' VETASSESS

Information sheet

Legal Secretary

- Group C Job description

Legal Secretary performs secretarial, clerical
and other administrative tasks in support of
Al s A e Lega.l Professionals applying knowledge of legal

terminology, procedures and documents

The following Information Sheet is for

your reference only and should be used

as a guide to assist with your Skills

Assessment application to VETASSESS.

This information is subject to change.

Please note that a Skills Assessment of
the qualification involves assessment of
both the qualification level and
content. Qualifications are assessed
according to the guidelines published
by the Australian Government
Department of Education.

The employment assessment involves
determining the skill level and
relevance of the tasks undertaken.

Integrity checks may be conducted to
verify the qualification and
employment claims made in an
application.
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Legal Secretary is a VETASSESS Group C occupation

This occupation requires a qualification assessed as comparable to the educational level of an
Australian Qualifications Framework (AQF) Diploma or higher.

Applicants can fulfil the assessment criteria for this occupation in four different ways.

*If employment is prior to the completion of the qualification at the required level, an applicant
must have at least one year of highly relevant employment at an appropriate skill level within
the last five years. The remaining three years of pre-qualifying period may be within the last ten
years.

A positive assessment of both qualification level and employment duration is required for a
positive Skills Assessment outcome.

Criteria for a positive Skills Assessment
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Qualification

Highly relevant major fields of study include:

e Law

* Legal Services

* Legal Practice

* Legal Studies

* Business Administration
* Business

This occupation requires a qualification

assessed as comparable to the education level

of an Australian Qualifications Framework

(AQF) Diploma or higher and in a field highly

relevant to the nominated occupation.

Employment Criteria

Tasks may include, but not be limited to:

Liaising with other staff to arrange meetings

and to gain and provide information
Preparing reports, briefing notes and

correspondence, and proofreading work for

typographical and grammatical errors

Maintaining appointment diaries and
making travel arrangements

Processing incoming and outgoing mail,
filing correspondence and maintaining
records

Answering telephone calls, responding to

inquiries and redirecting callers

Taking and transcribing dictation of letters

and other documents

Greeting visitors, ascertaining nature of
business and directing visitors to
appropriate persons

System
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