (FDSV).
POSITION
The Paralegal position plays a critical role in supporting the delivery of legal services to vulnerable and disadvantaged members of our community. 

Working closely with our solicitors, the Paralegal will assist with casework, document preparation, evidence gathering, and the administration of our legal clinics. This role requires strong attention to detail, excellent organizational skills, a foundational understanding of the law, and the interpersonal skills to work effectively with people from diverse backgrounds.

KEY RESPONSIBILITIES
Legal Casework Support:
· Request, organize, and summarize evidence, disclosure documents, police facts, and subpoenaed materials.
· Conduct preliminary legal research on case law, legislation, and legal procedures as directed by the Principal Solicitor or casework lawyers.
· Liaise with court registries, external agencies, police prosecutions, and other law firms to follow up on information requests and file documents.
Document Preparation & File Management:
· Draft, proofread, and format legal documents, correspondence, affidavits, and standard court forms under the supervision of a solicitor.
· Manage and maintain accurate, up-to-date physical and electronic client files using the centre’s practice management software, ensuring all documentation is filed promptly and correctly.
· Ensure all critical dates and limitation periods are accurately recorded in the firm's diary and case management systems.
Clinic & Operational Assistance:
· Provide dedicated casework support during legal clinics, ensuring solicitors have the necessary files and documentation prepared in advance.

· Assist in the coordination of the Murdoch University SCALES Law Clinic students, helping them navigate file management systems and administrative legal procedures.
· Support the delivery of Community Legal Education programs by preparing legal materials, factsheets, and presentations.

Key Selection Criteria
(Qualifications, Knowledge, Skills and Personal Attributes)
· Relevant qualifications in legal, business, or administrative studies, current enrolment in a relevant degree, or equivalent practical experience working in a professional or legal environment.
· A foundational understanding of legal systems, processes, and terminology.
· Excellent written and verbal communication skills, with a high level of accuracy and attention to detail in document preparation.
· Strong interpersonal skills with the ability to work professionally and empathetically with clients, external stakeholders, and a multidisciplinary team.
· High-level organizational and time-management skills, with the capacity to prioritize tasks and meet strict deadlines in a busy environment.
· Proficiency in using practice management software, Microsoft Office Suite, and electronic document management systems.
Desirable
· Demonstrated understanding of and commitment to social justice and the mission of community legal centres.
· Previous experience working as a paralegal, legal assistant, or in a similar administrative role, particularly in family law, criminal law, or tenancy.
· Familiarity with local court registries and filing procedures in Western Australia.
· Experience handling sensitive or highly confidential information, with an understanding of trauma-informed workplace practices.
Personal Attributes

· Ability to contribute to a positive working environment and maintain a supportive, welcoming space for clients.
· Strong team orientation to collaborate seamlessly with lawyers, counsellors, and external agencies to achieve the best overall results for clients.
· Ability to manage competing priorities, respond calmly to urgent client needs, and maintain clear decision-making.
· High levels of discretion and professionalism to build client trust and strictly protect sensitive, confidential information.
· Commitment to the continuous improvement of service delivery to actively find better, safer, and more efficient ways to support the local community.
Mandatory Requirements of all Employees

· Demonstrated commitment to the SCALES Vision, Mission, and Values through daily work and conduct to ensure every client is treated with respect and receives holistic, human rights-focused support

	Job Description No.
	One
	Status
	V1

	Date
	October 2026
	Reporting To
	Principal Solicitor
Operations Manager

	Review dates
	October 2028
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