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North Australian Aboriginal Justice Agency
Duty Statement

POSITION:


Criminal Practice Manager
LOCATION:


Darwin
RESPONSIBLE TO:
Managing Criminal Solicitor
POSITION OVERVIEW

The North Australian Aboriginal Justice Agency Ltd (NAAJA) aims to empower Aboriginal people and advance the interests and aspirations of the Aboriginal community through the provision of a comprehensive range of legal and support services throughout the Top End of the Northern Territory. 
The Darwin Criminal Law Section of NAAJA consists of criminal solicitors supported by secretarial staff and client service officers. The section is extremely busy and requires staff members to demonstrate high levels of motivation, energy and a commitment to professional excellence. 
The Criminal Practice Manager works closely with the Managing Criminal Solicitor and Principal Legal Officer to ensure that the Criminal Law Section is working effectively and efficiently and providing a high quality legal service to NAAJA’s clients.
The role requires an experienced lawyer with a background in criminal law who has high-level organizational skills and an aptitude for management and leadership. The role will include opportunities for discrete case work, but is primarily a managerial position.
REPORTING RELATIONSHIPS

The Deputy Managing Solicitor will report to the Managing Criminal Solicitor.
KEY RESPONSIBILITIES
1. In consultation with the Managing Criminal Solicitor, ensure the efficient and effective operation of the Criminal Law Section.

2. Implement and develop comprehensive practice management procedures in the Criminal Law Section with particular emphasis on rostering, file allocation, and file/information management.
3. Supervision and performance management of support staff, through team leaders.
DUTIES

1. Co-ordinate, in conjunction with the Managing Criminal Solicitor, NAAJA’s criminal law practice in the Darwin office.
2. Manage court listings (including liaison with courts) and the section’s roster; oversee file allocation and reallocation within the section; liaise with other NAAJA offices.
3. Provide high level legal advice and representation to Aboriginal people charged with criminal offences, including appearances in the Supreme Court.
4. Appear at Pre-Trial Conferences and Arraignments at the Supreme Court for NAAJA criminal matters; appear at the Court of Summary Jurisdiction for Preliminary Examination Mentions and Pre-Hearing Mentions as required.

5. Ensure practice management systems (eg diary, roster, filing, CMS client database) are working effectively.
6. Co-ordinate and oversee, in conjunction with NAAJA Corporate Services, recruitment processes, placement of volunteers and interns, and leave requests.
7. In consultation with the Managing Criminal Solicitor, support and promote the training and professional development of staff in the Criminal Law Section.
8. Oversee and promote effective knowledge and information management within the section. 
9. Manage, through the Senior PA and Senior CSO, the work of secretarial and client support staff of the Criminal Law Section, including through formal performance reviews.
10. Coordinate regular roster meetings and other meetings for the good management of the criminal section.

11. Provide accurate statistics, information and reports on NAAJA’s Criminal law practice to meet internal and external requirements as requested.
12. Represent NAAJA at external meetings and in public forums as required,
13. Other duties as reasonably directed.


SELECTION CRITERIA

POSITION: Criminal Practice Manager, Darwin
1. Admission (or eligibility for admission) as a legal practitioner in the Northern Territory.

2. An understanding of the issues affecting the disproportionate involvement of Aboriginal people in the criminal justice system and a demonstrated empathy and sensitivity to Aboriginal people, history and culture.
3. Significant experience in criminal law, including in superior courts.

4. Superior time management and organisational skills.
5. Experience managing and supervising staff.
6. Excellent communication skills, including the ability to communicate effectively with Aboriginal people living in the Top End.
7. Ability to work constructively with a diverse team of legal and non-legal staff and provide effective leadership.
8. Current NT Driver’s Licence.
9. Ability to obtain a Working with Children Clearance (Ochre Card).
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