
 
 

PILCH Operations Manager (0.6 – 0.8 EFT) 

Position Description 

 

1. PUBLIC INTEREST LAW CLEARING HOUSE 

PILCH is a leading Victorian, not-for-profit organisation in the legal sector, which is committed 

to furthering the public interest, improving access to justice and protecting human rights by 

facilitating the provision of pro bono legal services and undertaking law reform, policy work 

and legal education. PILCH is currently the largest facilitator of pro bono resources in 

Australia. 

 

In carrying out its mission, PILCH specifically seeks to address disadvantage and 

marginalisation in the community, to effect structural change to address injustice, to foster a 

strong pro bono culture in Victoria and to increase the pro bono capacity of the legal 

profession.  

 

PILCH is committed to the following values: 
 

• providing a responsive, effective and professional service to its members and 

the community  

• acting with integrity and fairness at all times  

• treating all people equally and with dignity and respect 

• innovation and creativity in pro bono 

 
PILCH delivers pro bono legal services through four schemes: the Public Interest Law 

Scheme, the Homeless Persons’ Legal Clinic, the Law Institute of Victoria Legal Assistance 

Scheme and the Victorian Bar Legal Assistance Scheme.  

 

PILCH is an innovative partnership of private law firms, corporate legal departments, the 

Victorian Bar, the Law Institute of Victoria, community legal centres, and university law 

schools.  

 



 
 
2. OPERATIONS MANAGER 

PILCH is currently undergoing a phase of development following the increased demand for its 

services and the establishment of new initiatives. This next period represents a real 

opportunity for the right candidate to participate in building upon the PILCH success story in 

this key role. 

 

This is an all encompassing senior level operations role supporting the Executive Director. 

This role would suit someone with the ability and strong desire to grow with the organisation 

and work within a successful and highly dedicated team.  

 

The ideal candidate will have demonstrated experience in managing a team of professionals, 

a strong financial background, proven ability to monitor and evaluate organisational 

performance and will be committed to promoting social justice and the goals of the 

organisation. 

 
The Manager reports to the Executive Director and the PILCH Board. 

 

3. KEY RESPONSIBLITIES  

The key responsibilities of the Operations Manager are:  

a. Financial Management  

i. Budget analysis and financial reporting 

ii. Supervision of book keeper and accountant 

iii. Audit and annual reporting 

iv. Development of financial management policies 

 

b. Organisational Development and Accountability 

i. Assisting with the development of processes for internal and external 

evaluation of projects and services 

ii. Assisting with the coordination of current projects and the 

establishment of new projects  

 

c. Human Resources  

i. Assisting with recruitment processes 

ii. Managing professional development and training program for staff 

iii. Seeking advice on specific employment law issues for staff and the 

organisation 

iv. Overseeing development of office policies in consultation with PILCH 

Office Coordinator 

 

4. SELECTION CRITERIA  

a. Ability and experience to effectively and efficiently carry out the key 

responsibilities outlined in Section 4 above; 

 

b. Excellent financial management skills –accounting degree preferred but not 

essential; 



 
 
 

c. Experience in project development and evaluation; 

 

d. Excellent written and oral communication skills; 

 

e. Understanding and interest in the legal profession, the access to justice 

sector, and the community sector in Victoria and Australia; 

 

f. An original and innovative thinker; and 

 

g. Highly motivated and dynamic. 

 

5. TERMS 

a. The position is ongoing subject to funding.  

b. The salary per annum is $60,000 plus statutory superannuation and 

favourable terms and conditions. 

c. PILCH is located at Level 1, 550 Lonsdale Street, Melbourne VIC 3000. 

d. Job-share arrangements will be considered.  

 

6. APPLICATION PROCESS 

Applications, including CV, covering letter and response to the selection criteria, should be 

submitted to the Executive Director, Public Interest Law Clearing House (Vic) Inc, Level 1, 

550 Lonsdale Street, Melbourne, VIC 3000 or by email to pilch@vicbar.com.au by 12 

November 2007. Please direct inquiries about the position to Rachel Brown at PILCH on 9225 

6680. 


