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Senior Solicitor 
This position description is designed to give an overview of the type of work and performance required for this role and may include other 
duties as required.  

Who we are as an organisation and what we are about 

Everything we do is related towards the achievement of our outcome - ‘safe and secure skies to help 
New Zealand fly’. Our success in this is simple: we will have the following impacts:  

Being safe – fewer people die or sustain injury while participating in the aviation system.  

Feeling safe – people’s choice to participate in the aviation system is not limited by perception of 
unsafe practices.  

Our objectives are:  

Improved sector safety performance – we target areas of risk within the aviation system, and 
work to diminish these risks, improving the overall performance of the system.  

Effective and efficient security services – we continue to effectively identify and mitigate security 
threats, while making sure passengers and goods can travel smoothly.  

A vibrant aviation system is one that makes a strong contribution to the wellbeing of New 
Zealanders, through enabling quality of life, and supporting a strong economy.  

 

Scope 

Reports to:  Chief Legal Counsel 

Group:    Strategy Governance Risk & Assurance 

Location:  National Office Wellington 

Role Overview 

• Provision of specialist legal services and advice to Director of Civil Aviation (DCA) , members of 
the Executive Leadership Team (ELT) and other managers on statutory decision making, 
regulatory compliance, public law obligations and associated legal risks 

• Provision of specialist legal services and advice to CAA staff members on application of 
regulatory functions and powers and internal compliance with related statutory obligations 
including the NZ Bill of Rights, Official Information and Privacy Act. 

• Preparing legal opinions and giving legal advice on the interpretation and application of 
legislation generally, and specific advice in respect to legislation the regulatory context including 
the enforcement of civil aviation law and the adoption, implementation and application of 
international obligations 

• Conducting legal training of CAA staff through internal training sessions and publishing of 
internal legal newsletter articles 

• Provide advice on corporate functions, including contracts, financial matters and Memorandum 
of understanding’s (MOUs) 
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• Reviewing the work performed by others in the legal team and managing the Legal Counsel 
Group as Acting Chief Legal Counsel (if/when required) 

• Support other areas of work as required by the Chief Legal Counsel. 

 

Core Competencies 

Communicates Effectively - 

Developing and delivering multi-mode 

communications that convey a clear 

understanding of the unique needs of 

different audiences 

• Is effective in a variety of communication settings: one-on-one, 
small and large groups, or among diverse styles and position 
levels 

• Attentively listens to others 

• Adjusts to fit the audience and the message 

• Provides timely and helpful information to others across the 
organisation 

• Encourages the open expression of diverse ideas and opinions 

Manages Ambiguity – Operating 

effectively, even when things are not 

certain or the way forward is not clear 

• Deals comfortably with the uncertainty of change 

• Effectively handles risk 

• Can decide and act without total picture 

• Is calm and productive, even when things are up in the air 

• Deals constructively with problems that do not have clear solutions 
or outcomes 

Organisational Savvy – Manoeuvring 

comfortably through complex policy, 

process and people-related 

organisational dynamics 

• Is sensitive to how people and organisations function 

• Anticipates land mines and plans approach accordingly 

• Deals comfortably with organisational politics 

• Knows who has power, respect, and influence 

Manages Complexity - Making sense of 

complex, high quality and sometimes 

contradictory information to effectively 

solve problems 

 

• Asks the right questions to accurately analyse situations 

• Acquires data from multiple and diverse sources when solving 
problems 

• Uncovers root causes to difficult problems 

• Evaluates pros and cons, risks and benefits of different solution 
options 

Instils Trust – gaining the confidence 

and trust of others through honesty, 

integrity, and authenticity 

• Follows through commitments 

• Is seen as direct and truthful 

• Keeps confidences 

• Practices what he/she preaches 

• Shows consistency between word and actions 

 

Core Responsibilities 

Provides specialist legal services and advice by: 

• Taking a proactive role in identifying legal and governance risks and providing oral advice or 
drafting opinions on addressing and managing those risks. 



Position Description 
 

Senior Solicitor – May 2021 Page 3  
 

• Conducting specialist research and drafting and publishing legal opinions and legal papers on a 
variety of legal matters that are relevant to the exercise of the DCAs’ statutory functions 
including: 

o Identifying legal risks to the CAA in respect of specific statutory actions or failure to take 
specific actions and providing advice on avoidance or appropriate management of such risks 

o Legislative and policy decisions regarding the safety regulatory system, international 
operational policies and procedures and inquiries 

o Managing litigation case files, including handling of instructions to external counsel and 
ongoing case management through the litigation process. 

• Conducting in-depth research and drafting and publishing legal opinions for CAA staff in respect 
of the appropriate exercise of regulatory functions that they exercise on behalf of the DCA 
and/or CAA staff conducting audits, accident investigations, and certification of pilots, operators 
and aircraft. 

• Developing and preparing specific advice for the CAA in respect of compliance with other 
statutory obligations affecting their daily work including the New Zealand Bill of Rights, Official 
Information Act, Privacy Act, and Health and Safety at Work Act. 

• Contributing to policy development by identifying legal issues associated with policy 
considerations. 

• Representing the CAA in designated legal forums including New Zealand Courts, Tribunals, 
Coroners Courts, parliamentary committees and such other judicial and government Inquiries as 
required. 

• Representing the CAA in legal and industry forums as appropriate. 

• Providing, as appropriate, legal advice and comment on a variety of other documents published 
by the CAA including: 

o providing legal input to the Statement of Intent and the Annual business plan 

o drafting and reviewing contracts and memoranda of understanding 

o providing legal input to Ministerial correspondence and responses to parliamentary 
committees 

o providing targeted legal advice on drafting and amending internal policies and procedures 

o Conducting legal vetting of and providing advice on external publications including the 
Vector, press releases and documents to be published on the CAA website 

o Providing advice in respect of general correspondence including responses to official 
information requests, Ombudsman inquiries and responses to external lawyers. 

• Reviewing and advising on enforcement investigations and decisions to prosecute.  

• Managing prosecution matters by preparing instructions to crown solicitors and providing 
specialist aviation law advice to crown solicitors including reviewing of case documents as 
required. 

• Promoting and protecting the CAA interest in dealings with government departments, agencies 
and State-Owned Enterprises; including representing the CAA’ view in matters raised in 
discussion papers. 
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• Developing and maintaining a positive and effective interface with representatives of the 
aviation industry and government departments, agencies, State Owned Enterprises and the 
Ministry of Transport on matters relating to the CAA. 

• Taking responsibility for updating key legislative material including working copy of the Civil 
Aviation Act. 

 

• Provides general and specialist legal advice on the application of legislative powers and the 
impact of associated legislative obligations, with emphasis on: 

o advising on the ambit of the statutory powers of the DCA and the appropriate legal exercise 
of such powers including the delegation of powers and the issuing of warrants of authority 

o the interpretation of New Zealand and foreign legislation as well as applicable international 
instruments 

o providing advice on dealing with inquiries from Barristers and Solicitors in relation the taking 
of administrative action in respect of document holders and the impact of other regulatory 
functions such as the conduct of audit, or general and accident investigations 

o advising on compliance with the Official Information Act 1982 and the Privacy Act 1993 and 
other key legislation set out in the legislative compliance manual 

o advising on dealing with allegations that Service Charter standards have not been met 

o providing advice on the issuing of exemptions by the DCA from certain requirements set out 
in the Civil Aviation Rules. 

• Drafts, or assists CAA employees and the Ministry of Transport to draft, legislation including the 
Civil Aviation Rules, and in particular: 

o makes proposals for amendments to existing legislation 

o presents written analysis of issues relating to the critical factors affecting proposed 
legislation including alternative strategies and their consequences 

o provides a consistent style and approach to the presentation of text and maintaining control 
of drafting standards 

o assists in the passage of proposed legislation through the industry consultation process. 

• Advises on the development of CAA legal resources, including the legal, opinion database and 
legal library. 

 

Provision of Legal training and publishing of legal material: 

• Preparing and presenting legal training seminars to Senior Management and CAA staff on a 
variety of legal issues, including the Civil Aviation Act, the conduct of Fit and Proper person 
investigations, the relevance and application of the rules of Natural Justice, and the legislative 
compliance manual. 

• Researching, drafting and publishing articles for internal publications (E.g.: Lex Loquitur, Vector). 

• Drafting and publishing case summaries on relevant court decisions. 

• Providing legal advice in respect of press statements. 
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Reviewing and Managing work of others (periodically required): 

• Mentoring and/or managing staff in the legal team and providing specialist input in conducting 
reviews of the legal opinions drafted by other solicitors on the team. 

• Providing assistance and guidance to staff in the performance of their tasks. 

• Prepares management reports and attends senior management meetings as/when required. 

• Carry out work and conduct interpersonal relationships in a way that supports the 
Authority’s commitment to the principles of Diversity and Inclusion and the Treaty of 
Waitangi. 

• Contribute to, maintain knowledge of, and practices Health and Safety processes and 
initiatives. 

Outcomes 

• The Authority receive pro-active, targeted, specialist legal advice that is effective and 
appropriate to the exercise of statutory functions and sustainable. 

• Prosecutions are effectively managed, and counsel is monitored throughout the process. 

• Legal risks are effectively identified and appropriate solutions for the management of such 
risks are articulated. 

• Advice and guidance is provided to the Director and CAA employees to a very high standard 
in respect of compliance with other legislative obligations. 

• CAA is recognised by clients, industry and Authority as an operationally proactive and 
effective organisation. 

• The Authority is a safe workplace and meets legislative standards. 

Skills and Experience to be Successful 

The job holder will need to exercise the following characteristics to successfully fulfil the potentially 
demanding requirements of this position: 

• Integrity and professionalism, even when placed under pressure. 

• A good orator with a high level of competence in communicating complex legal issues to 
non-lawyers. 

• Pro-active in recognising legal risks and problems with the ability to identifying appropriate 
solutions. 

• The ability to maintain an independent, professional perspective even under pressure. 

Qualifications:  

• Qualified solicitor, having completed a tertiary qualification (LLB) 

• Current membership or eligibility for membership in the New Zealand Law Society. 
(Practicing certificate). 

Essential Knowledge/Experience: 
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• Minimum of 4 years post-admission experience and ideally at least 6 years post-admission 
experience in providing high level legal advice in the field of public and international law, 
with specialist experience in administrative law, legislative and regulatory drafting and legal 
research and writing.   

• Extensive experience in providing legal advice to senior management on statutory and 
regulatory compliance and decision making with particular skill in providing tactical advice 
and guidance in identifying and managing legal risk  

• Experience in providing specialist legal services in public and international law and possess 
specialist knowledge in public law. 

• Sound experience and demonstrated ability to conduct legal research and prepare written 
legal opinions on a variety of legal issues including Aviation law, Health and Safety, Official 
information, contract law issues,  

Technical Knowledge and Skills:  

• Specialist knowledge of Constitutional and Administrative law including knowledge of 
international law, legislative drafting, and the application of Bill of Rights and Human Rights 
law. 

• Experience and knowledge of Aviation law and the adoption, implementation and application 
of international aviation law and/or other international law obligations in the domestic 
context. 

• A sound understanding of the transport safety regulatory framework generally, and 
preferably a high level of knowledge of the NZ Civil Aviation legislative and regulatory 
framework and related international and statutory requirements. 

 

 

__________________________________________________________________________ 

 


