Paralegal
· Part-time (0.6 FTE/3 days per week) based in Ipswich

About TASC
TASC was established in 1982. Beginning as a small legal service for disadvantaged people we are now the largest regional Community Legal Services in Queensland. Known for our innovative delivery of holistic legal and advocacy services we also engage in community education and development. As a team of passionate professionals we are working together to get results for people in need whilst our future focus keeps us finding alternative ways to improve outcomes for the most vulnerable and marginalised members of our community.
The Position
This client facing role will be the first point of contact for many people seeking assistance from TASC. This role will assist with reception. Therefore a client-centred approach and a commitment to ensuring quality services are provided to vulnerable people is essential. The Legal Assessment, Intake & Referral Officer will deliver high-quality telephone and face to face services to provide clients with information about TASC’s services and programs; gather information from clients and work with them to understand their legal issues and rights; identify, prioritise and action clients’ legal and support needs through referrals to in-house and or external services.
The Legal Assessment, Intake & Referral Officer will work closely with the Legal Services Manager, lawyers and advocates, in delivering legal triaging and support services, to provide clients with timely, effective and streamlined services. 
Legal Assessment, Intake & Referral Officer
We are seeking a paralegal with:
· A relevant tertiary qualification (Bachelor of Laws) OR substantial progress towards such a qualification (e.g. penultimate year student).
· Experience and practical knowledge of law and procedure, gained from working in a legal environment.
· Proven ability to work effectively independently, and within a team environment.
· Demonstrated exceptional oral and written communication and interpersonal skills.
· Strong commitment to the principles of social justice including a proven ability to appropriately communicate with vulnerable and marginalised clients.
· IT proficiency, with proven ability to use Microsoft Office and systems for recording data and reporting (CLASS).

You must hold or be immediately eligible to obtain a Queensland Disability Worker Card based on mandatory criminal history screening, and hold an unrestricted Queensland driver's license.

Why Work With Us?
The opportunity to make a difference in people's lives and salary packaging options that you can only get working for a not for profit organisation
If you are ready to move your career into a more rewarding field, please forward your resume and cover letter to David Manwaring at davidm@tascnational.org.au by Friday 14 May 2021 or contact 07 4616 9700 if you have any queries.

[bookmark: _GoBack]TASC is committed to building an inclusive and diverse workforce and encourages applications from Aboriginal and Torres Strait Islander people, those from cultural and linguistically diverse backgrounds and LGBTIQ+ communities. 
We reserve the right to interview and appoint a successful candidate prior to the closing date. 

Only shortlisted candidates will be contacted.
