[image: image1.jpg]


Legal Services Commission of South Australia
JOB AND PERSON SPECIFICATIONS
	Title of Position: Relieving Legal Secretary/Receptionist
	Administrative Unit:

Administrative Support Services

	Classification Code: ASO2
	Branch: Human Resources

	Stream Code:      
	Section:      

	Career Group Code:      
	Occupant:      

	Discipline Code:      
	

	Type of Position: 
	

	
	Ongoing

	 FORMCHECKBOX 

	Temporary
	Term: for up to 12 months  Full/Part time 

	
	Casual
	


Job and Person Specifications Approval
All excluding senior positions


 
/
/


Director or Deputy Director

JOB SPECIFICATION

1.
Summary of the broad purpose of the position in relation to organisation goals (Its expected outcome and how it is achieved).

This position, in conjunction with other administrative support staff in the Commission, is responsible for providing secretarial, reception and administrative support services to the staff in any of the metropolitan offices and sections of the Commission including the Youth Court and Magistrates Court, in a relieving capacity.

2.
Reporting/Working Relationships (To whom the person reports, staff for whom person is responsible, and other significant connections and working relationships within the organisation).

Responsible to the Human Resource Manager through the Secretarial Coordinator of the Legal Services Commission of South Australia.

3.
Special Conditions (Such as non-metropolitan location, travel requirements, frequent overtime, etc).

· Full and part time applications will be considered.
· The incumbent will be required to work in any of the Commission’s offices and sections within the metropolitan area.
· This is a temporary appointment for up to 12 months.
· The incumbent is required to work within the set hours of the relieved offices and sections. Start time each day will be 8.45 am.
· Some out of hours work may be required.
· Hours / days worked to be negotiated. Salary will be paid according to hours worked.
· Keyboard skills of 60 wpm is essential.
· Must possess a current drivers licence and willingness to drive is essential.

· Will be required to submit to a Police Records check.
· The Legal Services Commission operates a smoke free environment.
4.
Statement of Key Outcomes and Associated Activities (Group into major areas of responsibility/activity and list in descending order of importance).

In keeping with the position to which relief is provided, the incumbent will be required to:

· Provide a secretarial and administrative support service to the solicitors on a day-to-day basis, including maintaining appointment diaries, arrange client appointments, Court hearings and settlement times, distributing and re-directing mail and requisitioning office supplies. May also be required to close files, code and enter computer forms and keep statistical data.

· Monitor incoming calls for solicitors and act on the matter according to Commission procedures and the personal requirements of each solicitor.

· Provide advice and assistance to other secretaries on the various aspects of Court procedures and constraints and legal precedents and formatting of documents.

· Provide support to other secretaries to ensure urgent work is completed in a timely manner.
· Be available to receive members of the public who attend the Commission’s offices.

· Provide reception and telephone answering services in a friendly and courteous way.

· Assist with the maintenance of statistical records of persons attending reception and ensure that completed advice forms are filed.

· Ensure conflict checks are made.

· Ensure that pamphlet boxes are filled with current information.

· After setting priorities, perform typing duties in accordance with Commission policies and procedures, involving the use of word processors and dictaphone equipment.

· Assist with the collection and distribution of the mail and with the responsibilities of the postage book.

· Receipt and bank any incoming monies.
· Conduct minor research as required including the collation of documents and preparation of Briefs for in-house solicitors.
The incumbent is expected to work in a manner consistent with the Code of Conduct for the South Australian Public Sector Employees.

The incumbent is responsible and accountable for working in a safe manner and taking reasonable care to protect his/her own health, safety and welfare and avoiding adversely affecting the health, safety and welfare of others at work by complying with OHS&W and EEO Legislation, policies and practices.

Acknowledged by Occupant 
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PERSON SPECIFICATION
ESSENTIAL MINIMUM REQUIREMENTS (Those characteristics considered absolutely necessary).

1.
Educational/Vocational Qualifications (Include only those listed in Commissioner’s Determination No 27 as an essential qualification for the specified classification group).

2.
Personal Abilities/Aptitudes/Skills (Related to the job description, and expressed in a way which allows objective assessment).

· Possess the motivation and initiative to operate with a degree of autonomy in providing secretarial support to solicitors and paralegal officers.
· A minimum typing speed of 60 wpm.
· An ability to make decisions and sound judgments about what needs to be referred to the supported solicitors and paralegal officers.

· The ability to deal with clients with a level of tact and initiative so that routine matters need not be referred to solicitors.

· The ability to complete letters and legal documents of a standard or regular nature from notes provided from professional staff.

· The confidence and authority to deal with other legal professional people such as other lawyers, prosecutors, court officials, on behalf of the solicitor and relating to legal cases and clients.

· A level of personal presentation consistent with the degree of maturity and reliability expected from the position.

· The ability to deal with difficult people and remain calm in difficult situations.

· Must possess good public relations skills.

· The ability to deal with confidential and sensitive matters.

· The ability to maintain discretion at all time with respect to Commission matters.

3.
Experience (Including community experience).
Experience in:-
· working as a secretary using Word XP.
· dealing with the problems in person and over the telephone.
4.
Knowledge
DESIRABLE CHARACTERISTICS (To distinguish between applicants who have met all essential requirements).

1.
Personal Abilities/Aptitude/Skills

2.
Experience
Experience in:-
· the formatting and presentation of legal documents.
· dealing with emotionally upset or angry clients.

3.
Knowledge
· A detailed knowledge of the legal process, Welfare Agencies and the procedures of the Legal Services Commission of South Australia and their bearing on the stages of the legal matters handled.

· An understanding of the procedures of the Legal Services Commission of South Australia.

4.
Educational/Vocational Qualifications (Considered to be useful in carrying out the responsibilities of the position).
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