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North Australian Aboriginal Justice Agency

DUTY STATEMENT
POSITION:
Client Services Officer (CSO)
LOCATION:
Darwin
SUPERVISOR:
Managing Criminal Solicitor, Senior CSO
POSITION OVERVIEW

The North Australian Aboriginal Justice Agency Ltd (NAAJA) aims to empower Aboriginal people and advance the interests and aspirations of the Aboriginal community through the provision of a comprehensive range of legal and support services throughout the Top End of the Northern Territory. 
Client Service Officers are a vital part of providing a culturally competent and responsive legal service. CSOs act as the initial contact between clients and our service, assist legal staff to meet the legal needs of Aboriginal and Torres Strait Islander clients and provide practical support (including some administrative and office-based work) to ensure that our services are accessible and effective.
The position requires a multi-skilled, self-motivated person who has a strong understanding of Aboriginal community and culture.  Aboriginal people are particularly encouraged to apply.  CSOs travel regularly to circuit (‘bush’) courts with legal staff and are required to stay overnight in remote communities.

The successful person will have a basic understanding of the law although training will be provided in legal system, client service in a legal context and office systems particular to the position. 

REPORTING RELATIONSHIPS:
The CSO (Darwin) shall report to the Managing Criminal Solicitor, through the Senior CSO.
DUTIES:
The CSOs duties include:

· Obtain clear and accurate client information, including personal and family history

· Attend clients at Darwin prison and juvenile detention centre based correctional services, including through audio-visual link and provide where necessary, support, information, referral and follow up.
· Respond to client inquiries, provide legal information and assist communication between lawyer and clients.
· Provide advice and information to lawyers as required about Aboriginal culture and society

· Develop and maintain community contacts to assist clients access services related to their legal problems 
· Refer clients to other services where appropriate

· Arrange assessments for rehabilitation and emergency accommodation
· Assist with developing bail proposals, including contacting places of accommodation, booking transport etc
· Ensure accurate and complete Duty and Advice sheets are completed
· Organise client repatriations and other client and family follow up as directed by lawyers

· Ensure a high level of confidentiality is maintained at all times
· Ensure compliance with work health and safety requirements, including vehicle and equipment checks 
· Prepare court lists and organise client files for our duty lawyer or bush court services 
· Travel to remote communities to provide services in connection with circuit courts as required.
· Other duties as directed
SELECTION CRITERIA:
1. Knowledge and understanding of contemporary Aboriginal culture and society and issues facing Aboriginal people in the criminal legal system.
2. Demonstrated initiative and an ability to provide a high level of client service.
3. Good communication skills with a particular ability to communicate with Aboriginal and Torres Strait Islander people.

4. Experience in office procedures including word processing, email and file keeping
5. Ability to work as part of a small team and meet deadlines without supervision.

6. Availability to travel to remote communities to attend bush courts if required.

7. Ability/experience in liaising with other agencies, developing networks and contacts in other associated services such as emergency housing, policing, rehabilitation and community corrections/probation and parole.

8. Ability to obtain a satisfactory “Working With Children Clearance” (Ochre Card) upon commencement.

9. A current ‘C’ Class driving licence, with 4WD experience.
