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North Australian Aboriginal Justice Agency Ltd

Duty Statement

POSITION:


Legal Secretary/PA
LOCATION:


DARWIN
RESPONSIBLE TO:
DEPUTY MANAGER – CRIMINAL SECTION 
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 applicant will have good administrative skills, work well in a small team, enjoy being busy and be keen to get things done. Training is provided in legal terminology, processes and office systems particular to the position.
The position requires a self-motivated person with high professional standards and an understanding of Aboriginal people and communities. 
REPORTING RELATIONSHIPS
Legal Secretaries/PAs in the Criminal Law Section report to the Deputy Manager of the Criminal Section, Darwin Office and work under the Senior Criminal PA.
DUTIES

Legal Secretaries/PA’s provide efficient and confidential secretarial support to the solicitors within the Darwin Office Criminal Law Section of NAAJA as well as administration and other office duties as required.  The position will have the following key responsibilities:

· accurate and timely file processing according to office procedures;

· accurate and timely word processing, including letters;

· ensure that all client files are maintained according to legal practice standards;
· enter, retrieve and maintain correct information about clients in the Client Management System;

· register and distribute daily mail for the Criminal Law Section;

· photocopying, faxing and other administrative tasks;
· answer phone calls/take messages/assist with reception when required; 

· other duties as directed.
SELECTION CRITERIA
Essential

· Experience in performing general secretarial duties including screening calls, making appointments, receiving information for/from clients and assisting clients

· Demonstrated highly effective administrative and organisational skills with a sound knowledge and experience in office procedures, including reception and file management 

· Competent typist (minimum of 50-60 words per minute) and familiarity with Microsoft Office products including Word and Outlook.
· Demonstrated ability to work under supervision and as part of a team

· An ability to work under pressure and meet deadlines.

· Knowledge and understanding of Aboriginal and Torres Strait Islander people and communities and some of the issues they face in getting access to justice.
· Ability to obtain a satisfactory “Working with Children Clearance” (Ochre Card) upon commencement

· Current NT Drivers Licence
Highly Desirable

· An ability to communicate sensitively and effectively with Aboriginal and Torres Strait Islander peoples.

· An understanding of the role and function of NAAJA and a general knowledge of the legal process.
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