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Position Description 

JOB TITLE:			Solicitor/Caseworker and Senior Solicitor/Caseworker

JOB TYPE:			Full-time, permanent

CLASSIFICATION:	SCHADS Level 5/6
SALARY: 		$116,127 - $132,486

REPORTS TO:		Principal Solicitor

DATE APPROVED:	June 2026

PURPOSE OF THE POSITION:
The Solicitor/Caseworker contributes to Welfare Rights Centre’s casework practice by providing high-quality information, advice, and representation in social security and family assistance law. This includes advocacy to Centrelink and representation before the first tier of the Administrative Review Tribunal (ART).
 
The Senior Solicitor/Caseworker provides leadership within the casework team, supports the Principal Solicitor in managing practice and risk, and supervises staff, students, and volunteers. In addition to advising clients, the Senior Solicitor/Caseworker represents clients at both tiers of the ART, and where appropriate in higher courts, and may act as Principal Solicitor when required.

KEY ACCOUNTABILITIES & MAIN ACTIVITIES: 

1. Legal services and casework
· Provide accurate, timely, and accessible information and advice in social security and family assistance law.
· Advocate on behalf of clients with Centrelink.
· Prepare submissions for Authorised Review Officers and the ART.
· Represent clients at first-tier ART hearings.
· Manage a caseload appropriate to experience, capacity, and organisational targets.
· Identify matters suitable for casework in line with the Centre’s Advice and Casework Policy.

2. Risk management and compliance
· Maintain high-quality file management and documentation practices.
· Ensure compliance with professional obligations, policies, and risk management procedures.
· Contribute to the effective and efficient operation of the casework practice.

3. Supervision
· Supervise and support volunteers, students, and junior staff as required.
· Contribute to team training and development.
· Supervise pro bono clinics where applicable.

4. Policy and law reform
· Identify systemic issues and opportunities for strategic litigation.
· Contribute to policy development and law reform initiatives.

5. Community Legal Education
· Contribute to delivery of community legal education sessions.
· Develop and update plain-language resources, including factsheets and website content.

6. General duties
· Work collaboratively with colleagues to deliver a positive experience for clients.
· Comply with organisational policies and procedures.
· Fulfill personal obligations for workplace health and safety.
· Participate in performance development activities such as training and performance reviews.
· Participate in organisational planning initiatives.
· Work in alignment with the ethos and values of the Centre.
· Undertake other duties within the scope of this role as required.

7. Additional responsibilities (senior roles)
· Provide leadership and guidance on complex casework matters.
· Review and provide feedback on advice prepared by staff and volunteers.
· Represent clients at second-tier ART hearings and, where appropriate, in the Federal Court.
· Maintain and build organisational expertise in social security law.
· Act as Principal Solicitor when required.

QUALIFICATIONS & EXPERIENCE
Solicitor:
· eligible to hold a Practicing Certificate in NSW; and
· experience working or volunteering in the community legal sector; or
· experience working in Centrelink.

Caseworker:
· a bachelor degree; and
· experience working in Centrelink; or
· experience providing advice and undertaking casework in social security matters.

Senior Solicitor:
· unrestricted Practicing Certificate; and
· four years post admission experience including at least two years’ experience providing advice and undertaking casework in social security matters, including preparing submissions for and representing clients at the ART; and
· Experience in supervising staff and/or volunteers.

Senior Caseworker:
· at least two years post graduate experience working in Centrelink and/or working in casework and advocacy, and 
· further two years’ experience providing advice and undertaking casework in social security matters, including preparing submissions for and representing clients at the ART and
· Experience in supervising staff and/or volunteers

SELECTION CRITERIA

1. Demonstrated ability to acquire skills and knowledge relating to Centrelink and employment services, social security and family assistance law and policy, and ABSTUDY payment.

2. Ability to represent clients at the first tier of the Administrative Review Tribunal, including preparing written submissions.

3. Good written and oral communication skills, including plain English skills.

4. Ability to learn and use the Centre’s client database.

5. Good time management skills, with experience in managing competing priorities and deadlines and ability to handle a high volume of client inquiries and caseload in a professional and timely manner and provide accurate advice and information.

6. Experience working as part of a team and independently.

7. Appropriate and relevant qualifications and experience:

a. For the position of Solicitor:
· eligible to hold a Practicing Certificate in NSW; and
· experience working or volunteering in the community legal sector; or
· experience working in Centrelink.

b. For the position of Caseworker:
· a bachelor degree; and
· experience working in Centrelink; or
· experience providing advice and undertaking casework in social security matters.

8. Experience in one or more of the following areas:

a. policy and law reform work;
b. Community Legal Education;
c. writing publications, including website pages and factsheets;
d. data analysis and legal software customisation

9. Demonstrated commitment to achieving social justice.

10. Additional selection criteria for Senior Solicitor/Caseworker:
For Senior Solicitor:
· unrestricted Practicing Certificate; and
· four years post admission experience including at least two years’ experience providing advice and undertaking casework in social security matters, including preparing submissions for and representing clients at the ART; and
· Experience in supervising staff and/or volunteers.

For Senior Caseworker:
· at least two years post graduate experience working in Centrelink and/or working in casework and advocacy and 
· further two years’ experience providing advice and undertaking casework in social security matters, including preparing submissions for and representing clients at the ART and
· Experience in supervising staff and/or volunteers
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