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Victoria Legal Aid	
Executive Assistant to Directors

Position description
Position title: 	Executive Assistant to Directors
Reports to: 	Directors of Criminal Law
Program area: 	Criminal Law Services
Location: 	Melbourne CBD, on Wurundjeri Country
Classification: 	WVR 3.2 – 32AO5C
[bookmark: _Hlk130290087]
Position Summary
The purpose of this position is to provide high level executive support and co-ordination to the Director of Criminal Law (Summary Crime and Therapeutic Justice) (job-share) and the Director of Criminal Law (Youth Crime, Indictable Crime and Appeals and Strategic Litigation). 

The role is responsible for managing complex diaries and workflows and coordinating administrative activities. The role will also work closely with the Executive Assistant to the Executive Director on relevant directorate processes, strategic projects, program initiatives and events across the Criminal Law Program and is a member of the Executive Support Forum working closely with other executive support officers across VLA. 
 
Essential standards and capabilities
The following standards and capabilities are mandatory and are 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).
· VLA follows a hybrid work structure where employees work from the office or remotely as required to perform the duties specific to each role. All VLA employees are subject to minimum levels of in-office attendance, as determined by operational needs. Hybrid work arrangements may be reduced or not available for this role due to the nature and responsibilities of the role. 
· Ability to independently travel to various office locations, meeting venues, outreach services, courts and tribunals to deliver quality services to our clients, for meetings and/or professional development, as required.
· All appointments are subject to reference checks and pre-employment misconduct screening. 
· You may be required to undertake a police check during pre-employment screening or at any point during employment with VLA.
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.
Responsibilities
1. Provide high quality and professional executive support to the Directors of Criminal Law including:
· Anticipates relevant operational issues, filters and assesses priorities in relation to the relevance and urgency of matters.
· Proactively manages complex email and diaries 
· Fosters and maintains trusted relationships with senior management, other Executive Assistants, staff and external agencies whilst maintaining the confidentiality of information.
· Coordinates and schedules meetings, travel and accommodation arrangements.
· Prepares written correspondence.
· Facilitates recruitment being undertaken by the senior leaders within the Criminal Law Directorate including paperwork, scheduling interviews, onboarding and induction.

2. Provide administrative support and assistance with work processes, strategic projects and program activities across the Criminal Law Directorate as required, including:
· Co-ordinates timely and pro-active communication with Directors to ensure the seamless process of approvals and workflows for direct reports. 
· Coordinates and schedules directorate meetings and production of meeting agendas and minutes.
· Coordinates internal and external events including liaising with speakers and presenters, coordinating logistics, catering, travel and accommodation, and managing budgets.

3. Assists the Directors of Criminal Law to manage the administrative functions of the Criminal Law Directorate in an effective and efficient manner, including matters related to line management and supervision of program areas, training and professional development, data management, performance management and reporting.

4. Performs other tasks as necessary to assist the Directors of Criminal Law in ensuring the efficient and effective day to day management and administration of the Criminal Law Directorate. 
Key selection criteria
Demonstrated high level organisational skills including the ability to manage own work priorities, prioritise and manage competing demands, meet deadlines, forward plan, problem solve and identify, anticipate and address preparation needs for the Directors. 
Demonstrated ability to proactively manage complex diaries. 
Demonstrated interpersonal skills including tact, diplomacy and discretion, the ability to maintain confidentiality, the exercise of sound judgement and the ability to liaise effectively and collaboratively with internal and external stakeholders at all levels.
Highly developed written and verbal communication skills, including the capacity to write in a clear and concise manner.
Demonstrated experience or capacity to quickly acquire skills in different software applications including Microsoft office suite applications, Records Manager and other administrative and project software.
A knowledge of the general business of VLA and a commitment to our vision and values.
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. 
Criminal Law Program
The Criminal Law Program is one of three practice programs (the others being Family Youth & Children’s Law and Civil Justice & Access and Equity) and is responsible for the delivery of services currently across four sub-programs.
1. Summary Crime 
2. Therapeutic Justice
3. Indictable Crime
4. Youth Crime
5. Appeals and Strategic Litigation
The Criminal Law Program objectives are:
1. To provide access to quality advice and representation for people charged with offences who cannot otherwise afford it, with a focus on those who are disadvantaged or at risk of social exclusion.
2. To influence the criminal justice system to provide timely justice, the fair hearing of charges and appropriate outcomes.
3. To ensure that people charged with offences are treated with dignity, well informed and guided appropriately through the criminal justice system.
4. To improve community understanding of criminal justice and behavioural issues.
Criminal Law Services are delivered across metropolitan and regional locations.
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.

Other relevant information 
· 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.  
· 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 people 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 employment of First Nations people 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 people 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 First Nations children, which we respect and value.
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