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COMMUNITY LEGAL CENTRES NSW  

 

POSITION DESCRIPTION 

 

EXECUTIVE DIRECTOR 

 

Position Title:   Executive Director 

Status:    Full-time permanent (a 3 month probation period applies) 

Hours per week:   35  

Salary: Minimum of $100,000 p.a. Final salary package to be 

negotiated depending on skills and experience. 

Accountable to:   CLCNSW Board through the Chairperson 

Date position reviewed:  November 2017 

 

Description  

The Executive Director (ED) of Community Legal Centres NSW (CLCNSW) plays a pivotal 

role in increasing access to justice across NSW. As the head of the peak body for 

community legal centres (CLCs) in NSW, the ED in partnership with the Chair of the Board 

leads and represents CLCs to government, community and the media. The ED also drives 

consultation and collaboration with our member community legal centres to put forward a 

vision and strategy for the CLC sector. On a more practical level, the ED manages 

CLCNSW’s human resources, operations, policy, and administrative functions on behalf of 

the Board. 

Reporting lines  

The ED reports to the Chair of the Board, and is responsible for directly managing five staff 

plus occasional project consultants.  

Terms and conditions 

The terms and conditions of the ED’s role are guided by the CLCNSW Enterprise 

Agreement, which is based on the SCHADSI Award but includes above-award conditions 

including a two-week Christmas close-down period (in addition to the usual four weeks of 

annual leave). Salary packaging is available. Superannuation rate is the standard 9.5%. 

The ED position is graded at the top of the CLCNSW Enterprise Agreement, ie a minimum 

of $100,000 p.a., however salary is negotiable. One-off assistance with relocation costs, or 

other benefits, may also be considered for the right person.  
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Organisation Profile 

Community Legal Centres NSW (CLCNSW) is the state peak body representing 37 

community legal centres (CLCs) across NSW. 

CLCNSW provides support to member community legal centres, and advocates for CLCs 

and for access to justice for all people in Australia.  

In addition to our leadership and advocacy role representing community legal centres, 

CLCNSW provides a number of services and support programs for our members, including: 

- Capacity building and sector development of CLC staff, volunteers and Board 

members through the provision of ‘Quarterly’ meetings, training days, and other 

professional development opportunities 

- The CLCNSW Financial Service which provides book-keeping and financial 

management services on a fee-for-service basis to subscribing CLCs 

- Accreditation assessment and certification of all member CLCs against the National 

Community Legal Centre Accreditation Scheme, 

- Coordination of the Aboriginal Legal Access Program which aims to increase the 

access of Aboriginal people to legal assistance services, 

- Development of a suite of Information and Communications Technology products to 

increase efficiencies and support the operations of CLCs.  

The CLCNSW office is located at 55 Holt Street, Surry Hills, very close to the Devonshire 

St end of Central Station and the new light rail line currently under construction.  

CLCNSW has a recurrent income of around $800,000 p.a. (from government grants and 

membership fees) and currently employs the following staff: 

- Executive Director (1.0FTE) 

- Aboriginal Legal Access Program Coordinator (1.0FTE) 

- Administrator (1.0FTE) 

- Advocacy and Communications Coordinator (0.8FTE) 

- Capacity Building Coordinator (0.8FTE) 

- Communications and Research Officer (0.6FTE) 

- Financial Service Manager (1.0FTE) 

- Financial Service Book-keeper (0.3FTE) 

CLCNSW also engages contractors for IT support and one-off projects including the Sector 

ICT project, training sessions, and policy projects.  

CLCNSW has recently established a Volunteer/Student Program. We expect to have 2-5 

students/volunteers in the office every week working on policy, research, communications, 

and administrative tasks. We also harness the strong pro bono support of law firms and 

other companies to increase our resources.   

For a copy of our current Strategic Plan, and more information about CLCNSW, see 

http://www.clcnsw.org.au/about.php.  

  

http://www.clcnsw.org.au/about.php
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Key duties and accountabilities 

Leadership 

and Strategy 

(internal and 

sector-wide)  

 

- In conjunction with the Board, provide leadership and strategic direction 

to CLCNSW and the CLC sector in NSW. 

- Develop CLCNSW’s vision and strategy to underpin a new outcomes-

based Strategic Plan for the organisation.  

- Oversee creation of 12-month workplans that ensure alignment of 

program activities with strategic outcomes, and allow simple reporting 

against the Strategic Plan. 

- Fster a strong and collaborative engagement with members and 

stakeholders across the legal assistance sector.  

- Develop and monitor strategies for ensuring the long-term financial 

viability of the organisation. 

- Represent CLCNSW and advocate on behalf of NSW CLCs to 

government, the National Association of CLCs, other legal bodies, 

universities, community organisations, and the media. 

Sector 

development 

and support 

- Drive the development of a 5-year CLC industry/sector development 

strategy through consultation with CLCs and key stakeholders. 

- Oversee and monitor the design, delivery and quality of CLCNSW 

programs and services. 

- Embed an outcomes driven approach to all programs and services.  

- Fulfil the role of Certifier for the Accreditation of member community 

legal centres  

- Identify funding and development opportunities for new sector support 

programs. 

Advocacy 

and policy  

- Promote, publicise and advocate for CLCNSW’s key policy platforms, 

including access to justice and the essential role of community legal 

centres in the legal assistance sector. 

- Ensure CLCNSW’s public policy positions are developed through 

consultation with members and are consistent with organisational 

objectives. 

Governance  

 

- Provide advice to the Board on matters including strategic direction, 

policy, program development and organisational performance, 

incorporating good practice, innovation, and evidence-based research. 

- Ensure CLCNSW has systems and policies which support effective 

governance and management. 

- Ensure the organisation operates according to its constitution and legal 

and regulatory requirements.  

- Provide support for the Board’s development.  

- Support the operations and administration of the Board. 
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People and 

Culture  

 

- Motivate staff and volunteers to perform at their best, with pride in 

shared achievements      

- Effectively manage staff according to the enterprise agreement and 

relevant human resources policies. 

- Represent and resource the Board in enterprise bargaining for a new 

enterprise agreement due by June 2018. 

- Promote a respectful and collaborative workplace with a positive and 

values driven culture.  

- Model good practice in managing workload.  

Finance - Prudently manage the organisation’s resources within a risk 

management framework, and ensure it operates according to 

appropriate financial delegations. 

- Oversee the development of annual budgets. 

- Provide accurate information to ensure the Board has oversight of the 

organisation’s financial position. 

- Oversee fundraising, new grant applications and other funding 

opportunities. 

 

Selection Criteria (you cover letter and/or CV should show how you meet these) 

Essential: 

 

1. Passion for social justice and social change. 

2. Experience in the legal assistance service sector - CLCs, Legal Aid, 

Department of Justice / AGD, Aboriginal Legal Services, or pro bono area 

of private law firms. 

3. Experience in a similar high-level leadership role.  

4. High level analytical skills in formulating policy and strategic service 

development. 

5. Demonstrated ability to understand, build and maintain relationships with 

a diverse range of stakeholders including CLCs, government, academia, 

parliamentarians, non-government organisations (NGOs), law firms, 

philanthropists, and the media. 

6. Strong interest in harnessing IT tools to improve NGO administration 

and/or legal service delivery. 

7. Demonstrated skills and expertise in organisational management and 

governance including strategic planning, compliance, risk management, 

financial management, and reporting. 

8. Ability to attract and generate income from a broad range of individuals 

and organisations, including but not limited to government, 

philanthropists, and corporate organisations, for the sustainability of 

CLCNSW as an organisation, and for the CLC sector more broadly. 
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9. Demonstrated commitment to working cooperatively and respectfully 

with Aboriginal and Torres Strait Islander peoples and organisations, 

ideally through the implementation of a Reconciliation Action Plan. 

Desirable: 

 

10. Experience working either in a peak NGO or within state / federal 

government. 

11. Experience in business or social enterprise development. 

12. Experience managing IT projects. 

13. Experience with quality assurance. 

14. Formal qualifications or training in community development, law, 

business, or project management. 

 

Personal Attributes 

❖ Collaborative: Your instinct is to engage with other people in your work, and look for 

ways to co-design programs or systems, instead of imposing your ideas onto others. 

❖ Decisive: You know when to make critical decisions and how to communicate them in a 

way to bring your team with you.   

❖ Strategic: You take a birds-eye, long-term view of issues, and constantly think ahead 

about the best way to position the organisation and our members within the legal 

assistance sector. 

❖ Diplomatic: You are skilled at building trust-based relationships with stakeholders, 

recognising that your conduct affects the image and respect others have of the sector as 

a whole. 

❖ A leader: You are not shy of stepping up to the plate – you walk the walk and talk the 

talk.    

 

Commitment to cultural safety  

• Commitment to working cooperatively and respectfully with Aboriginal and Torres 

Strait Islander peoples and organisations and to being guided by their vision, 

experiences, perspectives, and expertise. 

• Commitment to ensuring that Aboriginal people feel welcome and culturally safe 

working in and with CLCNSW. 
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