
	

Duty Statement 

	 	

Position:  Intake, Advocacy and Support Worker 
Focus: All workers at Townsville Community Law are required to 

contribute across all practice areas. While all Townsville 
Community Law staff members work across all parts of our 
service, the usual focus of this position will be face-to-face and 
telephone first point-of-contact with clients, potential clients and 
other members of the public. 

Status: Full-time. 
Location: Townsville.  
Duration: Ongoing, subject to satisfactory completion of the 12 month 

“minimum employment” period/ probation period. 
Award: Social, Community, Home Care and Disability Services Award 2010 
Pay Level/Pay point: Classification broad-banded between Pay Levels 3 and 4, 

depending on experience. 
Salary:  $76,376.56-$94,791.84 per annum + superannuation 

(classification/ pay level and paypoint/salary broad-banded 
depending on experience). 
 
NB – industrial arrangements are subject to change due to: 

1. the current Fair Work Commission Gender 
Undervaluation - Priority Awards Review, which includes 
the Social Community, Home Care and Disability Services 
Industry Award 2010 in AM2024/21, AM2024/25, and 
AM2024/27, and 

2. Implementation of Workforce Uplift Funding. 
 
Townsville Community Law Inc is a non-profit, community-based organisation dedicated to 
providing free legal services to the community in North Queensland.  Its objectives are: 
• To provide a free and accessible legal service. 
• To seek legal and social change. 
• To address inequalities in law and society. 
• To promote legal education. 
• To provide crisis counselling and support and/or referral to appropriate agencies. 
• To create an area in which the social welfare aspects of clients’ lives are recognised. 
• To encourage community participation in the delivery of the legal services it provides. 
 
ABOUT THE POSITION 
 
The purpose of this work is to assist Townsville Community Law to manage the intake/triage 
process, to provide personal support to clients including basic and preliminary counselling and 
mental health first aid, to undertake community development and community education 
activities, to advocate on behalf of clients in matters where legal skill or knowledge is not 
required, and to assist in other office tasks. 
 



ACCOUNTABILITY AND REPORTING 
 
The position: 
• Reports to and is accountable to the Townsville Community Law Principal Solicitor and/or 

Supervising Solicitor for all day-to-day and operational legal practice issues and 
professional supervision associated with the position.  

• Reports to and is accountable to the Director for all other day-to-day and operational 
matters and duties, including compliance with service agreements between funding 
bodies and Townsville Community Law.  

• Is ultimately accountable to the Townsville Community Law Management Committee. 
 
DUTIES OF ALL WORKERS 
 
All Townsville Community Law workers are expected to: 
• Work towards achieving the general aims of Townsville Community Law. 
• Work as a member of a team, with other Townsville Community Law workers, the 

Townsville Community Law Management Committee and members. 
• Participate in staff meetings and participate in policy formulation and the planning of 

future directions of Townsville Community Law. 
• Undertake typing, word-processing, filing, replying to correspondence, answering service 

calls, taking messages, processing mail, photocopying, and being as self-sufficient as 
possible with administrative duties related to the position. 

 
MANDATORY QUALIFICATIONS 
	

1. Diploma in Community Services or similar qualification (or equivalent experience), 
and 

2. Current Queensland driver licence class C or C(A). 
 
DESIRABLE QUALIFICATIONS, EXPERIENCE AND ATTRIBUTES 
 

1. Experience in a community legal centre or other similar community-focused non-
profit organisation. 

 
DUTIES AND RESPONSIBILITIES OF THE INTAKE, ADVOCACY AND SUPPORT WORKER 
 
1. Intake, information, referral, discrete non-legal support services, ongoing non-legal support 
services 
 
Conduct intake processes to identify a client’s issues of concern or needs. 
 
Book client appointments with Townsville Community Law services or refer to other 
appropriate community, government or legal services or private solicitors. 
 
Build relationships with clients based on trust, dignity, and respect. 
 
Create a space that encourages empowerment, choice, and control. 
 
Work collaboratively with clients to access relevant services in the community. 
 



In accordance with the Casework Guidelines for Townsville Community Law, participate in 
legal interviews (where appropriate) to provide client support and to assess the needs of the 
client. 
 
Provide information, crisis, or short-term client support activities in accordance with the 
Casework Guidelines. 
 
Provide court support when appropriate. 
 
Maintain records of the above activities and ensure that the information is recorded and 
collated in a meaningful way. 
 
Client appointments may be by way of telephone or face to face in the Townsville Community 
Law office, outreach location or home visit.  
 
2. Community Work 
 
Conduct community development activities (including but not limited to forums, expos, 
meetings, seminars, workshops, and media work) as they relate to focus areas and client 
groups.  
 
Liaise with community groups and the public about legal issues as they relate to focus areas 
and client groups. 
 
Utilise online resources to promote community education and community legal education 
activities. 
 
Develop a comprehensive map of relevant community services. 
 
3. Community Education 
 
Identify areas in which Townsville Community Law could develop materials for use by clients 
or other service providers. 
 
Collate appropriate materials/resources. 
 
Provide face-to-face community education about legal and related issues to individuals, 
families, organisations and the broader community. 
 
Conduct and/or attend forums, workshops and expos.  
 
Utilise online resources to promote community education and community legal education. 
 
Develop a framework to ensure continuous improvement of community education and 
community legal education activities. 
 
Provide evaluation reports, as required. 
 
4.Accountability & Reporting 
 
Comply with relevant guidelines and risk management practice and procedures. 



 
In conjunction with the Director, other staff members and management committee, ensure 
the ongoing accountability requirements of the Service are being met to the government 
funding bodies, to the members of Townsville Community Law and to the community. 
 
Prepare reports for the Management Committee, Director, Principal Solicitor, Supervising 
Solicitor and other staff members, as required. 
 
5. Administration 
 
In conjunction with the staff team, assist with the smooth operation of the day-to-day 
activities of Townsville Community Law. 
 
Keep financial records, statistical and other records to meet the needs of funders and 
Townsville Community Law operations. 
 
6. Policy & Planning 
 
In conjunction with the management committee and staff team, take an active role in drafting 
policies and planning future activities of Townsville Community Law. 
 
7.  Evening Advice Services 
 
Assist with the general coordination of the evening legal advice sessions (currently held on 
Tuesday and Thursday evenings) including the induction and training of new volunteer legal 
advisers to ensure compliance with professional indemnity insurance requirements and 
Townsville Community Law policies. 
 
8. Clinical Legal Studies 
 
Assist with the general coordination and operation of the Clinical Legal Studies program 
(which is provided by Townsville Community Law in partnership with the Law School of James 
Cook University) and ensure compliance with the professional indemnity insurance 
requirements and Townsville Community Law policies. 
 
9. Other 
 
Undertake all other duties relevant to the position as may be requested by the Principal 
Solicitor, Supervising Solicitor, and/or the Director 
 


