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Project Officer (0.65 FTE, 24 hours per week) 
 
The Australian Pro Bono Centre (Centre) is the national peak body for pro bono legal services in Australia. For 
more information about the work of the Centre, see probonocentre.org.au. 
 

The Centre is seeking an enthusiastic and self-motivated individual with strong administrative and 
communications skills for its role of Project Officer, based in the Law Building at the University of New South 
Wales in Kensington. This role represents a great opportunity to build policy knowledge and skills within the legal 
assistance sector and to join a small team of committed professionals making a significant contribution to 
increasing access to justice.  
 
Job Description 
 
Reporting to the Centre’s Chief Executive Officer, the Project Officer role will involve working with the Centre’s 
staff to manage the administration and communications needs of the Centre, including executive assistance to 
the Centre’s CEO as well as assistance with the Centre’s policy and project work.  
 
Operations, administration and finance  
 

• assisting in the organisation of meetings and events (including invitations, venue bookings, 
teleconferences, catering, travel and accommodation); 

• managing payments of invoices and liaising with the bookkeeper/accountant on finance administration; 

• liaising with the UNSW Law Faculty in relation to the Centre’s accommodation and IT issues; 

• managing the Centre’s incoming emails, postal items and stationery needs; 

• providing assistance to staff in the use of Microsoft and Adobe applications; and 

• maintenance and management of office systems, including key contact databases and information 
management tools. 

 
Communications  
 

• assisting to manage and publish the Centre’s key publications, including its Weekly Round-Up of Pro Bono 
in the News and its biannual long form publication, Pro Bono Voco; 

• managing and developing the Centre’s three websites; 

• managing the Centre’s social media presence including creating posts and tracking statistics;  

• managing the Centre’s Electronic Direct Mail platform (Mailchimp), including creating direct mail 
campaigns of media releases, report releases etc; and 

• creating and posting static, video or audio content for the Centre’s communications platforms, including 
podcasts.  

 
Project and Policy Work 
 

• as directed by the CEO and Head of Policy and Strategy, assisting with research and policy work on issues 
affecting the provision of pro bono legal services;  

• assisting with collecting and analysing data on pro bono legal work and unmet legal need, including 
through conducting surveys;  

• assisting with the preparation of written reports, articles, guides and other resources;  
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• assisting with assessing applications under the National Pro Bono Professional Indemnity Insurance 
Scheme and ExpertsDirect Pro Bono Service; 

• onboarding of new signatories to the National Pro Bono Target; 

• liaising with UNSW Law and law students in relation to the placement of UNSW student interns at the 
Centre, and contributing to the Centre’s supervision of interns and volunteers; and 

• responding to phone and email inquiries from the public and stakeholders relating to the Centre’s work. 
 
Selection Criteria 
 
The successful candidate will have: 
 

1. Superior organisational skills and ability to provide administrative assistance in a small office, including 
executive assistance to the Centre’s CEO;  

2. Experience/ability to assist in the maintenance of key office systems including email, filing, computer, 
web and telecommunications systems;  

3. Proficiency in the use of technology, including the suite of Microsoft Office software and social media 
platforms. Experience with Survey Monkey, Mailchimp and WordPress desirable; 

4. Ability to work independently, use initiative, and manage own workload; 
5. Excellent verbal and written communication skills; and 
6. Strong interpersonal skills and the ability to work well in a small team. 

 
Familiarity with the Australian legal system or experience working in the legal profession is desirable.  
 
Salary & Working Hours 
 
$50,000 - $58,000 pro rata (plus superannuation) per annum depending on experience and skillset.  
 
This is a part-time position at maximum 0.65 full-time equivalent, working 24 hours per week. Normal working 
hours for this role are 10am – 4pm Monday to Thursday, but work times are flexible for the right candidate. 
 
Applications 
 
Applications should include a curriculum vitae, cover letter addressing the selection criteria (1-2 pages), and the 
names and contact details of two referees. 
 
Please submit applications by email to info@probonocentre.org.au addressed to CEO Gabriela Christian-Hare by 
close of business Friday 14 February 2020. The successful applicant will ideally start before the end of February 
2020.  
 
Please contact Natasha Rose on 02 9385 7381 if you require further information about the role. 
 
The Centre seeks a diverse applicant pool and encourages candidates of all backgrounds to apply. Aboriginal 
and Torres Strait Islander people are strongly encouraged to apply for the position. 
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