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North Australian Aboriginal Justice Agency

Duty Statement

POSITION:


CLIENT SERVICES OFFICER (CSO)
LOCATION:


KATHERINE
RESPONSIBLE TO:
SENIOR SOLICITOR & REGIONAL MANAGER, KATHERINE 
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. 
The successful person will assist legal staff with dealing with Aboriginal and Torres Strait Islander clients. They will provide support and be the initial contact between clients and the service. 

The position requires a multi-skilled, self-motivated person who has an understanding of Aboriginal culture.  Aboriginal people are encouraged to apply.  There will be regular travel to Bush Courts with Legal staff including overnight stays.

The successful person will have a basic understanding of the law although training will be provided in legal instruction taking and office systems particular to the position. 

REPORTING RELATIONSHIPS:
The CSO (Katherine) shall report direct to the Office Coordinator and the Senior Solicitor, Katherine.
DUTIES:
Responsible for providing a sensitive cultural link between clients and solicitors of NAAJA as well as administration and other office duties as required.  The CSO’s duties will include, but not be limited to, the following:

· attend to clients at Katherine based correctional services, including through video conference link and provide where necessary, support, information, referral and follow up 

· record incoming correspondence/faxes and refer to relevant staff member

· obtain clear and comprehensive instructions from clients in and out of custody and on all matters where necessary
· refer clients to other services where appropriate

· arrange appointments for legal staff and carry out any follow up arising from appointments
· arrange prison visits for legal staff
· arrange assessments for rehabilitation and emergency accommodation
· arrange and maintain court materials, stationary and resources for bush courts

· arrange and maintain court materials, stationary and resources for Court Office
· arrange accommodation for bush court where necessary
· conduct community legal education activities as required

· ensure Advice Sheets are accurately completed and signed

· assist with reception/answer phones/court rounds 

· organise repatriations and other follow up as directed by lawyers

· ensure a high level of confidentiality is maintained at all times

· prepare client files according to court lists, liase with Prosecutions, Community Corrections and Court staff regarding paperwork required for client files and court
· arrange Interpreters as and when required by legal staff
· prepare vehicle for bush trips and be responsible for maintaining the vehicle in a clean and working order
· arrange listing of matters with the court as and when required
· assist in obtaining support materials for upcoming matters

· Other duties as required

SELECTION CRITERIA:

1. Knowledge and understanding of Aboriginal and Torres Strait Islander cultures and an understanding of the law and justice issues affecting Aboriginal and Torres Strait Islander people in contemporary Australian society

2. A general understanding of the legal system in the Northern Territory and how it relates to Aboriginal people.

3. Good written and oral communication skills with a particular ability to communicate with Aboriginal and Torres Strait Islander people.

4. Experience/demonstrated ability in office procedures including word processing, filing and reception.

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

6. 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.

7. Ability to work as part of a small team and meet deadlines without supervision.
8. Punctual, reliable and proven professional work ethic.
9. A current ‘C’ Class driving licence, with manual and 4WD experience.
