
College of Business and Law, RMIT University
Position Description template

Undergraduate and Postgraduate Legal Internship


Thank you for offering to host a law student as part of the RMIT University Work Integrated Learning (WIL) program.

This template is designed to formalise the student’s anticipated duties, responsibilities, and learning context in a Position Description (PD) format, so the role can be reviewed and approved by the relevant Course Coordinator.

Other legal, insurance, supervision, and compliance obligations will be addressed separately in the WIL Agreement between the host organisation, the student, and RMIT University.

This template may be adapted by host organisations to suit internship requirements.





Student details
Student Name


Click or tap here to enter text.



Degree / Program 

☐ Bachelor of Laws (LLB)
☐ Juris Doctor




Host Organisation details

Host organisation name 

Click or tap here to enter text.
Host organisation ABN 
Click or tap here to enter text.

About the organisation
Please provide a brief description of your organisation and its core activities. 

Click or tap here to enter text.


Supervisor name and contact details

Click or tap here to enter text.


Key duties and responsibilities 
Please tick the duties that apply and add any additional ones below.


☐ Conducting legal, regulatory, or policy research 
☐ Assisting with drafting and reviewing legal documents 
☐ Assisting with case, matter, file, or project management tasks 
☐ Preparing written draft reports, briefings, advice or correspondence 
☐ Attending meetings, hearings, consultations, or professional discussions 
☐ Liaising with clients, counsel, courts, government agencies, or stakeholders 
☐ Supporting compliance, governance, policy, or administrative processes 
☐ Maintaining records, documents, or legal files in accordance with organisational procedures 
☐ Undertaking general administrative or support tasks relevant to the placement

Other duties / responsibilities (if applicable):

Click or tap here to enter text.







Conflict of Interest declaration
Please inform us if you believe there may be a real, potential, or perceived conflict of interest related to the proposed internship. 

All declarations are assessed on a case-by-case basis and any relevant concerns will be discussed with the student and / or host organisation during the review process.

Click or tap here to enter text.





Acknowledgement

The host organisation confirms that the information above accurately reflects the proposed student placement duties and responsibilities.


Host Supervisor Name: 

Click or tap here to enter text.


Date:

Click or tap here to enter text.
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