
 
 

Independent Contractor – Position Description 
Accreditation Reviewer 

 

1.0 Profile of Community Legal WA 

Community Legal WA (CLWA) is the peak body for Western Australian community legal services 

(CLS), which has 25 members including community legal centres (CLCs) and Aboriginal 

Community Controlled Family Violence Prevention Legal Services.  

Our vision is a fair Western Australia in which everybody has access to justice. 

The primary functions of Community Legal WA are to: 

• Advance human rights and social justice through law reform, policy, advocacy, projects, and 

legal professional education  

• Build capacity, and promote effectiveness, sustainability and collaboration in individual CLCs 

and the community legal sector. 

Community Legal WA is staffed by a small team of diverse and dedicated individuals to support 

access to justice through communications, services, and advocacy. 

 

2.0 Role of the Accreditation Reviewer 
The National Accreditation Scheme (NAS) is a sector-led, national accreditation quality 

improvement, compliance and certification process for community legal services (CLS).  CLWA is 

seeking to establish a pool of WA-based independent contract Reviewers to provide 

accreditation assessment, reports and recommendations to implement the NAS in Western 

Australia. 

 

3.0 Communication and Reporting lines: 

Contractors: 

• Are supported and coordinated by the Quality and Governance Coordinator. 

• Jointly report to the Quality and Governance Coordinator and the CEO. 

• Provide formal recommendations to the Certifier who is the CEO. 

4.0 Duties 

4.1 Accreditation assessment and periodic review  

Work autonomously with minimal supervision to undertake the following.  

• Conduct detailed accreditation assessments in keeping with NAS Standards and Guidelines 

to ensure compliance with the requirements of the scheme: 

o Review documentation and evidence  

o Undertake onsite assessments including interviewing key staff, board members 

o Write reports including referring to evidence  

o Review CLS improvement plans 

o Provide recommendations and support to the Certifier  

o Implement escalation measures as required under the guidance of the NAS 

Guidelines, and the Certifier and National Accreditation Coordinator 



2 

 

o Undertake progress report reviews as required.  

• Maintain professional communication standards. 

• Work closely with the Quality and Governance Coordinator and other staff and Contract 

Reviewers to ensure consistent implementation of the NAS: 

o Participate in training and onboarding 

o Regular liaison with the Quality and Governance Coordinator regarding 

administration, scheduling, supporting centre readiness and specific Centre 

reviews  

o Attend (paid) biannual workshops with other Reviewers, the CEO, Sector 

Development Manager and the Quality and Governance Coordinator to discuss 

challenges, enablers and efficiencies, review and discuss consistency of 

evidence, identify sector support needs, and provide information to inform 

review of the scheme.  

o Provide information to enable CLWA Reporting requirements. 

• Utilise document management and information systems across CLWA and national portals 

appropriately.  

• Undertake own administrative tasks.  

• Ensure the required skills and capabilities to act as a Reviewer are maintained.  

 

By negotiation 

• Provide ongoing mentoring and development support to the Quality and Governance 

Coordinator to develop their capacity to undertake pre-reviews of documentation, 

progress reports etc. 

 

4.2 Values and Behaviours 

• Promote, role model and demonstrate appropriate behaviour to support CLWA values, 

culture, performance and profile. 

• Actively support CLWA’s values: collaboration, integrity, innovation and courage.  

• Actively support CLWA’s commitment to the principles of diversity, inclusion, social justice, 

human rights, and equal opportunity. 

 

5.0 Selection Criteria 

Essential 

• Demonstrated experience in assessing accreditation and quality improvement in the not-

for-profit sector.  

• Experience using compliance, quality standards or other methods to enhance 

performance, manage risk, and support organisational development and continuous 

quality improvement. 

• Ability to review an organisation’s documents and assess whether it demonstrates 

compliance with the National Accreditation Scheme.  

• Demonstrable skills in report writing. 
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• Qualifications in quality, governance or risk, or equivalent relevant experience. 

• A strong track record in initiating and implementing improvements and solutions to deliver 

good practice organisational policy and procedures.  

• High level stakeholder engagement skills to manage complex and sensitive relationships, 

including the ability to consult, communicate, provide feedback and build productive 

connections across the CLS sector, for mutual benefit towards shared goals. 

• Commitment to meeting timelines and reporting requirements. 

• High level of computer literacy including all areas of MS365 and the ability to learn other 

platforms to ensure accurate systems and record management. 

 

Highly Desirable 

• Ability to undertaken occasional travel to regional and remote locations in WA. 

• Understanding of the operations of CLS and the various contexts in which they operate, 

and the diversity of their operations. 

 

6.0 Pay and Conditions 
 
Independent Contractor (not employee)  

Hours:  

• Estimated 4-6 reviews per year at estimated 30 hours per review; and 4-6 x 2-hour 

progress report reviews, negotiable.  

• 4 x 2-hour workshops per annum. 

 

Hourly rate: $110.00 per hour, negotiable 

Date position reviewed: September 2025 

 

 


