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NORTHERN COMMUNITY LEGAL CENTRE 
POSITION DESCRIPTION 

 
POSITION:                                Community Development and Legal Education Worker 
 
EMPLOYMENT TYPE:  0.6 EFT 
 
TENURE: 12-month contract with possible extension dependent on funding 
 
POSITION HOURS:  To be negotiated  
 
REPORTS TO:  Partnerships and Community Development Manager 
 
AWARD:  Social Community Home Care and Disability Services Award  
 (SCHCADS) 
 
AGREEMENT:  Multi-Business Agreement (MBA) 
 
CLASSIFICATION:  SCHCADS Class II(a) Level 4  
 
REMUNERATION:  SCHCADS Award Rate up to $75,759 per annum pro rata 
 
 
ABOUT THE ORGANISATION 
 
The Northern Community Legal Centre Inc (NCLC) was formed through the amalgamation of 
Broadmeadows and Moreland Community Legal Centres in January 2016.  NCLC provides legal 
services and community legal education to the most vulnerable and disadvantaged people in 
Melbourne’s north west, and advocates for equal access to justice for all. 
 
NCLC employs 24 staff to provide advice, casework, community legal education, community 
development and administrative support to priority client groups, including victims of family 
violence, refugees and the newly arrived, people diagnosed with a mental illness, young people aged 
25 and under and victims of elder abuse.  Our main office is in Broadmeadows and we assist clients 
at a range of outreach locations and at the Broadmeadows Magistrates’ Court.  
 
PURPOSE 
 
This position is responsible for the coordination, communication and delivery of a variety of 
community development and education initiatives grounded in principles of human rights, inclusion, 
social justice, self-determination and collective action. 
 
A key element of this position is to support the service to identify and respond to the legal 
educational needs of the community particularly with regard to the impact of COVID 19. 
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KEY RESPONSIBILITIES 
 
1. Develop educational content targeting NCLC community members and key partner agencies 

across a range of channels including media, social media, website, newsletters, presentations, 
webinars and video 

2. Ensure a quality improvement process to ensure that legal educational content is accurate, 
meets the legal needs of the community during COVID 19 and is culturally appropriate 

3. Implement advocacy campaigns utilizing rolling content on social media and other forms of 
communication including media to influence change. 

4. Implement innovative strategies for the purpose of engaging and communicating with the 
most marginalized and isolated members of our communities. 

5. Be responsible for day-to-day management of the NCLC website, including updating and 
ongoing monitoring, gaining input from other staff as necessary. 

6. Coordinate the writing, design, and production of NCLC publications, including the annual 
report. 

7. Coordinate and manage NCLC events, including the AGM 

8. Support the development and strengthening of networks and engage the support and 
involvement of a range of individuals and organizations to advance Northern Community Legal 
Centre  

9. Maintain a database of all NCLC stakeholders and contacts. 

10. Provide reports when requested on the effectives of community development activities.  

 
SELECTION CRITERIA  
 
1. A Degree and/or suitable experience in a comparable public relations, communications or 

education field.  
 
2. Excellent interpersonal, collaboration and negotiation skills and the ability to form strong 

working relationships with a broad range of internal and external stakeholders. 
 
3. Excellent written communication skills with a high attention to detail, including the ability to 

write engaging content (e.g. newsletters, web and social media content, articles, media releases, 
promotional material, presentations and correspondence). 

 
4. Technical proficiency in video editing, social media platforms and website management. 
 
5. Excellent computer skills, including Microsoft Office, and an understanding of database and 

software management tools.  
 
6. Demonstrated strong planning, prioritisation and organisational skills and the ability to 

concurrently manage a variety of tasks and projects.  
 
7. A general understanding of the legal, and/or not for profit sector, and experience in participating 

in advocacy campaigns utilising media and social media to influence change.  
 
8. Demonstrated commitment to social justice principles. 

 
 

ACCOUNTABILITY 
 

This position is accountable to the Partnerships and Community Development Manager.  
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