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Position Description

	Position: DVU Receptionist
	Location: Dubbo



Award:		Social, Community, Home Care and Disability Award 2010 (SCHADS)

Status:	Temporary, part time 27.5 hours per week until 30th June 2024

Work Hours:		9am to 3.00pm (30 min lunch break)

Salary:		As per SCHADS Award Grade 2.1 + 5%. Fringe benefits packaging available

Conditions:		Probationary period six (6) months

Responsible to:		Senior Solicitor, Principal Solicitor, Executive Officer, Management Committee

	Overview



Western NSW Community Legal Centre (WNSWCLC) is a not-for-profit non-government organisation with a community led volunteer Management Committee (the Committee). It was established in 1996 after identifying a gap in access to legal services for female victims of crimes; in particular domestic and family violence. Over 20 years the centre has built up a legal delivery program that sees it helping disadvantaged people across a large region. It employs a number of staff who work in a collaborative and respectful team environment. It is based in Dubbo NSW but outreaches monthly to numerous communities including Nyngan, Bourke, Brewarrina, Cobar, Walgett, Lightning Ridge and Coonamble. 

WNSWCLC also provides a specific domestic violence legal and casework service to female victims of family and domestic violence through its Domestic Violence Unit (Western Women’s Legal Support- WWLS). WWLS provides legal and non-legal holistic help to its clients.

The receptionist will work very closely with the WWLS solicitors,  caseworkers and support workers. The caseworkers are responsible for providing non-legal support to clients to help them address immediate and long-term needs. For example, caseworkers will often help clients flee violent partners by: securing emergency accommodation; providing court support; attending the police station to give a statement. Caseworkers conduct the initial appointment to obtain relevant background information and conduct a safety assessment. The initial and ongoing safety assessment of clients is of paramount importance in the DVU. Caseworkers are crucial to the effective operation of the DVU. Early and ongoing sharing of information between caseworkers and solicitors is central to ensuring effective and efficient service delivery occurs. It is to happen by way of verbally sharing details as well as file notes. 

The solicitors are to approach their work and discussions with clients from a whole of person perspective. That is, they are to be sensitive to the client’s personal circumstances and vulnerability and to be mindful, respectful and acknowledging of the client’s situation. Clients are encouraged to have support people with them when attending the service and, where possible, re-traumatisation is to be avoided. Allowing clients to have a voice and be in control of the process and decision-making is critical.

Whilst identifying and focusing on legal issues is critical, it is to be done in the context of letting the client tell their story without fear of judgement. Where possible, clients are not to be rushed. All staff will be mindful to ensure advice and/or information is communicated as simply and plainly as possible. The relationship between all staff is critical to ensuring holistic help for clients occurs; and central to that relationship is the effective sharing of information.

The receptionist is accountable as follows in ascending order:
· The WWLS Senior Solicitor;
· The Principal Solicitor;
· The Executive Officer; and finally
· The Management Committee.
 
The receptionist will be patient, understanding, non-judgemental and compassionate when helping female victims of family and domestic violence, and will be conscious of their complex trauma.

	Role Summary



This position involves conducting day-to-day practical functions which contribute to the overall efficiency and effectiveness of WWLS. The primary functions and role of the receptionist will be to assist staff and female victims (and their children) of family and/or domestic violence (clients) by facilitating their need to engage with the legal and casework staff. The receptionist will support and assist WWLS in various ways as set out below in “Duties and Responsibilities”.

An important aspect of this role is the receptionist will be the “face” of WWLS, as the first point of contact for clients and other service providers. Therefore it will play a vital part in creating a warm and supportive atmosphere for people within and outside of the service.





	Duties and Responsibilities



Duties
· Opening the office at 9am, close and re-open for lunch break
· Greet and welcome clients as soon as they arrive at the office
· Direct clients to the appropriate person and office
· Answer, screen and forward incoming phone calls
· Ensure messages are given to the appropriate staff member
· Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures)
· Provide basic and accurate information, in-person and via phone/email
· Retrieve, sort and distribute daily mail/deliveries
· Post mail on a daily basis
· Stamp incoming mail with ‘date received’ stamp and record incoming and outgoing mail in the mail register each day
· Book appointments
· Maintain office security by following safety procedures and controlling access via the reception desk 
· Keep inventory of stock
· Update calendars and schedule meetings and appointments
· Arrange travel and accommodation
· Checking the message bank when arriving at work and regularly throughout the day, including when it is noticed a call has been missed  
· Car maintenance (taking work car to be cleaned)
· Filing
· [bookmark: _GoBack]Set up appointment sheets 
· Insert client information onto advice sheets and undertake conflict checks
· Perform data entry and run reports 
· Prepare posters, brochures etc and distribute to stakeholders
· Organise and maintain the outreach schedule
· Record entries in the travel register
· Collect and deliver documents to other services, agencies and management committee members
· Prepare invitations
· Attend training as approved by the Centre
· Attend staff meetings and take Minutes
· Assist the Executive Officer and Principal Solicitor with administrative duties as required including, but not limited to, typing letters, making phone calls, obtaining information, filing and the like
· Other duties as reasonably required



Responsibilities
· Commitment through action and behaviour to WNSWCLC values
· Comply at all times with WNSWCLC policies and procedures in force including, without limitation, the Work Health & Safety policy
· Work cooperatively as part of a multi-disciplinary team 
· Contribute to the development, implementation and updating of WNSWCLC policies and procedures
· Assist in the general administration of the centre (eg take minutes, attend team meetings) 
· Perform such actions that may be reasonably required by the Committee from time to time
· Undertake other duties as required from time to time


……………………………………..		………………………………….
Employee						Witness

Date …………………………….		Date……………………………….




	Selection Criteria



1. Sound computer literacy using Microsoft Office.

2. Excellent oral, written and interpersonal skills.
3. Self-motivated, with an ability to work with minimum supervision when necessary, but also able to positively contribute to the culture of a close team.

4. Demonstrated ability to relate well to, and communicate effectively with, people from a diverse range of cultural and socio-economic backgrounds.

5. Demonstrated understanding of what “confidentiality” means. 

6. Ability to enter information into databases

7. Ability to exercise tact, initiative, discretion and sound judgement.

8. Must have current NSW Provisional/Unrestricted Driver’s Licence and not incurred a serious driving offence in last two years.

9. Prior to commencement the successful applicant will be required to pass a Criminal History Check. 

This job description may be reviewed annually in conjunction with your annual performance review.
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