
 

Department of Justice 

Statement of Duties 
Tasmanian Civil and Administrative Tribunal 
Senior Registry Clerk 
 

Objective 
The position contributes to the efficient operation of the Protective Division of the 
TASCAT (the Tribunal) by undertaking and supervising administrative tasks associated 
with the effective functioning of the Tribunal. This role is responsible for the 
management of forensic matters; case assessment/intake analysis of applications and 
preparation of relevant reports, and provision of advice, guidance and support to the 
Advisory Officers and Registry Clerks. 

Duties 
• Provide information and advice, including telephone advice, on procedural and 

process matters concerning the Tribunal to a broad range of persons and bodies. 

• Supervise and provide a wide range of administrative duties for the efficient and 
effective delivery of services relating to the Tribunal including Tribunal member 
rosters, hearing listings, managing video conference and teleconferences as 
required, receiving and processing of applications and determinations, processing 
and managing requests for reviews and management of registers. 

• Manage applications and forensic matters including both physical and electronic 
files, the scheduling of hearings, management and preparation of relevant reports, 
preparing hearing notices and hearing papers, preparation of correspondence, 
booking venues and liaising with relevant stakeholders and Tribunal members. 

• Liaise with all persons or organisations concerned with matters within the 
jurisdiction of the Tribunal, including compiling evidence and hearing papers for the 
Tribunal to consider at hearing. Liaise with service providers to ensure information is 
provided to the Tribunal in compliance with the legislation.  Liaise with applicants, 
families and persons the subject of proceedings to assist them understand the 
Tribunal’s role and procedures and to make all necessary pre-hearing inquiries. 

• Assist in the management of the Tribunal case management system where 
required. 

• Provide executive support to the Statutory Officers, Sessional Members and 
Registrars as required. 

• To undertake additional duties as directed by the Principal Registrar or President. 
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Level of responsibility  
• Responsible for the effective and efficient delivery of services, including responses 

to enquiries, in accordance with Tribunal protocols, processes and statutory 
obligations. 

• Responsible for the provision of comprehensive administrative and executive 
support to senior staff and Statutory Officer including the efficient assessment and 
reporting to the Tribunal of information obtained during case assessment of 
applications to enable the Tribunal to make properly informed orders. 

• Responsible for maintaining comprehensive and current knowledge of relevant 
legislation, policies and procedures and provision of accurate advice, supervision 
and assistance to Registry Clerks and Advisory Officers. 

• This position requires the use of initiative and discretion, legal knowledge and 
operates with a degree of independence, judgement and autonomy in day to day 
activities. 

• Upholding and championing the Department’s commitment to the safety and 
wellbeing of children and young people; actively participating in and contributing to 
our rights-based approach to care; meeting all obligations under the Child Safety 
and Wellbeing Policy, Professional Conduct Policy, and other Departmental child 
safety policies and complying with mandatory reporting obligations. 

• Conducting work in a safe manner that does not put yourself or others at risk, 
including to comply with reasonable instructions contained in WHS policies and 
procedures; reporting hazards, near misses and incidents. 

• Participating in the development and improvement of safety initiatives and 
safeguarding practices for children and vulnerable people (including to attend 
relevant child safety and wellbeing training provided by the Department). 

• Upholding and championing the values of Integrity, Respect and Accountability, and 
actively contributing to making our workplaces Inclusive and Collaborative. 

Direction and supervision received 
• Works within established guidelines and practices with general direction from 

Statutory Officers and the Registrars.  

• General supervision is received from the Registrars in accordance with the 
procedures and practices established by the Tribunal.  

• Expected to be able to use initiative and exercise discretion in resolving non-
standard issues, and in the application of legislative provisions. 

  

https://www.justice.tas.gov.au/safety/child-safety/the-department-of-justice-as-a-child-safe-organisation
https://www.justice.tas.gov.au/safety/child-safety/the-department-of-justice-as-a-child-safe-organisation
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Selection criteria 
1. Knowledge of the relevant legislation including the Tasmanian Civil and 

Administrative Tribunal Act 2020 and the legislation listed under Schedule 3 of that 
Act, including extensive knowledge of the processes relating to the Mental Health Act 
2013 and Guardianship and Administration Act 1995 and associated legislation, or 
the aptitude to quickly acquire such knowledge. 

2. Demonstrated high-level communication and interpersonal skills (both written and 
oral), including the ability to liaise effectively with clients, service providers, Tribunal 
members and staff at all levels and ability to deal sensitively with people with 
disabilities. 

3. Ability to manage competing deadlines in a high volume work area, and to plan, 
organise, and set priorities in an environment subject to work pressures and change 
with minimal supervision and working effectively and co-operatively in a small team 
environment. 

4. Proven initiative and flexibility in problem solving and the ability to exercise discretion 
and confidentiality. 

5. High level clerical, organisational and file management skills with the ability to record 
a variety of information with attention to detail and meticulous accuracy and 
demonstrated experience in the use of information technology and an ability to adapt 
to new technology and procedures. 

Essential requirements 
• Nil 

Desirable requirements 
• Nil 

Pre-employment Checks 
The Head of State Service has determined that the person nominated for this vacancy 
is to satisfy a pre-employment check before taking up the appointment, promotion or 
transfer. 

The following checks are to be conducted: 

1. Pre-employment (National Police Record) checks for: Arson and fire setting, violent 
crimes and crimes against the person, sex-related offences, drug and alcohol 
related offences, crimes involving dishonesty, deception and/or conspiracy, making 
false declarations, malicious damage and destruction to property, serious traffic 
offences, crimes against public order or relating to the Administration of Law and 
Justice, Executive or the Legislative Power. 

2. Disciplinary action in previous employment. 

3. Identification check.  
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Position summary 
Title Senior Registry Clerk 

Number Generic 

Award Tasmanian State Service Award 

Classification General Stream Band 4 

Division Justice and Reform 

Full-time equivalent 1.0FTE 

Output Group Tasmanian Civil and Administrative Tribunal 

Branch Protective Division 

Supervisor Deputy Registrar and Principal Registrar 

Direct reports Nil 

Location Hobart 

Position category and funding Fixed Term, A247 

 
 

Human Resources, Department of Justice 

L1, 85 Collins Street, Hobart, TAS  7000 

Email: hr.recruitment@justice.tas.gov.au 

Last reviewed: October 2025 
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