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ROLE DESCRIPTION
	Vacancy reference:
	CL(E)46/19

	Closing date:
	Monday, 2 September 2019 at 5.00pm

	Position title:
	Legal Clerk

	Branch/division
	WorkCover
Commercial, Property, Insurance and Risk Branch
Crown Law

	Location:
	Brisbane CBD

	Classification:
	PO2

	Status
	Temporary full-time for 6 months with the possibility of extension

	Salary range (per fortnight):
	$2,320.00 - $2,945.00

	Contact name:
	Edward Zappert, Assistant Crown Solicitor

	Telephone:
	07 3031 5770


Our vision
To be the Queensland Government’s first choice by being the best provider of legal services.
Our purpose
Crown Law’s purpose is to protect and support Government in the public interest.

Our core values
· Integrity – absolute impartiality and honesty
· Excellence – total attention to detail, consistency and client needs

· Respect – treat people as you would want to be treated
· Responsibility – everyone to take responsibility for their own work and do their best.
Your opportunity
Positions at this level undertake a range of straightforward legal matters under the supervision and guidance of more senior lawyers. The position of Legal Clerk requires the full completion of a law degree. 

Your key responsibilities 

· Perform, under close supervision, a range of legal work within the various legal practice groups of Crown Law. The attached schedule details the range of legal work undertaken across Crown Law.  The duties within these legal practice groups may include:

· The provision of advices and other legal documents for more senior lawyers within Crown Law, including the Assistant Crown Solicitor;

· Assisting more senior officers in the conduct of legal matters including court proceedings;

· Undertaking legal research and prepare papers as required; and

· Filing and service of legal documents.

· Legal clerks may also be required to assist with team administrative tasks as required. Participate in and maintain a proactive approach to Self Development, including:

· Achievement of CPD points; and 

· Participation in Crown Law’s performance management and development framework and any feedback processes.

· Comply at all times with the business standards, including:

· The client service charter;

· The requirement to meet set targets for billable hours; 

· Quality and timeliness measures; and

· Quality Assurance framework.

Your experience and skills
We are seeking highly motivated, energetic and proactive people to work as part of our dynamic team. Relating back to ‘Your Key Responsibilities’, you will be assessed on the basis of relevant capability and capacity for the following:
· Interpersonal savvy: Relates well to others and establishes positive working relationships both inside and outside the organisation. Utilises diplomacy and tact even in high tension situations.

· Learning on the fly: Is a relentless and versatile learner who when faced with new problems learns quickly; is open to change; enjoys the unfamiliar and challenging tasks.

· Perseverance: Pursues all tasks with energy and drive; does not give up, especially in the face of setbacks or adversity.

· Problem solving: Is able to produce effective solutions through the use of rigorous logic and problem solving; is capable of objective analysis, will often come up with more than one solution to a problem.

· Time management: Uses time effectively and efficiently; effectively manages workload to attend to a broad range of activities and maximise results; is capable of achieving more in less time than others.

· Written communication: Is able to write in a variety of communication settings and styles; writing is clear and succinct.

· Functional/technical skills: Has the technical knowledge and skills to achieve expectations and requirements.

Mandatory
Admission, or eligibility for immediate admission, as a Legal Practitioner of the Supreme Court of Queensland, and enrolment or eligibility for enrolment, to practice in the Federal and High Courts of Australia.

It will be a condition of appointment that the successful appointee be admitted as a Legal Practitioner of the Supreme Court of Queensland at least on a conditional basis within 3 months of the date of appointment.  

Your benefits
You will work in a flexible organisation with fantastic employment conditions.  We offer challenging and engaging work, career development and competitive remuneration, work-life balance, and a unique and positive working environment.
How to apply
We would like you to provide:

· Your current resume providing information which demonstrates your ability to meet the requirements of the role.  

· Please email CLRecruitment@crownlaw.qld.gov.au quoting the vacancy reference.

Additional information
· The incumbent may be required to work across various teams and branches in Crown Law

· Applications to remain current for 12 months.

· A criminal history check will be undertaken for this position on any recommended applicant due to the nature of the work involved.

· Any applicant recommended for appointment who is a current or previous public sector employee is required to disclose previous serious disciplinary action taken against them.  If recommended for appointment the Panel Chair will contact the applicant further to discuss this requirement. 

· All newly-appointed public service employees are obliged to provide their chief executive a disclosure of employment as a lobbyist in the previous two years.

· All newly appointed public service employees who have been employed as a lobbyist in the previous two years are required to provide a disclosure to the Director-General within one month of commencement in accordance with Disclosure of Previous Employment as a Lobbyist Policy.

· This position may be subject to a three month probationary period.

· The incumbent may be required to work hours outside the normal hours.

· Interstate and Intrastate travel may be required.

People from diverse backgrounds including non-English speaking backgrounds, people with

a disability, women, and Indigenous people are encouraged to apply.

These skill descriptions are based on Lominger International’s LEADERSHIP ARCHITECT ® Competency Sort Cards, Copyright © 1992, 1996, 2001-2003 Lominger Limited, Inc., a subsidiary of Korn/Ferry International ALL RIGHTS RESERVED, and are used with the express permission of Lominger International

TEAM SCHEDULE

WorkCover Team - Commercial, Property, Insurance & Risk Branch

This Schedule identifies the specific requirements of the WorkCover team, Commercial, Property, Insurance and Risk Branch.
· Undertake the defence of complex workers’ compensation claims on behalf of the Crown, Crown Corporations and Instrumentalities in relation to the following areas of law:

· Workers’ Compensation Act 1990;

· WorkCover Queensland Act 1996; and

· Workers’ Compensation and Rehabilitation Act 2003.

· Provision of high quality advice in respect to matters arising out of the areas of law referred to above, including, but not limited to, indemnity, liability, quantum, and evidence, settlement, costs or other aspects. 

· Provision of high quality advocacy and litigation work in respect to matters arising out of the areas of law referred to above, including, but not limited to, appearing as Counsel on interlocutory applications and at compulsory conferences, drafting pleadings, affidavits and other court documents.

· In addition to the above Workers’ Compensation legislation, applicants should be familiar with or have knowledge of the following legislation: 

· Personal Injuries Proceedings Act 2002;

· Motor Accident Insurance Act 1994; and

· Civil Liability Act 2003.

· Should have an extensive knowledge of the Uniform Civil Procedure Rules and be familiar with the rules of the Federal and High Court.

· Is responsible for the provision of high quality advice, submissions and correspondence in complex and sensitive matters for consideration at Ministerial, Cabinet or inter-governmental levels.
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