
 
 

General Manager 

 

Position Overview and Job Description 
 

Introduction 

 
Auckland Community Law Centre is looking for a General Manager (lawyer) to lead the 
organisation through its exciting next phase. 
 
We are New Zealand’s oldest community law centre.  We are passionate about access to justice, and 
have a long tradition of leadership and innovation.  Our goal is to transform lives and build a better 
New Zealand through the fairer application of the law.  We will achieve that by developing specialist 
expertise, building strong partnerships with disadvantaged communities, winning ground within the 
justice sector, and by investing in our growth. 
 
 
Overview of Role 

 
You will be passionate about promoting access to justice and be able to demonstrate your 
commitment to it.  You will have strong legal skills, including established Court and Tribunal 
experience, and be qualified to practice on your own account (or eligible to complete the 
qualification).  Ideally, you will have considerable experience in family or employment law. 
 
You will lead a team of 10 staff to deliver high quality legal services to the community.  You will 
be supported by a capable senior team, and report to an experienced and skilled Board.  
 
You will be required to engage with senior members of the profession on the future of access to 
justice, including the judiciary, regulators, professional associations and policy makers.  You will 
also join the organisation at an exciting moment in its history – finances are healthy, our work is 
more visible, and there is a growing interest in access to justice.   
 
 
Overview of the Organisation  
 
We are an independent charitable trust with up to 8 trustees.  The organisation has 11 staff, including 
a General Manager (lawyer), Supervising Lawyer, Office Manager, 6 staff solicitors and two 
administrators.  We are supported by up to 100 volunteer lawyers, firms and students each year. 
 
We are one of 24 community law centres nationally, and a member of the peak body, Community Law 
Centres o Aotearoa Inc.  We were the 2017 winners of the New Zealand Women in Governance Award.  
The national Pro Bono Clearinghouse will operate from our premises from 2021.   
 



Each year we provide free legal services to over 3000 low-income people living in Auckland DHB, North 
Shore, and Counties Manukau regions.  Our main funder is the Ministry of Justice. 

 
 
This is a rare and special opportunity: the role itself is varied and dynamic; the organisational 
culture is warm, supportive, hardworking yet family friendly.  This is your opportunity to 
practice law in a highly rewarding and meaningful way. 
 
 
To apply for this role please email a short cover letter and CV to: Darryn Aitchison, 
General Manager, at: recruitment@aclc.org.nz  
 
Applications close 28 February 2021.    

mailto:recruitment@aclc.org.nz


JOB DESCRIPTION 
General Manager  

 
  
The duties outlined in this job description are not intended to be an exhaustive list, but establish 
the basic responsibilities of the General Manager’s role.  The Board of Trustees reserve the right 
to amend this job description at their discretion after consultation with the General Manager. 
 

Reports to: Board of Trustees 

Purpose of Position:  Lead the Auckland Community Law Centre (“ACLC”) team. 

 Lead business growth and development initiatives. 

 Responsibility for the efficient and effective running of 
the administrative aspects of the ACLC’s Practice. 

 Ensure quality legal services are provided to the ACLC’s 
clients 

 Manage the recruitment, appointment and supervision of 
all staff. 

 Ensure excellence and delivery of services of the highest 
quality. 

Accountability for Overall responsibility and accountability for the 
management of the ACLC including all staff. 

Working Relationships All ACLC staff, the Board, permanent staff, and all key 
stakeholders including volunteer staff, law firms, suppliers, 
clients, the Ministry of Justice, CLCA, other community law 
centres, the law schools, the New Zealand Law Society, NZBA 
and Auckland District Law Society, the Judiciary and the 
community. 

 
 
POSITION OBJECTIVE 
 
The General Manager’s role will be divided between (i) overall leadership of the ACLC, (ii) 
operational management, (iii) strategic functions including business growth and development 
initiatives, and (iv) carrying out and demonstrating quality professional legal work.  
 
The objective of the General Manager’s role is to ensure the smooth operation of the ACLC 
which includes, but is not limited to, ensuring the provision of quality legal work and the 
management of all staff, property management, accounts, compiling the Ministry of Justice 
statistics and ensuring compliance with all legal, regulatory and contractual obligations.  The 
General Manager will also be responsible for driving business growth and development.   



 
The General Manager will report directly to the Board of Trustees of the ACLC. 
 
The General Manager’s responsibilities in relation to the professional legal aspects of their role 
are to provide practical day to day legal representation, assistance and advice at a senior level in 
the areas of family, employment, Disputes Tribunal, immigration, criminal, civil, consumer and 
tenancy law.   
 
The General Manager must carry out the work required of them in an efficient, prompt and 
practical manner.   
 
As the leader of the ACLC and as a senior lawyer, the General Manager will be expected to assist 
the ACLC solicitors and to support their development and training.  
 
KEY COMPETENCIES 
 

 Well organised and able to deal effectively with competing demands on time. 

 Ability to meet deadlines. 

 Achieves best possible results for clients. 

 Ability to manage and lead a team of diverse people. 

 Ability to set up systems. 

 Client focused and professional. 

 Ability to work harmoniously with, and respect, all of the ACLC members. 

 Personal integrity. 

 Strong work ethic. 

 A commitment to career development. 

 Commitment to the ACLC philosophies and policies. 

 Effective verbal and listening communication skills. 

 An ability to build and foster relationships within the community. 

 A demonstrated commitment to the development of client relationships. 

 Consistent achievement of high quality work product. 
 
The General Manager must maintain strict confidentiality in performing the duties required of 
them.  They will at all times represent the ACLC favourably to clients, employees and the 
community.   
 
 
 
 
 
KEY AREAS OF RESPONSIBILITY  
 
Leadership (25%) 
 

 Provide leadership to the staff of the ACLC consistent with the values and objectives of 
the ACLC. 

 
 
 



Operational Management of the ACLC (25%) 
 

 Manage all administrative functions of the ACLC office including office management, 
funding and reporting, property management, accounts and insurances. 

 Be responsible for management and performance of all staff of the ACLC including 
regularly undertaking performance management reviews, dealing with any performance 
management issues and managing internal issues between staff and directing legal 
resources across the organisation. 

 Recruitment and appointment of all staff. 

 Ensuring the ACLC is complying with all applicable health and safety legislation and 
obligations. 

 Prepare Board reports. 

 Ensure all financial reporting and funding requirements are met. 

 Ensure the ACLC has adequate yearly income through available funding sources 

 Ensure the ACLC meets all obligations under the Community Legal Services Contract 
including legal representation, assistance, information and education programmes for the 
community. 

 
Strategic Functions (25%) 
 

 Develop a strategic plan for the ACLC in conjunction with the Board. 

 Action and implement the strategic plans formulated by the Trustees of the ACLC. 

 Develop and maintain effective relationships with stakeholders and partners (including 
the Ministry of Justice, CLCA, other community law centres, the law schools, volunteers, 
the New Zealand Law Society, the Auckland District Law Society, the Judiciary, Tangata 
Whenua, legal professionals and other community organisations as appropriate) with a 
view to growing and developing the ACLC. 

 Look for new opportunities to develop the business of the ACLC. 

 Ensure the community are aware of the ACLC and its services. 
 
Provision of Legal Services (25%) 
 

 Undertake a degree of client contact as required. 

 Responsibility for the management of own files working both independently and (where 
appropriate) in conjunction with other legal staff. 

 Co-ordination and oversight of the provision of legal services by all legal staff by means of 
regular file reviews.  

 Ensure all ACLC staff are appropriately trained, supervised and supported when 
undertaking legal work. 

 Drafting legal documentation such as correspondence, agreements, opinions, pleadings 
and submissions. 

 Apply focused research techniques and produce practical results. 

 Undertake negotiation and advocacy, skillfully and with confidence. 

 Draft logical and accurate legal documentation. 

 Prepare logical and practical opinions which outline options / recommendations. 

 Involvement in marketing / profile raising / community initiatives for the ACLC. 



 
QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE 
 
Qualifications 
The General Manager must be a Barrister & Solicitor admitted to the High Court of New Zealand 
and either hold a current practicing certificate or have no impediment to hold a practicing 
certificate. 
 
In the event the Trust choses to run a Trust Account, the General Manager will either be 
certified as a Trust Account Partner through the New Zealand Law Society or be eligible to hold 
certification. 
 
The General Manager must be qualified to practice on their own account, or working towards 
that qualification. 
 
Knowledge and Experience 
The General Manager must, at a minimum, have proficient knowledge and experience in the 
following areas: 
 
Professional Legal Skills 

 Senior level experience (i.e. 8 years PQE +) in the areas of family, employment, Disputes 
Tribunal, immigration, criminal, civil, consumer and tenancy law or similar. 

 Established court and tribunal experience. 

 Proven effective written communication skills. 

 Extensive experience in running files autonomously with a focus on attention to detail. 

 Experience in negotiation. 

 Time management skills. 

 Experience in working with a diversity of ethnic communities. 

 A good understanding of trust account principles. 
 
Administrative Skills 

 Management / supervision experience. 

 Proven organisational skills. 

 Knowledge of relevant computer packages. 

 Knowledge of accounts and general office management. 

 Experience in implementing office systems. 

 A demonstrated commitment to staff management, the development of staff and the 
mentoring and training of those staff members. 

 Proactively delegates work and properly supervises such delegation. 
 


