
 

   

 

 

Position Description 
Workforce Project Lead 

 

1.0 Profile of Employer 

Community Legal WA (CLWA) is the peak body for Western Australian 
community legal services, which has 23 members including community legal 
centres and Aboriginal Community Controlled Family Violence Prevention Legal 
Services (CLS’).  Our vision is a fair Western Australia in which everybody has 
access to justice. 

The primary functions of CLWA are to: 

• Build capacity, and promote effectiveness, sustainability and collaboration 
in the community legal sector 

• Advance human rights and social justice through law reform, policy, 
advocacy, projects, and legal professional education.  

CWA is staffed by a small team and supports the sector through 
communications, services, and advocacy. Community Legal WA is governed by 
a Board and receives funding from the WA Government and other sources. 

2.0 Role of the Project Lead 

The Workforce Project Lead works collaboratively across CLWA to advance 
workforce priorities. It is responsible for leading CLWA’s workforce project and 
delivering key priorities by undertaking research and data collection and 
translating workforce research, data and sector feedback into practical 
resources, capability-building initiatives, workforce development opportunities, 
advocacy evidence and future investment opportunities.  

The role focuses on strengthening sector workforce capability, sustainability 
and sector readiness through data collection, workforce development, grant 
activities, stakeholder engagement, and strategic workforce initiatives.  

3.0 Communication and Reporting lines: 

This role reports to:  Manager Collective Capability & Business Development 

This role works alongside: Policy and Advocacy Manager, Strategic 
Communications Lead, Data and Impact Lead, CLWA 
employees, members and other stakeholders. 

Positions reporting to this role: Project support consultants and contractors 
as required. 
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4.0 Key Duties 

4.1 Project Management, Administration and Oversight 

• Lead and deliver the planning, implementation, monitoring and reporting of 
CLWA workforce project priorities under the direction and support of the 
Manager Collective Capability & Business Development and working 
collaboratively across the team; 

• Develop and maintain project plans, implementation schedules, monitoring 
and evaluation frameworks, communications plans and reporting 
requirements to management, funders and relevant committees; 

• Manage project governance requirements, including Workforce Reference 
Group processes;  

• Administer project documentation, contracts, grants, and reporting 
requirements; 

• Coordinate and support team members and consultants, contractors and 
other project resources to ensure project deliverables are achieved; and 

• Ensure workforce initiatives are delivered on time, within budget and in 
accordance with organisational governance and approval processes.  

4.2 Sector Capability and Workforce Development 

• Coordinate sector-wide workforce capability and workforce development 
initiatives that support a skilled, sustainable and adaptable community legal 
sector workforce; 

• Manage the workforce development grant program, including activities with 
a specific regional, rural and remote focus; 

• Lead the development, maintenance, organisation and promotion of 
workforce learning opportunities and practical learning resources through 
CLWA's Learning Management System (LMS); 

• Identify current and emerging workforce development needs through 
member and stakeholder consultation, workforce evidence and 
project evaluation; 

• Contribute to any future workforce priorities such as award analysis and 
advocacy, award related change management, capability frameworks, 
minimum levels of service delivery, sector commissioning readiness, peer 
learning, communities of practice, and leadership development; and 

• Identify strategic alignment with related initiatives led by CLWA, 
members, government, and other stakeholders.  

4.3 Workforce Data, Research and Evidence 

• Maintain workforce datasets, workforce profiles, 
benchmarking information and workforce intelligence resources; 



   

 

https://clcawa.sharepoint.com/sites/CommunityLegalWA/Human Resources/ADMIN305 Recruitment/2026/Workforce Project 

Lead/20260818 Draft Workforce Project Lead PD.docx                                                                                                        3 
 

• Coordinate and undertake workforce benchmarking and workforce data 
collection activities, working collaboratively with the Data and Impact Lead 
to seek their advice and assistance; 

• Lead the planning and implementation of potential future workforce 
research, including a further pay and employment conditions study and 
benchmarking, subject to project priorities and approved timing; 

• Analyse, interpret and translate workforce information into practical 
resources, reports, presentations and sector insights;  

• Communicate and amplify existing workforce reports, findings and datasets 
to improve their reach and practical use; 

• Work in close collaboration with policy, advocacy and communications 
staff to translate workforce evidence into reports, clear messages, briefing 
papers, submissions, summaries and practical resources; and 

• Contribute to initiatives that enhance data quality, reporting, evaluation and 
impact measurement.  

4.4 Regional, Rural and Remote (RRR) Workforce Focus 

• Ensure all project activities, including data and policy, workforce grants and 
capability-building activities include a deliberate RRR focus;  

• Lead initiatives that address workforce challenges experienced by RRR 
community legal services; and 

• Contribute to alignment between workforce activities and relevant regional 
justice, access and workforce priorities, including emerging partnership 
opportunities.  

4.5 Workforce Advocacy and Strategic Influence 

• Work closely with the Policy & Advocacy Manager to support CLWA’s 
workforce policy and advocacy priorities, including by providing evidence 
and specialist input into relevant policy and reform discussions; 

• Support advocacy activities that raise awareness of structural workforce 
issues and the action required to address them; and 

• Identify opportunities to use workforce evidence to inform future 
policy, funding and sector investment priorities.  
 

4.6  Engagement and Collaboration  

• Coordinate and support the Workforce Reference Group to undertake 
meetings, consultation and communication processes;  

• Develop and maintain effective working relationships with CLS members, 
government agencies, funders, stakeholders and partners;  

• Represent and support CLWA’s participation in relevant committees, 
forums, and workforce-related meetings; 

• Facilitate member consultation and sector engagement to identify and 
deliver workforce priorities and initiatives; and 
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• Coordinate, source and deliver presentations, workshops and other 
engagement activities as required. 

4.7  Other Duties 

• Actively contribute to CLWA meetings and stakeholder engagement 
activities, including events; 

• Support the operations of a small team and undertake own administrative 
tasks;   

• Identify and undertake personal and professional development activities 
aimed at improving capacity to fulfil the role effectively and sustainably; 

• Participate in state and national community legal sector forums and 
projects; and 

• Other duties consistent with the role as required.  

4.8  Values and Behaviours 

• Promote and role model appropriate behaviour to support CLWA culture, 
performance and profile; 

• Actively support CLWA’s commitment to the principles of diversity, 
inclusion, cultural safety, social justice, human rights, and equal opportunity; 
and 

• Actively demonstrate organisational values: collaboration, integrity, 
innovation and courage. 

5.0 Key Selection Criteria 

Essential  

• A strong track record of successfully managing projects, including planning, 
implementation, time management, monitoring, evaluation and reporting;  

• Qualifications in a relevant area such as human resource management, 
organisational development, learning and development, project 
management, social sciences, community development or equivalent; 

• Demonstrated experience developing and implementing workforce 
capability, workforce development, sector development or organisational 
capability initiatives; 

• Demonstrated experience collecting, building, maintaining, analysing and 
interpreting datasets, and proactively using data and evidence to identify 
trends and insights, inform project and workforce priorities, and support 
decision-making, advocacy and sector development; 

• Experience in managing grants, funded programs or sector-wide projects.  
• Experience designing, coordinating or delivering professional learning and 

development activities; 
• Experience in one or more of the following areas: learning management 

systems; leadership development; communities of practice; workforce 
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planning; workforce wellbeing and psychosocial health; employment 
conditions; 

• Excellent stakeholder engagement, relationship management, consultation 
and facilitation skills;  

• Demonstrated ability to analyse, interpret and communicate data and 
evidence; 

• High-level written communication skills, including experience preparing 
reports, briefings, presentations or sector resources; 

• High-level organisational skills, with the ability to manage competing 
priorities and adapt quickly and effectively to changing goals and contexts;  

• A sound understanding of social justice issues relevant to the work of 
community legal centres; and 

• Ability to travel within Western Australia, with occasional travel to other 
states or territories.  

Desirable 

• Understanding of, or experience working with, the community legal sector.  
• Experience working within a member-based organisation, peak body or 

not-for-profit organisation;  
• Experience administering or developing content within a Learning 

Management System;  
• Knowledge of workforce sustainability issues affecting the community 

services or legal assistance sectors;  
• Knowledge of SCHADS and SACS Award-related workforce issues; and/or  
• Understanding of commissioning, capability frameworks or sector reform 

environments.  

Other  

• A national Police Clearance certificate not more than 6 months old.   
• People from diverse backgrounds are strongly encouraged to apply.   

6.0 Salary and Conditions 

• Hours: 0.8 - 1.00 FTE, negotiable (60-75 hrs per fortnight) 
• Salary: SACS Award level 7  
• Employment type: Fixed Term to 30 Sept 2027  
• Salary Packaging: PBI Salary Packaging is available 
• Leave and other conditions: Generous personal and annual leave.  
• Flexible working hours and a hybrid workplace.   


