
 

 

11 September 2024 

Open Role – Legal Administrative Assistant 

 

About us 

We are a successful and fast-growing award-winning consultancy based in Far North QLD that specialises in 

fire safety expert witness, fire engineering and educational services Australia-wide. 

CJK Fire & Safety is involved as an expert witness in many types of litigation matters including: 

1. Combustible cladding, such as claims against building certifiers, builders, façade consultants and fire 

safety engineers; 

2. Building defects claims against builders and developers under the Home Building Act; 

3. Claims against a builder installing floor grating products; 

4. Claims against the building certifying buildings in a Bushfire-affected area; 

5. Insurance claims post fire and identification of responsibilities in regard to fire safety maintenance 

(landlord or lessee). 

Building types range from residential dwellings to residential and commercial high-rises, as well as factories, 

restaurants, retail and government buildings. We are proud to work with businesses of any scale across 

various industries. We have an excellent reputation and due to the expansion of our business, we are hiring a 

new team member. 

 

About the position 

We are looking for a Legal Administrative Assistant to join our friendly and professional team who will be 

assisting our special expert in reviewing legal documentation, drafting expert reports, researching compliance 

requirements and legislation extracts.  

There will be an opportunity to assist in preparing publications, blog posts, educational content.  

The role will also involve administrative tasks during periods of higher workload to assist other team members.  

This is a casual position with flexible hours, an immediate start. This position is suitable for a law student who 

is interested in science, construction or property law. 

 

About you 

You must have the following: 

• Strong research and reporting skills 

• Excellent time management and communication skills 

• The ability to work with minimum supervision 

• A strong work ethic and high degree of professionalism 

• Fluency in English, both verbal and written 

• The right to work in Australia 

 

 



 

 

Benefits of working with us 

• Enjoy work/life balance with a flexible schedule and autonomy. We value family time, health and 

wellbeing.  

• Our head office is located in Smithfield, not far from JCU and has free parking. It is equipped with 

adjustable workstations, kitchenette, and a relaxation corner. 

• You will be working with Christina Knorr who is an approachable, supportive and knowledgeable 

Special Expert in a positive team environment. 

• You will get exposed to the various legal firms and work on a variety of construction and property-

related projects, gaining a unique skillset for further career progression.  

• Remuneration in accordance with your experience and skillset. 

 

How to apply 

If you are interested this career opportunity, then we would love to hear from you.  

Send your cover letter and resume to marketing@cjkfireandsafety.com.au  

Applications close 31st October 2024. 
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