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Vacancy Information Kit 

 

 

Position Details 

Aurion reference number 1019/InD 

Type Ongoing 

Classification Executive Level 1 

Job Title Senior Legal Officer 

Location Barton, ACT 

Security Clearance Negative Vetting Level 1 

Closing date 11:55PM AEST Monday 27 May 2019 
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About us  
 

The Attorney-General’s Department supports the Attorney-General in achieving a just and secure society through 
the maintenance and improvement of Australia’s law, justice, security and integrity frameworks. 

The department’s key strategic priorities are to: 

• support the Attorney-General as First Law Officer, including by providing high-quality legal services to the 
Commonwealth  

• promote public sector integrity and strong oversight of Commonwealth law enforcement agencies  

• support a safe and secure Australia by delivering effective national security and criminal justice legislation  

• maintain an efficient and effective civil and criminal Commonwealth justice system, and work with 
international partners to strengthen cooperation and advance law and justice issues  

• enable a free society with balanced rights, freedoms and responsibilities 

The department operates in a diverse and complex environment to address challenging issues. We have a highly-
skilled and engaged workforce involved in policy development and implementation and program administration.  
The department also has a large number of practicing lawyers, mainly within the Australian Government Solicitor 
group within the department. 

Our future success is dependent on a workforce that is agile, diverse, outward looking, engages more effectively 
with risk, and responds flexibly to our changing environment.  

Central to the department meeting its strategic priorities objectives is a capable, engaged and flexible workforce 
which can perform and excel in a complex and changing environment. By investing in the development of our 
people, we aim to improve our productivity and enhance our ability to deliver high quality advice and outcomes. 

This recruitment process will be used to fill: 

Job title Senior Legal Officer 

Classification Executive Level 1  

Location Canberra 

 
The recruitment process will also create a merit pool for future similar vacancies in the: 

Business Unit International Division 

 
Ongoing positions may be offered as a result of this process. Non-ongoing position(s) may be offered for a 
specified term of up to 18 months. 

We strongly encourage and support people from culturally diverse backgrounds, Indigenous Australians and 
people with disability to apply as we are committed to creating an environment that values and utilises the 
contribution and experience from a range of backgrounds. 
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Our Opportunity  
 

Role and expectations of the successful candidate: 
International Division has an ongoing vacancy for a Senior Legal Officer (EL1 level) in the Litigation Unit of the 
International Cooperation Unit within the International Division. The role is based in Canberra.   The Senior Legal 
Officer will assist the International Cooperation Director (Litigation), who is based in Sydney and manages 
International Cooperation’s Litigation Unit. 
 
The Litigation Unit manages numerous extradition and Commonwealth parole proceedings before a range of 
courts (including Magistrates Courts across Australia, the Federal Court and High Court). The Unit operates 
on the basis of direct briefing, as well as engaging external legal representatives. In addition, the Unit is 
responsible for document production requests (whether through litigation or freedom of information) and 
mutual assistance matters which have a litigation aspect, and occasionally other litigation matters.  
 
The Senior Legal Officer in the Litigation Unit will assist with managing a small team based in Canberra and 
Sydney, and provide essential case support for the extradition, mutual assistance, international transfer of 
prisoners teams and the Commonwealth Parole Office. The position will be supervised by the Director (Litigation).  
 
In conjunction with the Director (Litigation), the Senior Legal Officer will be responsible for: 
 

• Acting as the instructing solicitor in a range of the Litigation Unit’s cases before the court across all 
Australian jurisdictions, including preparing court documents, liaising with counsel and dealing with 
opposing solicitors  

• Dealing with related Australian and foreign agencies, such as police, prosecutors and central authorities 
• Appearing in court on less complex matters (such as mentions) and instructing counsel in more complex 

litigation matters 
• Directly managing some of the Unit’s more junior staff, including delegating and supervising their work 

relating to litigation and other matters 
• Oversight of the overall management and planning of the paralegal  functions undertaken by the 

Litigation Unit, and  
• Depending on other priorities, managing a small number of extradition cases (i.e. beyond just the 

litigation stages) 
 
Who are we looking for? 

 
We seek people who bring external ideas, diverse experience, and global perspectives, and are willing to explore 
innovative ways of working. People who work for us will display leadership at all levels, apply information 
effectively in order to solve problems, and work collaboratively to achieve outcomes.  

Specific requirements of the role: 
This role will require the officer to operate with a large degree of autonomy. The Senior Legal Officer is often 
required to work on urgent, time critical matters, which demand a high level of technical competency and liaison. 
As such, in addition to being admitted to legal practice, it is necessary that the Officer possesses the following 
skills and attributes: 

 
• effective and active management of staff and own workload 
• high level of legal technical competency, preferably including administrative law experience 
• ability to quickly develop legal competency in a range of subject matter areas within the responsibilities 

of International Cooperation Unit  
• demonstrated strong communication skills and good judgment 
• high level of resilience  
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• high levels of flexibility and initiative, to ensure that working arrangements are effective with colleagues 

across a number of different locations, and 
• preparedness and capacity to travel as required to instruct in interstate matters. 

The successful candidate will have at least 2-4 years’ experience in litigation (noting the Litigation Section 
deals with aspects criminal, civil and administrative law), with the necessary skills to be able to appear in 
court on less complex matters, instruct counsel to appear in complex litigation and confidently deal with 
negotiations with opposing solicitors.   

Please refer to the AGD Performance Expectations for more detail. 

 
The range and nature of work within the Attorney-General’s Department requires a workforce that reflects our 
diverse society and the department provides a number of support mechanisms for employees. 

As an AGD employee, you will: 

• be part of an inclusive and diverse work environment 
• receive a generous starting salary and work conditions 
• benefit from supportive learning and development 
• be supported by a range of active networks including the Indigenous Employee Network, the Celebrating 

Ability Network, the Pride Network and the Cultural and Linguistically Diverse Network. 

To see further information regarding our support for our employees, please see our Workplace Diversity Page. 

What will the selection process entail? 
 

AGD uses a range of assessment options and processes to assist us in selecting suitably qualified and experienced 
applicants. We uphold the Merit Principle and our processes are designed to select the best available person for 
the job. 

1. Submit 
Complete and submit your resume, referees and one page statement (max. 750 
words) to be considered for the role. 

2. Shortlist 
Applicants for this process will be assessed on their written application using the 
relevant AGD Performance Expectations.  

3. Interview 
For further assessment, shortlisted applicants may be invited to attend an 
interview either in person or via video interview facilities. 

4. Referees Referee checks may be conducted for further assessment of suitability.  

5. Process 
complete 

Placement will occur for the successful candidate after the delegate has approved 
the process. A merit pool will be created and vacancies will be filled from the merit 
pool as they arise. All applicants will be notified of the outcome of the process.  

 

https://www.ag.gov.au/About/Careers/Pages/default.aspx
https://www.ag.gov.au/about/pages/workplacediversity.aspx
http://www.ag.gov.au/About/Careers/Pages/default.aspx
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Are you eligible to apply? 

 
To be eligible for employment at the Attorney-General’s Department applicants must be Australian citizens.  

Applicants offered employment will be required to successfully undergo a police record check and be able to 
obtain and maintain a security clearance at a specified clearance level. The successful applicant must be willing to 
disclose all relevant and required information. 

This position requires a degree in law from an Australian tertiary institution or comparable overseas qualification, 
which, in the opinion of the Secretary, is appropriate to the duties of the office and admission to legal practice in 
Australia.  

Successful applicants engaged into the APS will be subject to a probation period.  

How to apply 
 

Applications must be completed using the online recruitment system. If you are experiencing difficulties lodging 
your application, please contact our Recruitment Team by email HR.Assist@ag.gov.au or phone (02) 6141 6111.  

For further information about the role please contact: 
Name Lisa Hemingway 

Email lisa.hemingway@ag.gov.au  

Phone (02) 5126 6555 

 
Applications close at 11:55pm AEDT on 3 June 2019. 

As part of your application you will need to provide: 
• your current Resume 

• the names and contact details of at least two referees, one of whom should be a current supervisor 

• a statement of claims (max. 750 words) describing how you meet the AGD Performance Expectations. 

 
How to prepare your statement of claims 

 
Your statement should be succinct and showcase your skills, knowledge, experience and qualifications. We are 
interested to understand how your personal attributes can add value to a policy or program delivery role within 
the department.  

You should ensure examples relate to the AGD Performance Expectations. 

This is your opportunity to provide examples that tell us how you have used your skills. While it is preferred that 
work examples are used in your statement, you can use examples from study or community experiences. 

http://www.ag.gov.au/About/Careers/Pages/default.aspx
mailto:HR.Assist@ag.gov.au
mailto:lisa.hemingway@ag.gov.au
http://www.ag.gov.au/About/Careers/Pages/default.aspx
http://www.ag.gov.au/About/Careers/Pages/default.aspx
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When you include an example, you should clearly explain: 

• the situation or problem 
• your personal role in the task 
• the methods you used 
• any barriers you were able to overcome, and 
• the outcome. 

 
Other tips include: 

• you should ensure examples relate to the AGD Performance Expectations. 
• use active language such as ‘I lead…’ or ‘I developed…’ rather than ‘my team…’. 
• always back up your claims. For example, instead of writing ‘ I have excellent negotiation skills’, write ‘I 

demonstrated excellent negotiation skills when I …’. 
• you may wish to include why you want to work in a policy or program delivery role in the department. 

How to prepare your resume 

 
You will need to attach a résumé to your application prior to submitting. We have a preferred method for the 
structure of your résumé. 

• Aim for 2-3 pages in length 
• Ensure your résumé is accurate and complete 
• Include your name at the top of your résumé 
• List any employment you have had, including volunteering work, in reverse chronological order. This 

means showing your most recent employment history first 
• Include your qualifications and education 
• Keep each section uniform using bullet points where appropriate 
• Do not include personal information such as marital status, age, height, your photo etc. 

 

RecruitAbility scheme 

 
The RecruitAbility scheme applies to this vacancy. The Attorney-General’s Department is committed to 
supporting the employment and career development of people with disability.  

Our participation in the APS RecruitAbility scheme means we will progress an applicant with disability to a further 
stage in the recruitment process, where they opt into the scheme and meet the minimum requirements.  

For more information on the RecruitAbility scheme please follow this link: http://www.apsc.gov.au/publications-and-
media/recruitability-applicants-guide 

 

 

http://www.ag.gov.au/About/Careers/Pages/default.aspx
http://www.apsc.gov.au/publications-and-media/recruitability-applicants-guide
http://www.apsc.gov.au/publications-and-media/recruitability-applicants-guide
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Offers and the merit pool  
 

It is a condition of employment with the Attorney-General’s Department that employees obtain and maintain a 
security clearance at the level required. If you are successful in being offered a role, you will need to undertake a 
police record check and be able to obtain and maintain a security clearance. In most instances, this process must 
be completed before you can receive a formal letter of offer. 

At the end of the recruitment process, a merit pool of suitable candidates will be created. Those found suitable 
will be advised that they have been placed in the pool. This is not an offer of employment and not all candidates 
selected for inclusion in the merit pool may ultimately receive an offer of employment. 

The merit pool is valid for 12 months from the date the process was advertised. The merit pool will be used 
throughout the year to fill similar positions in the event positions become vacant.  

Please let us know if at any stage you no longer wish to remain in the merit pool. 

How we will communicate with you 

 
All advice and communication will be sent to applicants via email. Please ensure the email address you register 
with is correct as this will be used for the entirety of your application history. 

Please note – some government firewalls and virus protection software do not allow bulk emails to be received. 
We strongly recommend when registering that you use a personal email address rather than your work email 
address.  

The recruitment process will not be modified to accommodate non-receipt of emails. 

 
Feedback 

 
At the end of the process, you can seek feedback from the contact officer by emailing HR.Assist@ag.gov.au . 

mailto:HR.Assist@ag.gov.au
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