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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. 

  



 

  

 

Job Description 

Reporting to the Director of Policy, and his or her delegates, the Research Officer will 
provide support to the Policy Division by strengthening stakeholder liaison and assisting 
in the preparation of written material on a diverse range of legal and public policy issues, 
research papers and reports. 
 
The position provides an opportunity for the successful candidate to further develop and 
apply his or her skills in critical thinking, policy analysis and formulation and strategic 
relationship management.  
 
The successful candidate will ideally have 1-2 years post-graduation or post-admission 
experience or working towards legal qualifications, exceptional interpersonal and 
communications ability, a strong understanding of Australia’s legal and political systems, 
strong legal research skills and demonstrate a high degree of personal integrity and 
attention to detail.  

Duties and Responsibilities 

• Support the Director of Policy with the preparation of research, correspondence, 
reports, briefing notes, presentations and other documents such as: 

 Fact sheets on a range of issues for briefing and promotional use; 

 Business papers for Law Council Directors or the Executive which record and 
summarise Law Council activities and/or policy issues for decision; 

 Updates on Division activities to be placed on the Law Council website and 
in the Law Council’s periodic publications;  

 Speeches and conference papers;  

 Submissions to government inquiries. 

• Under direction, liaise with constituent bodies, Law Council Sections and other 
stakeholders as appropriate to inform them about Law Council Policy activities and 
ascertain information about their relevant activities. 

• Edit (including proof reading and formatting) final documents before they are 
issued publicly and ensure they are posted on the website where appropriate; 

 

• Under the direction of the Director of Policy, and his or her delegates, take and 

draft minutes/notes of meetings 

• Other duties as instructed. 

Selection Criteria 

Please submit a 2-page statement, outlining your suitability for the role, along with a 
written resume detailing your skills and experience. 
 
Please consider the following criteria when preparing your 2-page statement: 



 

  

 

• Work management skills – the ability to organise available time and to work both 
cooperatively and independently as appropriate and to manage competing 
priorities. 

• Strong communication skills – the ability to communicate with stakeholders 
(internal and external) effectively, both orally and in writing, and to build and 
maintain professional relationships. 

• Research, legislative analysis and writing skills – the ability to undertake legal and 
information research and produce reports that are clear, precise and accurate, in 
particular: 

 the ability to identify relevant information from both domestic and 
international sources; 

 the ability to critically discriminate between different sources of information; 

 the ability to present research findings in a clear, organised and concise 
manner which gives appropriate emphasis to significant issues/findings. 

• Knowledge and interest – an understanding and interest in Australia’s legal and 
political systems, including Australia’s criminal law framework and the ability to 
grow and strengthen strategic relationships. 

• Computer skills – in particular, a high-level of competence with Microsoft Outlook 
and the ability to experiment with and employ creative methods for summarising 
and presenting information. 

Qualifications 

• A bachelor’s degree in law, or working towards. 


