
 

 

POSITION DESCRIPTION 
 Australian Broadcasting Corporation 

Label Description 

Position Title: LEGAL PROJECT COORDINATOR 

Position no: 50072185 

Team: [Legal] 

Department: Commercial & Regulatory - Legal 

Location:  Sydney 

Reports to: HEAD COMMERCIAL & REGULATORY - LEGAL 

30004134 

Classification: Administrative/Professional 

Schedule: [Schedule A] 

Roster cycle [Non-Rostered] 

Band/level: [Band 5-6] 

HR Endorsement: 14/07/2026 

Purpose 

To contribute to the effective operations of the Regulatory, Commercial & Property (RCP) team and the 

Legal Division through the provision of efficient management of property, intellectual property and 

public interest disclosure administration. 

Key Accountabilities 

• Under limited direction, maintain the ABC’s trademark portfolio, working with our lawyers and 

clients to ensure our domestic and international intellectual property interests are maintained. 

• Administer the ABC’s property portfolio legal advice, working closely with our lawyers and property 

team, ensuring the ABC interests as both landlord and tenant are protected through sound support 

of our renewals, options and negotiation processes.  

• Develop and coordinate the ABC’s public interest disclosure process, ensuring legislated 

timeframes are met, investigations are supported and communication obligations with oversight 

bodies are met. 

• Manage the ABC’s issuing of Powers of Attorney in support of our international bureaus.  

• Develop and support RCP’s use of the legal practice management system (iManage). Build 

retrievable file structures, update metadata, register files, and retrieve information as required. 

• Liaise with internal staff and external clients as required.  
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• Provide support to ensure RCP templates, precedents and processes are kept up-to-date. 

• Actively promote the ABC values and apply all relevant workplace policies and guidelines. 

• Cooperate with any reasonable instruction, procedure or policy relating to safety and take 

reasonable care for your own safety and that of other people who may be affected by your conduct 

while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team Directors, 

and other Officers. 

Key Capabilities/Qualifications/Experience 

1. Relevant tertiary qualifications or demonstrated equivalent skills, knowledge and experience. 

2. Advanced project management and/or administrative experience, preferably within a legal 

environment, including a comprehensive understanding of legal terminology, processes 

and documentation. 

3. Advanced proficiency in Microsoft Office applications and the Microsoft Windows environment. 

4. Excellent written communication and interpersonal skills, with the ability to build and maintain 

effective working relationships with a diverse range of stakeholders.  

5. Demonstrated ability to effectively monitor competing priorities and adhere to deadlines.  

6. Advanced ability to prepare and present written documentation clearly and accurately, with a 

very high level of attention to detail.   

7. Demonstrated ability to work calmly, efficiently and effectively under pressure, exercising sound 

judgement in generally complex and time-sensitive situations. 

8. Well developed ability to work collaboratively as part of a team and contribute positively to team 

outcomes. 

9. Experience and/or training in conducting government, regulatory or other investigations is an 

advantage. 

10. ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful 

environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking 

differently, taking ownership, and delivering together. 

11. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and 

a commitment to adhere to these; particularly in relation to complying with health, safety and 

wellbeing requirements in the workplace and acting in accordance with the ABC Values. 

12. Diversity and Inclusion: Ability to communicate effectively and build relationships with people 

from a range of diverse backgrounds.  

 
www.abc.net.au/careers 

http://australianbroadcastingcorporation.cmail20.com/t/d-i-dtjtuly-l-n/

