
 

GPO Box 1989, Canberra 

ACT 2601, DX 5719 Canberra 

19 Torrens St Braddon ACT 2612 

Telephone +61 2 6246 3788 

Facsimile +61 2 6248 0639 

Law Council of Australia Limited 

ABN 85 005 260 622 

www.lawcouncil.asn.au 

 

 

 

 

 

Position Description 

 

 

Executive Officer  

 

 

 

 

 

 

 

 

30 October 2017  



 

 

 
Executive Officer   Page 2 

Background 

The Law Council of Australia (Law Council) is the peak national representative body of the 
Australian legal profession.  
 

The Law Council represents the Australian legal profession on national and international 
issues, on federal law and the operation of federal courts and tribunals.  It works for the 
improvement of the law and of the administration of justice.  
 

The Law Council is a federal organisation representing 60,000 Australian lawyers through 
their bar associations and law societies and Law Firms Australia (the “Constituent Bodies”).   
 

The Constituent Bodies of the Law Council are the:  
 

• Australian Capital Territory Bar Association 

• Law Society of the Australian Capital Territory 

• New South Wales Bar Association 

• Law Society of New South Wales 

• Northern Territory Bar Association 

• Law Society Northern Territory 

• Bar Association of Queensland 

• Queensland Law Society 

• Law Society of South Australia 

• South Australia Bar Association 

• Law Society of Tasmania 

• Tasmanian Bar 

• Victorian Bar  

• Law Institute of Victoria 

• Western Australian Bar Association 

• Law Society of Western Australia 

• Law Firms Australia 
 
The Directors of the Law Council are selected by and representative of the Constituent 
Bodies of the Council.  The Directors meet quarterly and set the objectives and priorities for 
the Council as well as determining its position on issues of public and legal policy.  Between 
meetings of the Directors, policy and governance responsibility for the Council is exercised 
by an elected Executive, led by the President.  
 

The Council’s administration is provided by a full-time Secretariat based in Canberra. The 
Secretariat acts on the direction of the Chief Executive Officer. 
 

In addition to its research, policy formulation and advocacy roles, the Secretariat provides 
administrative support to specialist Sections, Advisory Committees and Working Groups. 
These groups are made up of lawyers who are practitioners in particular fields of law 
including business, international, litigation, property, family law or public legal policy areas 
such as access to justice. 
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Job Description 

The Executive Officer will provide superior executive support to the President and Chief 

Executive Officer and high-level secretariat services to the Directors (Board). 

The successful candidate will work closely with the Law Council’s President, Chief 

Executive Officer and Office Holders, with particular note of the Directors, Section Chairs, 

Board Committees (including the Corporate Governance, Finance and Risk and 

Remuneration Committees), and Constituent Bodies.    

The role will report directly to the Chief Executive Officer and work closely under the 

guidance of the Chief Operating Officer. 

Duties and Responsibilities 

• Work closely with the President and Chief Executive Officer in planning, prioritising, 
coordinating and managing their activities, diaries and travel schedules. 

• Provide assistance to the President and Chief Executive Officer directly in the 
organisation and coordination of Law Council meetings, including the distribution of 
agendas and papers, liaison with venue, catering, oversight of travel/accommodation 
arrangements. 

• Draft, or facilitate the drafting of, correspondence and briefings for the President and 
Chief Executive Officer. 

• Facilitate communication between the LCA Directors and the Constituent Bodies with 
the President and Chief Executive Officer and ensure effective information flow 
between the offices through the distribution of papers, minutes and other relevant 
information. 

• Under the direction of the Company Secretary, ensure the Law Council is compliant 
under its ASIC obligations as it relates to the Directors meeting attendance; 

• Manage the production and distribution of notices, agenda papers and minutes for the 
Sections Chairs, Corporate Governance, Finance & Risk and Remuneration 
Committee meetings; 

• Other duties as required by the Chief Executive Officer and Chief Operating Officer 
from time to time. 

Selection Criteria 

To be considered for this position applicants need to provide a covering letter of no more 
than two (2) pages outlining their expertise against the duties and responsibilities of the 
position, along with their resume and the names of 2 recent work-related referees. 

This position requires skills/experience in the following areas: 

• Excellent organisational ability, with the capacity to work independently to discharge 
tasks with initiative and discretion whilst meeting tight deadlines. 
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• Provision of high-level secretariat support, including coordination and organisation of 
meetings. 

• Strong oral and written communication skills including high-level liaison and 
interpersonal skills to establish and maintain relationships with people at executive 
levels. Displaying tact, discretion and complete confidentiality. 

• High attention to detail. 

• Ability to build key internal relationships with executive management, as well as 
working as part of a close-knit team within a supportive environment. 

• A minimum of five years’ experience in a similar role. 

This position requires knowledge about the following areas: 

• General knowledge of corporate governance requirements. 

• Proficient working knowledge of the Microsoft Office suite of products. 

• Minute taking skills are essential to perform this role. The incumbent will be required 

to listen, interpret and take detailed minutes at a number of Board committees.  

Qualifications 

• Tertiary qualification in a relevant discipline or demonstrated relevant experience. 

 


