
  



The Law Council of Australia exists to represent the legal profession at the national level, to speak 
on behalf of its Constituent Bodies on national issues, and to promote the administration of justice, 
access to justice and general improvement of the law.  

The Law Council advises governments, courts and federal agencies on ways in which the law and 
the justice system can be improved for the benefit of the community. The Law Council also 
represents the Australian legal profession overseas and maintains close relationships with legal 
professional bodies throughout the world. 

The Law Council was established in 1933 and represents 16 Australian State and Territory law 
societies and bar associations and the Law Firms Australia, which are known collectively as the 
Council’s Constituent Bodies. The Law Council’s Constituent Bodies are: 

• Australian Capital Territory Bar Association 

• Australian Capital Territory Law Society 

• Bar Association of Queensland Inc 

• Law Institute of Victoria 

• Law Society of New South Wales 

• Law Society of South Australia 

• Law Society of Tasmania 

• Law Society Northern Territory 

• Law Society of Western Australia 

• New South Wales Bar Association 

• Northern Territory Bar Association 

• Queensland Law Society 

• South Australian Bar Association 

• Tasmanian Bar 

• Law Firms Australia 

• The Victorian Bar Inc 

• Western Australian Bar Association  

 
Through this representation, the Law Council effectively acts on behalf of more than 60,000 lawyers 
across Australia. 

The Law Council is governed by a board of 23 Directors – one from each of the constituent bodies 
and six elected Executive members. The Directors meet quarterly to set objectives, policy and 
priorities for the Law Council. Between the meetings of Directors, policies and governance 
responsibility for the Law Council is exercised by the elected Executive members, led by the 
President who normally serves a 12-month term. The Council’s six Executive members are 
nominated and elected by the board of Directors.   

The Secretariat serves the Law Council nationally and is based in Canberra. 

 

 

 



 

The International Division of the Law Council of Australia is seeking a motivated Administrator to 
provide superior administrative and secretariat services to the Division and to the Law Council’s 
International Law Section (ILS).  The Administrator will work with the Law Council’s International 
Division, led by the Deputy Chief Executive Officer & Director, International, to assist in delivering 
the Law Council’s international work program. The Administrator will also provide close support to 
the ILS Executive and members of the ILS, 

The Law Council is extremely fast-paced and requires dynamic, intellectual individuals with problem-
solving skills and a desire to promote positive change, while defending important institutions and 
rights.  

The Administrator, International Division and International Law Section (ILS) will: 

• Work closely with the Director International in planning, prioritising, coordinating and managing 

the administrative activities of the International Division and the ILS; 

• Support delivery of the International Division Strategy Implementation Plan 2017-2020, 

including through coordination and logistical support for international meetings and contributing 

to the development of briefing documents for senior Law Council officers. 

• Support the Chair and the Executive of the ILS in conducting the business of the Section, 

including the management of incoming correspondence, the organisation and coordination of 

meetings and the overseeing of the AGM, the delivery of activities for the benefit of members, 

the coordination of submissions and other input to government processes on international legal 

practice and international law;  

• Support the ILS Chair and Treasurer in managing the Law Council resources and the ILS’s 

budget in accordance with the Law Council’s governance procedures: 

• In conjunction with the Public Affairs and Communications Division, manage and promote 
membership of the ILS, including through delivering services to ILS members, managing 
membership applications and renewals, and responding to inquiries from prospective 
members; 

• Other duties as required. 

 

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 duties and responsibilities of the position and the following criteria when 
preparing your 2-page statement: 

• Communication skills – the ability to communicate with stakeholders effectively (internal and 
external) both orally and in writing; 



• Relationship management skills – high-level ability to develop and maintain professional 
relationships with the Law Council’s internal and external stakeholder groups; 

• Committee Support – experience in providing administrative support for Committees, including 
preparation of agendas, taking and drafting minutes of meetings and taking follow-up action in 
a timely manner; 

• Time management and organisational skills - proven record of effective time management and 
ability to balance competing priorities, while working cooperatively within a small team;  

• Knowledge and interest – an understanding of, and interest in, international legal issues and 
the international practise of law.  

• Research and writing skills – the ability to undertake legal and information research and 
produce briefing papers and correspondence that are clear, precise and accurate. 

Tertiary qualifications in business, or a relevant field, and/or equivalent previous experience as a 
high-level Administrator. 


