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POSITION DESCRIPTION 
Position title: Legal Personal Assistant 

Reports to: Legal Support Manager 

Group: Operational Services, Strategy and Corporate Group 

Direct Reports: Nil 

Document Date: June 2019 

Crown Law Overview 

Crown Law provides legal advice and representation services to the government in matters affecting 
the executive government. The services provided include matters covering judicial review of 
government actions, constitutional questions including Treaty of Waitangi issues, the enforcement 
of criminal law and the protection of revenue. Crown Law also administers the prosecution process 
in the criminal justice system, in particular, Crown prosecutions.  

Crown Law’s vision is to provide collaborative, indispensable, legal service. Crown Law’s purpose is 
summarised in the following statements: 

 Legal experts:  We are experts in public, criminal, constitutional and Treaty of Waitangi law; 
enabling Government to pursue its policy objectives according to law. 

 Kaitiaki of the rule of law: We support the Law Officers (the Solicitor-General and Attorney-
General) to determine the Crown’s view of the law. 

 System leaders: We provide leadership for the networks of Crown Solicitors, public prosecuting 
agencies and in-house Government lawyers. 

 
Crown Law team members strive to demonstrate the following Ways of Working in our interactions 
with each other, our clients and in all we do. 

 We take pride in all we do 
 We value our differences 
 We look after the mana of other people 
 We recognise our impact on others 
 We care about each other 
 
The organisation is committed to flexibility and provides a range of flexible working arrangements 
that allow our team members to work in ways that allow them and the organisation to perform at 
their best. 
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Role Context  

The Operational Services Group provides high quality administrative and business services to enable 
Crown Law to deliver collaborative, indispensable legal service to the government. We take a 
business partnering approach to delivering professional, customer-centred services. These include 
tailored support for legal counsel, a range of services to enable successful litigation, and business 
services to ensure the smooth running of the Crown Law Office.  

The Legal Support Teams provide personal administrative support to legal counsel, enabling them to 
deliver quality legal advice and representation services. The Legal Support Teams work closely with 
the Litigation Enablement Team to ensure quality outcomes and end-to-end support services for 
counsel and litigation matters.  

Role Purpose 

Deliver high quality administrative services to several counsel through a business partnership based 
on strong relationship management skills, which contributes to Crown Law delivering on its vision 
and strategy. 

Key Result Areas 

Information Maintenance 

 Prepare and manage documentation for Counsel. Depending on the needs and area of 
expertise of specific Counsel, this may include the following activities. Note this is an 
illustrative and not exhaustive list of tasks: 

 Creating court memos and non-evidential documents 

 Coordinating affidavits and finalise for filing and serving 

 Transcription / dictation including witness briefings and chronologies 

 Updating and maintaining precedents 

 If required, creating some matter-related documents adhering to Crown Law’s 
standards for saving and retrieving documents, plus accurate formatting aligned to 
appropriate legal standards and guidelines  

 If required on occasion, preparing and managing material for Pleadings. This includes 
updating electronic and/or hardcopy court document files, loading information onto 
electronic devices, filing and service of court documents. 

 As requested by the Legal Support Manager, coordinate the timely response to office-wide 
requests for information under the Official Information Act, Privacy Act, Ministerial requests, 
or similar 

 Proof-read and check work to ensure quality of all documents meets expectations and 
standards 

 Source and/or locate information for Counsel in a timely manner 

 Coordinate and track requests, including files where appropriate 

 Effectively maintain all systems with accurate data in a timely manner including 3E 
maintenance and databases 
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Logistics 

 Plan, organise and manage meetings and timetables specific to Counsel cases and litigation 
(including minutes and actions) 

 Manage Counsel calendars and appointments 

 Organise travel for Counsel including booking, coordination and managing travel and 
accommodation  

Communication 

 Assist Counsel with reports, files and briefings to external parties, including presentations 

 Share information (advice, letters, memos, outcomes) 

 Provide guidance and support to other Operational Services staff 

 Establish and maintain external relationships (including clients, courts) as appropriate to 
Counsel cases, ensuring information flow is timely and accurate 

Financial Administration 

 Assist Counsel with time-sheeting and preparation of client bills 

 Request cheques to file court documents as required 

 Organise credit card payments and reimbursements, checking invoices for accuracy and 
gaining sign-off 

General 

 Complete or assist with any other duties consistent with the position required from time to 
time by the Legal Support Manager. 

Key Working Relationships 

Internal 
 Counsel 
 Team Managers 
 Litigation Support Team Leaders and teams 
 Finance 
 IT 

External 
 Barristers 
 Clients 
 Attorney-General’s Office 
 Ministers 
 Courts 
 

Skills, Experience and Qualifications 

The ideal appointee will have the following skills, qualities and experience: 

 Significant experience in providing quality administrative support in a legal environment 

 Strong relationship management skills, building positive working relationships and 
influencing others  
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 Strong problem-solving and decision-making capabilities  

 Excellent organisational and time management skills with the ability to effectively prioritise 
tasks 

 Advanced MS Office skills (specifically advanced features in Microsoft Word including 
referencing and indexing and Microsoft Outlook) 

 Clear oral and written communication skills with accurate grammar and spelling  

 Accurate typing, formatting and proofreading skills. 

Personal Attributes 

The Legal Personal Assistant will be motivated and engaged by: 

 Producing quality work consistently with accuracy and attention to detail 

 Taking a trusted advisor approach with Counsel to develop options in meeting deadlines and 
understanding the big picture pressures  

 Providing coaching and guidance to other administrative staff 

 Anticipating Counsel requirements and proactively providing appropriate administrative 
support 

 High degree of confidentiality and ability to build trusted relationships 

 Being a reliable team player and dependable buddy who listens and contributes to ideas, 
creating a trustworthy and cohesive environment  

 Problem solving and managing complex tasks 

 Supporting change and managing a number of different things at once. 

Competencies and behaviours required 

 Client Focus; Is dedicated to meeting the expectations and requirements of internal and 
external clients; acts with clients in mind; establishes and maintains effective relationships 
with clients and gains their trust and respect. 

 Interpersonal skills; Relates well to all kinds of people – up, down, and sideways, both within 
and outside of the organisation; builds appropriate rapport; builds constructive and effective 
relationships; uses diplomacy and tact; can defuse high-tension situations comfortably. 

 Integrity and Trust; Is widely trusted; is seen as a direct, truthful individual; can present the 
unvarnished truth in an appropriate and helpful manner; keeps confidences; admits 
mistakes; doesn’t misrepresent themselves for personal gain. 

 Collaboration; Can quickly find common ground and solve problems for the good of all; can 
respect their own interests and yet be fair to other groups; can solve problems with peers 
with a minimum of noise; is seen as a team player and is cooperative; easily gains trust and 
support of peers; encourages collaboration; can be candid with peers. 

 Energy and Drive; Pursues goals with energy, drive, and a need to finish; seldom gives up 
before finishing, especially in the face of resistance or setbacks. Can be counted on to 
achieve goals successfully; is consistently results focused; steadfastly pushes self and others 
for results. 
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 Living the Ways of Working; Adheres to the Crown Law Ways of Working during both good 
and bad times; demonstrates and acts in line with these in all that they do; is an effective 
role model to the extent that they constantly walk the talk. 

 Time management; Uses their time effectively and efficiently; values time; concentrates 
their efforts on the more important priorities; can attend to a broad range of activities. 

Expectations of all staff 

 lend a hand when others need help  
 be conscientious 
 be resilient 
 keep yourself informed about what is going on 
 get involved with organisation events 
 

DATED: June 2019 


