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[bookmark: _Hlk164671318]Position Details
	Title
	Associate

	Division
	Federal Court of Australia

	Section
	Judicial Support

	Classification
	Australian Public Service Level 5 (APS Level 5.2)

	Salary
	$88,834 per annum, plus 15.4% superannuation

	Employment type
	Non-Ongoing, full-time

	Location
	Various

	Position number
	X

	Reports to
	Judicial and Registry Services Team Leader



Agency Overview 
The Chief Executive Officer and Principal Registrar of the Federal Court, together with officers and staff identified under the Federal Court of Australia Act 1976, the Federal Circuit and Family Court of Australia Act 2021 and the Native Title Act 1993, constitute a single Statutory Agency for the purposes of the Public Service Act 1999.   Employees are engaged to work in support of one or more of the following courts or tribunal:  
· Federal Court of Australia, 
· Federal Circuit and Family Court of Australia, and
· National Native Title Tribunal.  
Employees are covered by the Federal Court of Australia Enterprise Agreement 2024-2027
The Federal Court and the Federal Circuit and Family Court each maintain a distinct statutory identity, with separate functions and judicial independence.
This position is situated within the Federal Court.
The Federal Court
The Federal Court of Australia was created by the Federal Court of Australia Act 1976 (Cth) as a superior court of record and a court of law and equity. It sits in all capital cities and elsewhere in Australia when necessary.  The Court has jurisdiction in relation to almost all civil matters and a range of summary and indictable corporate criminal matters arising under Australian federal law.  The Court deals with cases in relation to admiralty, bankruptcy, competition, consumer protection, corporations, defamation, human rights and anti-discrimination, industrial and employment, intellectual property, taxation and native title. It also judicially reviews a wide range of federal Government decisions in areas such as social security and immigration.
Position Overview
The Associate provides high-level legal and administrative support to their judge and works closely with other chambers, registry and court staff to achieve desired outcomes. This is a role that requires an articulate, energetic and resilient individual who can build positive professional relationships. The Associate is responsible for contributing to the development of and adherence to nationally consistent practice and procedures within the individual Judge’s Chambers

Important Functions
The person appointed to this position is expected to carry out their duties so as to:
• satisfy all relevant statutory obligations
• satisfy the Australian Public Service Values and Code of Conduct
• contribute to and support achievement of the Court’s Strategic and Business Plans
• operate within the Court’s policies and procedural guidelines, and
• support and contribute to the Court’s Service Charter

Major Activities
The responsibilities assigned to an Associate will vary between chambers but typically might include the following:

Provide Legal Support
· The Associate is responsible for the accuracy, timely entry and maintenance of all relevant information in the court systems including the case management system in accordance with record keeping guidelines and the Court’s information management policy
· Carry out legal research, managing workloads appropriately to ensure that requests for legal research are responded to in an accurate and timely manner
· Prepare case summaries of matters in the judge’s docket based upon the nature and circumstances of the matter, the relevant legislation, practice and procedure and the rules of the Court; 
· Assist judges with the coordination and case management of matters, including organizing the  judge’s court sittings, listings, court materials and liaising with parties, as required 
· Proof read judgments and orders, including verifying citations
· Accompany the judge to court
· Prepare speeches and other papers


Provide Administrative Support
· Progress and facilitate the quick, inexpensive and efficient resolution of cases by organising judge’s court sittings, listings, diary and exhibits as required
· Provide administrative assistance to the judge in court
· Contact parties and ensure compliance with court orders
· Work closely with the judge’s other chambers staff and where required provide assistance with the administrative operations of the chambers



Maintain Positive Professional Relationships
· As chambers contact point maintain a high standard of service to and positive professional relationships with judges, the legal profession and other court users
· Maintain positive professional relationships with court staff, including registrars, chambers and registry staff
Key Relationships
· Judge
· Judge’s other chambers staff
· Other judges and their chambers staff
· National Judicial Registrar and District Registrar
· Other registrars and court staff
· Legal profession including legal representatives
· Other court users
Competencies & Attributes
· Working to support a busy Judge of the Court and as part of a small Chambers team, the successful applicant will be expected to demonstrate a very high level of professionalism and initiative, taking personal responsibility for progressing work to ensure objectives are met.  The successful applicant should also be constructive and adaptable to changing demands and have an ability to maintain confidentiality. 
· Also required are exceptional attention to detail and accuracy, an understanding of the jurisdiction and practice and procedure of the FCA or the ability to acquire such knowledge quickly, the ability to work both autonomously and collaboratively, as required and the ability to evaluate a large volume of information quickly and to manage multiple tasks and priorities effectively.
Formal Qualifications
Legal qualification and admission to practice as a practitioner of the High Court and/or the Supreme Court of a State or Territory of Australia; or progressing towards admission, to the satisfaction of the judge. 
Selection Criteria
Legal qualification and admitted to practice or progressing towards admission as a practitioner of the High Court and/or the Supreme Court of a State or Territory of Australia, to the satisfaction of the judge 
The ability to carry out legal research, managing workloads appropriately to ensure that requests for legal research are responded to in an accurate and timely manner
Strong written and oral communication skills including legal drafting skills and the ability to prepare speeches, briefing papers and correspondence
Well-developed interpersonal and liaison skills
Competent organisational, administrative and IT skills.

Eligibility   
Employment with the Court is subject to the conditions prescribed in the Public Service Act 1999, and the following:   
1. Australian citizenship – the successful applicant must hold Australian citizenship;  
1. Security and character clearance – the successful applicant must satisfy a Police Records Check, and may also be required to complete security clearances during the course of their employment;   
1. Successful applicants engaged into the APS will be subject to a probation period   
Interested candidates who have received a redundancy benefit from an APS agency are welcome to apply, but note that they cannot be engaged until their redundancy benefit period has expired.  
Diversity and Inclusion   
Federal Court Australia is committed to supporting an inclusive and diverse workforce and welcomes and encourages applications from People with Disability. First Nations peoples, LGBTIQA+ people, people from Culturally and Linguistically Diverse backgrounds, Mature age workers, as well as young workers and supporting an inter-generational workforce and supporting gender equity and families.   
Federal Court Australia will provide reasonable adjustments for candidates to participate equitably in the recruitment process and discuss workplace adjustments to fulfil the inherent requirements of the role.   
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