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	ROLE DESCRIPTION 
[bookmark: Title] 

Director and Assistant Principal Registrar, Superior Courts





	Portfolio 
	Communities and Justice 

	Department
	Department of Communities and Justice

	Division/Branch/Unit
	Courts, Tribunals and Service Delivery / Superior Courts

	Location
	Sydney

	Classification/Grade/Band
	Senior Executive Band 1

	Senior Executive Work Level Standards:
	Service/ Operational Delivery

	Role Number
	50007823

	ANZSCO Code
	139999

	PCAT Code
	1119192

	Date of Approval
	17 November 2025 
	Ref: B1/0017

	Agency Website
	www.dcj.nsw.gov.au


Please see job notes and/or advertisement for more information on specific role qualification requirements and relevant experience. 
Agency overview
[bookmark: _Hlk167958097]The Department of Communities and Justice (DCJ) is the lead agency in the Communities and Justice Portfolio.  Communities and Justice aims to achieve a safe, just, and inclusive New South Wales (NSW) by operating an effective legal system; increasing access to social and affordable housing; protecting children and families; addressing domestic and family violence; promoting public safety; reducing reoffending; and supporting community harmony and social cohesion.
DCJ works to enable everyone's right to access justice and help for families through early intervention and inclusion, with benefits for the whole community by providing services that are effective and responsive to community needs. 
Primary purpose of the role
The Director and Assistant Principal Registrar, Superior Courts provides strategic leadership and management of the delivery of legal services for the Superior Courts of NSW. The role also undertakes the statutory duties of the Prothonotary, which is an established office within the Supreme Court of NSW (section 119 of the Supreme Court Act, 1970) (“the Act”) and the exercise of powers and duties of that role that are defined in the Act and Rules.
Key accountabilities
· Lead and direct the overall operation of court services delivered by registrars within the Supreme Court and the Industrial Relations Commission to ensure it operates effectively and efficiently to meet client needs and strategic business directions. 
· Model good leadership to inspire direction and delivery, develop people, and drive change.  Building and sustaining the expertise and capability of registrars within the Supreme Court and the Industrial Relations Commission to deliver high quality services that meet a broad range of client needs.  
· Exercising statutory and delegated quasi-judicial functions to conduct directions hearings, conduct mediations, hear and determine interlocutory applications by applying the facts to the relevant law and communicating an outcome by providing ex tempore or written judgments.
· Negotiate and advocate policy in the area of legal service delivery and interpretation of legal precedent and court practice including registry support to the judiciary. 
· Manage registrar staffing, financial and other resources to meet organisational goals and priorities.  Adhere to all relevant governance requirements, including reporting to established governance bodies, and complying with relevant DCJ policies, procedures and delegations.
· Provide expert, strategic and operational advice, analysis, solutions and recommendations to the Executive Director and Principal Registrar, Superior Courts on complex legal issues that are likely to impact on the functioning of the Superior Courts and the delivery of services. Respond to requests for briefings from the Minister’s Office, the Ministerial Liaison Unit or the Department regarding issues, ex gratia applications, draft legislation and complaints. 
· Carry out the statutory functions of the office of Prothonotary which include but are not limited to determining whether prosecutions for contempt of court and the removal of legal practitioners from the local Roll should be brought and successfully prosecuting such matters before the Supreme Court, and sitting as the Secretary of the Uniform Civil Procedure Rules and Supreme Court Rules Committees including the provision of expert advice to each committee on necessary legislative change.
· Manage the largest probate registry in Australia.
· Gather and report detailed performance data against key indicators to generate actionable improvements to the quality of services offered by the Superior Courts by identifying and implementing strategy and innovation opportunities that support the strategic direction of Superior Courts, other cross organisational programs and projects and Government's broader agenda.
· Manage relationships with relevant government agencies, professional bodies, key stakeholders and the public to receive feedback, communicate information, and create awareness of and confidence in the Court’s process and services. 
· Contribute to the corporate planning, policy development and decision making as a member of the Superior Courts Executive and ensure successful implementation of corporate decisions including taking the lead and developing high value and complex transformation and reform programs for the efficient delivery of court services across multiple jurisdictions on behalf of the Courts, Tribunals and Service Delivery (CTSD) Division including working with project delivery teams to effect all program outcomes

Key challenges
· Anticipating and assessing the impact of changes (legislative, practice, policy or technology) on contemporary legal service requirements, and develop strategies and action plans for meeting anticipated demands effectively and efficiently while optimising stakeholder confidence in Superior Courts’ capacity to deliver outcomes. 
· Identify and implement innovations to achieve the most effective utilisation of resources, improve and expand the accessibility of legal services to clients in line with current and future business needs.
· Dealing with complex legal and procedural problems and resolving these problems by identifying the issues and relying on research and analytical skills to develop appropriate plans or advice.  
· Balancing appropriate focus on strategic priorities in a proactive manner while responding to frequent, urgent work requirements in a demanding and fast paced operational environment.
Key relationships
	Who
	Why

	Internal
	

	Chief Justice 
	· Liaise regarding court services issues, business approach to the implementation of reforms, and confer regarding legal policies and procedural matters

· Provide information on key activities, issues and risks.

	Executive Director and Principal Registrar, Superior Courts
	· Provide authoritative and expert advice on legal service delivery matters and recommendations which influence planning and decision making

· Provide information on key activities, issues and risks. 

	Judicial Executive Committee, Superior Courts
	· Liaise regarding court services issues, business approach to the implementation of reforms, and confer regarding legal policies and procedural matters

· Provide information on key activities, issues and risks.

	Judiciary of the Superior Courts (including the President of the Industrial Relations Commission)
	· Liaise regarding operational issues, including planning, resource management, legislative changes and delivery of legal services by registrars.  

	CTSD Division Executive
	· Advise on service delivery matters and ensure that stakeholder satisfaction with services informs decisions at executive levels.

· Ensure the effectiveness of service delivery planning, decision making and governance frameworks across the division

· Develop productive and collaborative relationships, and engage key stakeholders in service design, delivery and assessment to continually improve service outcomes

	Service Managers
	· Maintain relationships with service managers to ensure service support levels are understood and expectations set in regard to activities of the Superior Courts. 

· Work with service managers to resolve issues and implement service improvement as required. 

	Court Services unit staff
	· Provide leadership, guidance and support to unit staff

· Set performance requirements and manage team performance and development

	Other Staff within the Registry
	· Provide and receive information and advice relating to the project/s

	External
	

	External legal services providers
	· Manage and develop relationship to ensure service levels are understood and expectations set in regard to provision of services to the courts. 

· Monitor and report on provision of service to ensure compliance with contracts, SLAs, MOUs and other service quality indicators.

· Resolve routine issues and implement service improvement as required. 

	Stakeholders, other agencies and community
	· Complex and sensitive consultations, negotiations and partnership arrangements.



Role dimensions
Decision making
The Director and Assistant Principal Registrar, Superior Courts is expected to represent the Superior Courts, operate autonomously and be fully accountable for the quality, timeliness and management of court services provided by registrars. 
Exercise high level of judgement at all times and consults with the Executive Director and Principal Registrar, Superior Courts on controversial matters that may significantly alter outcomes, timeframes or cost.
Another significant focus is the role’s legal or quasi–judicial duties. The Director and Assistant Principal Registrar, Superior Courts undertakes appropriate duties prescribed for registrars in the Supreme Court Rules and the Industrial Relations Commission Rules, including when necessary, presiding over the daily directions hearings usually conducted by the registrars of the Superior Courts.
The Director and Assistant Principal Registrar, Superior Courts also reviews the quality of the legal and quasi–judicial services provided to both the Supreme Court and the Industrial Relations Commission by registrars. 
In relation to the delivery of reform programs, the Director and Assistant Principal Registrar makes decisions with regard to the management and implementation of complex court services projects and ensures effective stakeholder engagement and project implementation by acting within Government sector core values, strategic plans and priorities, legislative and regulatory frameworks, delegations, and agency policy and procedural frameworks and guidelines.
From time to time and when necessary, act in the role of Executive Director and Principal Registrar, Superior Courts, and assume all the responsibility of that role including the decision making, key challenges and financial delegations of that role.

Reporting line
The Director and Assistant Principal Registrar, Superior Courts reports to the Executive Director and Principal Registrar, Superior Courts. 

Direct reports
The role has 21 direct reports. 
Budget/Expenditure
General Financial Limit, Level 4, currently $1 million per annum.
Key knowledge and experience
· Extensive knowledge of all relevant rules, legislation and practice and procedure in the NSW Court system.
· Extensive knowledge of court practice and procedure, the New South Wales Courts system, Courts administration principles and case management. An understanding of the Australian judicial system.
· Awareness of the legislative, policy and regulatory framework affecting the management of a government organisation, including the Government Sector Employment Act 2013 and the Government Sector Audit Act 1983.
· Knowledge of the specialised jurisdictional issues impacting on the Superior Courts’ business activities.
· Management experience.
· Experience in leading teams and advanced people management skills.
Essential requirements
· Formal qualifications in law and admission as a legal practitioner in Australia.
· Extensive post admission experience as a lawyer.
· Expert ability to interpret legislation, ability to provide expert legal advice and information.
· Advanced research and organisational skills. 
· Strong conceptual and analytical skills.
· Sound interpersonal and negotiation skills. 
· Highly developed communication, liaison and negotiation skills

[bookmark: EssentialReqs]Appointments are subject to reference checks. Some roles may also require the following checks/ clearances:
· National Criminal History Record Check in accordance with the Disability Inclusion Act 2014
· Working with Children Check clearance in accordance with the Child Protection (Working with Children) Act 2012

Capabilities for the role
The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to perform a role. There are four main groups of capabilities: personal attributes, relationships, results and business enablers, with a fifth people management group of capabilities for roles with managerial responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where relevant, work together to provide an understanding of the capabilities needed for the role.
The capabilities are separated into focus capabilities and complementary capabilities. 

Focus capabilities
Focus capabilities are the capabilities considered the most important for effective performance of the role. These capabilities will be assessed at recruitment. 
The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the indicators describing the types of behaviours expected at each level. 
	FOCUS CAPABILITIES

	Capability group/sets
	Capability name
	
	Behavioural indicators
	Level

	[image: Personal Attributes logo]
	Act with Integrity
Be ethical and professional, and uphold and promote the public sector values
	· Champion and model the highest standards of ethical and professional behaviour
· Drive a culture of integrity and professionalism within the organisation, and in dealings across government and with other jurisdictions and external organisations
· Set, communicate and evaluate ethical practices, standards and systems and reinforce their use
· Create and promote a culture in which staff feel able to report apparent breaches of legislation, policies and guidelines and act promptly and visibly in response to such reports
· Act promptly and visibly to prevent and respond to unethical behaviour
	Highly Advanced

	[image: Relationships logo ]
	Communicate Effectively
Communicate clearly, actively listen to others, and respond with understanding and respect
	· Articulate complex concepts and put forward compelling arguments and rationales to all levels and types of audiences
· Speak in a highly articulate and influential manner
· State the facts and explain their implications for the organisation and key stakeholders
· Promote the organisation’s position with authority and credibility across government, other jurisdictions and external organisations
· Anticipate and address key areas of interest for the audience and adapt style under pressure
	Highly Advanced
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	Commit to Customer Service
Provide customer-focused services in line with public sector and organisational objectives
	· Create a culture that embraces high-quality customer service across the organisation, ensuring that management systems and processes drive service delivery outcomes
· Engage and negotiate with stakeholders on strategic issues related to government policy, standards of customer service and accessibility, and provide expert, influential advice
· Ensure that responsiveness to customer needs is central to the organisation’s strategic planning processes
· Set overall performance standards for service delivery across the organisation and monitor compliance
	Highly Advanced
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	Influence and Negotiate
Gain consensus and commitment from others, and resolve issues and conflicts
	· Influence others with a fair and considered approach and present persuasive counterarguments
· Work towards mutually beneficial ‘win-win’ outcomes
· Show sensitivity and understanding in resolving acute and complex conflicts and differences
· Identify key stakeholders and gain their support in advance
· Establish a clear negotiation position based on research, a firm grasp of key issues, likely arguments, points of difference and areas for compromise
· Anticipate and minimise conflict within the organisation and with external stakeholders
	Advanced
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	Deliver Results
Achieve results through the efficient use of resources and a commitment to quality outcomes
	· Use own professional knowledge and the expertise of others to drive forward organisational and government objectives
· Create a culture of achievement, fostering on-time and on- budget quality outcomes in the organisation
· Identify, recognise and celebrate success
· Establish systems to ensure all staff are able to identify direct connections between their efforts and organisational outcomes
· Identify and remove potential barriers or hurdles to achieving outcomes
· Initiate and communicate high- level priorities for the organisation to achieve government outcomes
	Highly Advanced
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	Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions
	· Establish and promote a culture that encourages innovation and initiative and emphasises the value of continuous improvement
· Engage in high-level critical analysis of a wide range of complex information and formulate effective responses to critical policy issues
· Identify and evaluate organisation- wide implications when considering proposed solutions to issues
· Apply lateral thinking and develop innovative solutions that have a long-lasting, organisation-wide impact
· Ensure effective governance systems are in place to guarantee quality analysis, research and reform
	Highly Advanced
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	Finance
Understand and apply financial processes to achieve value for money and minimise financial risk
	· Apply a thorough understanding of recurrent and capital financial terminology, policies and processes to planning, forecasting and budget preparation and management
· Identify and analyse trends, review data and evaluate business options to ensure business cases are financially sound
· Assess relative cost benefits of various purchasing options
· Promote the role of sound financial management and its impact on organisational effectiveness
· Obtain specialist financial advice when reviewing and evaluating finance systems and processes
· Respond to financial and risk management audit outcomes, addressing areas of non- compliance in a timely manner
	Advanced
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	Manage and Develop People
Engage and motivate staff, and develop capability and potential in others
	· Refine roles and responsibilities over time to achieve better business outcomes
· Recognise talent, develop team capability and undertake succession planning
· Coach and mentor staff and encourage professional development and continuous learning
· Prioritise addressing and resolving team and individual performance issues and ensure that this approach is cascaded throughout the organisation
· Implement performance development frameworks to align workforce capability with the organisation’s current and future priorities and objectives
	Advanced
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	Inspire Direction and Purpose
Communicate goals, priorities and vision, and recognise achievements
	· Promote a sense of purpose and enable others to understand the links between government policy, organisational goals and public value
· Build a shared sense of direction, clarify priorities and goals, and inspire others to achieve these
· Work with others to translate strategic direction into operational goals and build a shared understanding of the link between these and core business outcomes
· Create opportunities for recognising and celebrating high performance at the individual and team level
· Instil confidence, and cultivate an attitude of openness and curiosity in tackling future challenges
	Advanced
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	Manage Reform and Change
Support, promote and champion change, and assist others to engage with change
	· Drive a continuous improvement agenda, define high-level objectives and translate these into practical implementation strategies
· Build staff support for and commitment to announced change, and plan and prepare for long-term organisational change, with a focus on the wider political, social and environmental context
· Create an organisational culture that actively seeks opportunities to improve
· Anticipate, plan for and address cultural barriers to change at the organisational level
	Highly Advanced



This role also utilises the Legal Professionals Capability Set. The capability set is available at www.psc.nsw.gov.au/workforce-management/capability-framework/occupation-specific-capability-sets/legal-capability-set


	Focus Occupation Specific Capabilities 

	
[image: Legal logo]
	Capability name
Capability description

	Capability Set
	Level

	
	Statutory Interpretation
Interpret legislation, subordinate legislation and instruments in accordance with legislation and accepted legal principles
	Identify and solve highly complex statutory interpretation problems through application of an extensive knowledge of the legislative process and common law, and resolve competing interpretations
Make use of extrinsic materials to resolve ambiguity and highly complex or challenging statutory interpretation issues, consistent with legislative and common law requirements
Understand and apply current legislation relating to interpretation of statutes to solve highly complex interpretation issues
Solve complex and challenging statutory interpretation problems through an extensive understanding of the structure and operation of Acts and subordinate legislation
	Level 4




Complementary capabilities
Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying performance required for the role and development opportunities. 
Note: capabilities listed as ‘not essential’ for this role is not relevant for recruitment purposes however may be relevant for future career development.

	COMPLEMENTARY CAPABILITIES

	Capability Group/Sets
	Capability Name
	Description
	Level 

	[image: Personal Attributes logo]
	
	
	

	
	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Advanced
	
	Manage Self
	Show drive and motivation, an ability to self-reflect and a commitment to learning
	Advanced
	
	Value Diversity and Inclusion
	Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives
	Advanced
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	Work Collaboratively
	Collaborate with others and value their contribution
	Advanced
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	Plan and Prioritise
	Plan to achieve priority outcomes and respond flexibly to changing circumstances
	Advanced
	
	Demonstrate Accountability
	Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines
	Advanced
	[image: Business Enablers logo]
	
	
	

	
	Technology
	Understand and use available technologies to maximise efficiencies and effectiveness
	Advanced
	
	Procurement and Contract Management
	Understand and apply procurement processes to ensure effective purchasing and contract performance
	Adept
	
	Project Management
	Understand and apply effective project planning, coordination and control methods
	Advanced
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	Optimise Business Outcomes
	Manage people and resources effectively to achieve public value
	Advanced




	Complementary Occupation Specific Capabilities
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	Capability name

	Description

	Level

	
	Legal Research
	Undertake legal research
	Level 4

	
	Legislative Development and Drafting
	Provide legal services relating to legislative proposals and legislative drafting
	Level 3

	
	Prosecution
	Prosecute offences in accordance with the relevant law, conduct rules and prosecutorial standards
	Level 3
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