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POSITION DESCRIPTION 
 
 

1. POSITION DETAILS 
 

Position Title: Principal Lawyer  
 
Division: Legal & Governance   
 
Unit: Legal Services 
 
Management Level: M3  
 
 

2. ORGANISATIONAL RELATIONSHIPS 
 
Position Title of Supervisor: 
This position reports to the General Counsel and Director Legal & Governance who is 
head of the Division. 
  
Titles of Positions which report to are: 
Reporting to this position are eight solicitors and senior solicitors and one 
administrative assistant. 
 
Contractors for which this position is responsible: 
Contractors and consultants are used on an as-needs basis and the Principal Lawyer 
is ultimately responsible for their supervision when used. The position is responsible 
for certifying for payment fees for the provision of services through private legal 
practitioners. 
 
Other Liaisons: 
The position holder liaises internally at a senior level with the Director, other senior 
managers/Executive (depending on issues), Councillors and members of the Central 
Sydney Planning Committee (CSPC), as well as the Lord Mayor’s staff, public 
relations and press staff in order to facilitate the objectives of the Unit and Division. 
 
Ongoing external contacts include senior executive positions within Government 
instrumentalities (e.g. Department of Planning, Industry and Environment, Property 
NSW, Roads and Maritime Services and Transport for NSW), developers, building 
owners, architects, planners, solicitors, valuers, community groups and the general 
public.    
 
The position also liaises with external lawyers acting for the City in a range of legal 
matters. 
 
The position holder may be required to participate in various Council committees that 
involve external and cross-division representation. 
 
Attendance and presentation may also be required at community meetings, where 
relevant matters are discussed.   
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3. PRIMARY PURPOSE OF POSITION 
 

The Legal Services Division enhances the City’s capacity to deliver its service and 
regulatory functions in compliance with the Local Government Act and all other 
relevant legislation and ensures that the City’s activities are supported by appropriate 
legal advice. Through its work with a wide range of City staff, it also supports and 
fosters a culture of probity and ethical decision making. 

The position holder is part of the Division’s senior management team reporting to the 
Director and assisting the Director to manage and lead the Division. 

The position may be interchanged in varying degrees with other principal lawyers in 
the Division, depending on need and skills.  

The purpose of the position is to ensure the provision of legal services in the broad 
areas of property and commercial matters.  The extent and specialisation of services 
in these areas will depend upon the skills recruited and the nature of work required 
but general responsibilities and objectives will include: 

 
• Providing advice and supervision on legal matters to staff. 

• Advising Council staff on a broad range of legal issues with a particular focus of 
the role being property and commercial matters, including construction disputes 
and voluntary planning agreements. 

• Drafting legal documents. 

• Providing advice on potential implications and effectiveness of legislative policy 
changes. 

• Initiating and developing proposals for changes to the law. 

• Advising or developing the ability to advise on a wide range of other areas 
relevant to the operation of Council such as privacy, employment, regulation of 
local government, regulation of roads and access to information. 

• Preparing responses to correspondence to the Lord Mayor and Council. 

• Providing advice on the ramifications of court and tribunal decisions. 

• Monitoring and developing professional standards of legal work and ensuring that 
minimum levels of service, quality and efficiency are maintained. 

• Preparation and delivery of training for Council officers. 

• Taking part in multi-disciplinary teams and external groups on a range of 
operational and policy issues. 

• In a timely manner, record all relevant information in the Legal Service’s data 
base. 

• Ensure the General Counsel is kept fully informed of key legal matters and 
proceedings. 

 
The Principal Lawyer has full responsibility and accountability for the team.  From 
time to time responsibilities will be allocated across Divisional lines between the 
Principal lawyers.  This allocation may extend to include a reallocation of duties 
between teams.  This process will be at the discretion of the Director and will be 
based on work demand and skills, grouping like functions and organisational 
requirements.  
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4. POSITION OBJECTIVES 
 

The major objectives to be achieved by the Principal Lawyer are: 
 
• To ensure management systems are put in place to: 

(a) effectively maximise and distribute resources; 
(b) manage staff performance; 
(c) regularly report on performance of key activities on a regular basis (e.g. 

weekly and/or monthly depending on the issue) to the Director seeking to 
ensure optimum outputs and high levels of customer satisfaction; 

(d) standardise procedures (i.e. Procedures Manual, Practice Directions and 
management information systems); and 

(e) effectively communicate the achievements of the Division and raise 
awareness/education of the need for compliance with legal requirements as 
well as areas of potential legal risk. 

• Assist the Director and other principal lawyers to develop and implement a 
business plan for the Unit, with appropriate performance indicators to monitor the 
effectiveness and operation of the Unit.  

• Develop a progressive culture of customer focus, continued development of skills, 
professional care and pride in work, and focus on outcomes for the City as a 
whole. 

• Create a working environment where individuals are encouraged to participate 
and improve the work place (identify problems, find a solution and implement an 
improvement). 

• Flexibly respond to a wide range of complex demands and challenges. 
• Manage a team of lawyers in delivering a broad range of legal services.  
• Effectively oversee court proceedings, aiming towards high success rates and 

cost minimisation/maximum recovery. 
• Ensure all processes and actions meet statutory obligations. 
• Ensure highest the probity in all activities, and ensure systems are transparent 

and open to scrutiny where fees for approvals are involved. 
• Manage the team in a professional, responsible and efficient manner. 
• Manage critical issues for the Director and negotiate/resolve issues at a high level; 

deal with confidential and politically sensitive issues and represent the Director in 
relation to internal and external matters as required. 

• Assist the Director and Council in making informed and objective decisions and to 
highlight potentially sensitive or controversial issues as appropriate. 

• Maintain constructive liaison with, and set clear direction for key units within the 
Council to ensure favourable outcomes in the property and commercial areas.  

• Assist in developing and implementing policies for managing property and 
commercial matters. 

• Professionally defend the Council’s policies and controls, where they are 
challenged. 

• Help oversee a Unit which represents “best practice” in provision of legal services. 
• Effectively manage the use of external lawyers to achieve maximum value and 

effectiveness. 
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• Be held accountable for working conditions under the control of the position and 
for detecting any unsafe or unhealthy conditions or behaviour and to take 
immediate steps to investigate and rectify any risks to health, safety and welfare 
arising from any activity.  

 
 

5. POSITION ACCOUNTABILITIES 
 

The position is accountable to the Director Legal and Governance. 

In terms of measuring and assessing performance, the following will be considered: 

• Achievement of the Position Objectives and Area Objectives. 

• Quality of output and advice. 

• Customer Service. 

• Indicators such as customer feedback, processing times and performance 
measurement of other staff. 

• Efficient management of external lawyers’ and consultants fees. 

• Staff development and morale, and contribution to the working environment. 

• Ability to identify problems, think of a solution and implement an improvement 
(and ability to create a working environment where this is encouraged in others). 

• Ability to set up systems to ensure knowledge and skills are shared so that any 
staff changes do not cause operational problems. 

• Targets/objectives set in Performance Feedback. 

• Comply with and keep abreast of any relevant legislation applicable to the 
performance of the duties of this position. 

 
 

6. LEADERSHIP AND MANAGEMENT CAPABILITIES 
 
As a senior staff member, the Principal Lawyer is expected to demonstrate the 
following capabilities: 
 
• Operates Strategically - Ensures the team understands the strategy and in 

collaboration with team members set performance objectives that show how each 
staff member contributes to the strategy. 
 

• Develops People and Culture - Provides each staff member with guidance, 
development opportunities and feedback that drives high performance and 
reinforces our values. 

 
• Drives Results - Establishes SMART goals for the team and individuals. Clarifies 

responsibilities and builds ownership by regularly monitoring team and individual 
progress. Sets high standards for operating ethically and efficiently and takes 
early corrective action when required. 

 
• Displays Awareness of Self and Others - Keeps control of own emotions and 

seeks to understand others before responding. Demonstrates genuine empathy. 
Adapts well to change and stays calm under pressure. 
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• Cultivates Productive Relationships - Earns trust by being authentic. 

Demonstrates respect for each colleague, partner and or stakeholder by 
recognising the benefits of diverse ideas and approaches. 

 
• Manages Effectively - Applies financial and resource management processes to 

achieve value for money and minimise financial risk.  
 
 

7. WORK HEALTH & SAFETY RESPONSIBILITIES 
 

Business Unit Managers must actively participate in all aspects of the Safety 
Management System (SMS). Business Unit Managers are responsible and 
accountable for: 

• Ensuring that consultation and communication occurs with the City’s employees, 
contractors and others who work for or on behalf of the City on WHS matters, 
activities and related legislative requirements; 

• Ensuring their involvement in all aspects of WHS workplace design and systems 
of work; 

• Developing, implementing, reviewing and reporting on business unit WHS 
objectives and targets, and Business Unit WHS Management Plans; 

• Monitoring the monthly performance of Business Unit WHS objectives and targets; 

• Reporting on quarterly business unit WHS performance; 

• Ensuring that the WHS training program is effectively implemented in relation to 
your area of responsibility; 

• Ensuring active involvement and monitoring of contractor WHS performance; 

• Managing investigation and resolution of WHS matters; 

• Ensuring that risk management activities are undertaken by competent 
employees and appropriate documentation is maintained; 

• Ensuring corrective action notices (CAN) are issued and managed effectively; 

• Ensuring that inspection and testing activities occur and outcomes are recorded 
and reviewed; and 

• Reviewing accident/incident rates and completed risk assessments within 
respective business unit. 

A full list of WHS responsibilities and accountabilities are available within the City’s 
SMS document; Responsibility, Authority and Accountability (RAA) Matrix. 
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8. AUTHORITY TO ACT 
 

• The position has a high degree of autonomy and decision making freedom with 
respect to negotiating with the public, complainants and legal representatives and 
can have a direct and attributable influence on commercial and property matters.  
 

• In addition, the position holder provides specialist legal advice to the Director, the 
Lord Mayor, Councillors, the CEO, other members of the Executive and Unit 
Managers. 
 

• The incumbent has the authority to take any reasonable steps to ensure that the 
smooth flow of operations is maintained providing the actions are consistent with 
the responsibilities of the position and subject to any limitations, corporate 
policies, procedures or safe work method statements. 
 

• All personnel have the power to stop work in circumstances deemed an 
immediate risk to health and safety until a satisfactory resolution is agreed / 
implemented. Such circumstances may include life threatening situations or those 
that could result in loss of limb or other significant lost time injury.  

 

9. SELECTION CRITERIA 
 
Essential Criteria 
 
• Admission or capacity to be admitted to the Supreme Court of NSW. 

• At least 8 years post-qualification experience in the provision of legal services in 
the areas of commercial and/or property law. 

• Demonstrated experience leading teams of lawyers. 

• Demonstrated ability to lead by example and develop and maintain team spirit 
and direction in order to maximise team effectiveness. 

• Highly developed and effective interpersonal, verbal and written communication 
skills. 

• Demonstrated ability to provide authoritative, expert and strategic legal and policy 
advice on a range of complex and sensitive matters. 

• Well demonstrated ability to reason conceptually, negotiate effectively and to 
solve complex problems and high priority issues. 

• Understanding of the legislative, operational and political structure within which 
local councils function. 

• Demonstrated commitment to EEO and WHS&R policies. 
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