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Disclaimer: 

The viewpoints and opinions expressed in this publication are not necessarily shared by the Editor or by the Australian Law Students’ 

Association (‘ALSA’). Content in Associate and Tipstave profiles was written by, and reflects the views of, those individuals alone.  

All information presented in this document is, to the best knowledge of the Editor and the Association, correct at the time of 

publication and is subject to change without notice. 

This information is provided freely and without obligation. To the greatest extent permitted by law, the Editor and/or ALSA accept 

no responsibility, either joint or several, for any of the information presented in this document, or any loss or damage, whether 

financial or otherwise, incurred in reliance upon, use of or other reference to, this Guide and/or the information contained within it.  

The information presented is merely advisory and should not be relied upon without independent verification. This work is an edited 

and expanded compilation of information based on a large number of sources. This Guide draws heavily on a variety of sources, 

including (but not limited to) information provided by the following sources, all of whom are attributed to the greatest extent possible 

throughout this Guide:  

- The websites of various law courts  

- Previous Associates, students and Tipstaves; 

- Previous versions of this Guide; and  

-  Information received from Court registrars and other officers; 

Any infringement on the intellectual property of any third party is only in good faith and purely accidental. Amendments can and will 

be made to this Guide to remove any such intellectual property infringement immediately following contact with the Editor of this 

Guide.   

The 2015 version of the ALSA Judges’ Associates’ Guide is prepared and distributed free of charge in the understanding that the 

Editor, authors and other individuals involved in the publication are in no way responsible for the results of their actions or omissions 

on the basis of any of the information provided. Continued reference to or use of this Guide indicates your assent to this 

understanding, and your unconditional release of any claims which you might wish to bring against the Editor or the Association in 

relation to this Guide or your use or reliance thereupon.  
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Editor's Preface 

Aaron Moss 

Aaron is the 2015 Careers Officer on the ALSA Committee. He is entering his final 
year of a Bachelor of Arts/Bachelor of Laws at the University of Tasmania. In 2016, 
he has accepted an offer to serve as the Associate to the Hon. Justice J M Jagot, 
Justice of the Federal Court of Australia.  

Associateships are one of the most rewarding, prestigious, competitive, desirable 

and exciting employment opportunities available to lawyers. Few other roles are 

able to offer such a diverse and exciting workload, technical development, great 

exposure to court work and advocacy, and the development of an intimate relationship with your Judge. 

Despite that, they’re also one of the most mythical creatures, with little uniform procedure and often little 

to no advertisement of current opportunities. As a result, for a number of years, ALSA has committed itself 

to publishing this Guide, which is aimed at compiling various recruitment details and procedures for Courts 

across Australia. Alongside this, it is also designed to allow prospective Associates to learn from current and 

previous Associates, and to give students a ‘sneak peek’ behind the doors, and into Chambers.  

The Guide is designed to be a useful, quick-reference resource to consult if you’re interested in taking on an 

Associateship, finding out more about what Associates do, or how to apply for these roles. In that respect, 

the Guide should be read alongside up-to-date information provided by each of the respective judicial bodies. 

We suggest prospective Associates should begin by flipping to their specific jurisdiction’s page, to consider 

the requirements unique to that position, and then ‘zoom out’ and skim through each of the other pages and 

stories, to get a broader idea of the potential work and application requirements you may wish to consider.  

Both myself, and the rest of the ALSA team, strongly urge as many students to apply for Associateship roles, 

as they represent one of the most enriching experiences which Australian law students can experience. I 

found this Guide exceptionally useful in preparing my own applications, and I hope you all similarly benefit. 

This Guide would not be completed without the generous sponsorship of the Law Council of Australia, and 

the fantastic assistance of these people:  

 Andrew Phelan, Principal Registrar of the High Court of Australia;  

 Christopher Mofflin, Principal Associate to the Hon. Chief Justice Wayne Martin AC, Chief Justice 

of the Supreme Court of Western Australia;  

 Lucy Munt, Associate to the Hon. Justice JH Byrne AO RFD, Senior Judge Administrator, Supreme 

Court of Queensland;  

 Nick Sanderson-Gough, Manager (Court Operations and Communications), Supreme Court of 

New South Wales; 

 Kellie King, Judicial Services Manager in the Supreme Court of Victoria;  

 Hugh Morrison, Lloyd Wicks, Ellen Hile, Lisa Pennington, Alexandra Salib, James Diment and 

Matthew Littlejohn for taking the time to author articles and provide feedback on the Guide;  

 The remainder of the ALSA Committee, especially Sevanne McGarity, Marie Iskander and Alistair 

Booth for their support, supervision, input and proof-reading of the many versions of this Guide; 

 Karmen Gallegos, for graciously allowing me to build upon her previous edition of this Guide; and 

 Jules Moxon, for inspiring me to learn about (and apply for) Associateships in the first instance, 

as without this, I would be unlikely to be writing this Guide at all.   

Thank you for taking the time to read this Guide, and if you have any questions, queries or suggestions for 

future editions, please do not hesitate to contact me at careers@alsa.asn.au. 

mailto:careers@alsa.asn.au
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What Is An Associate? 

The position of a Judge’s Associate (or Tipstaff, in NSW) is one, which at the same time is similar, and 

impossible to define across Courts. Generally, an Associate acts as some combination of the personal 

assistant, research assistant and/or Court assistant to a specific Judge. However, the specific work and 

activities which each individual undertakes is largely at the discretion of their appointing Judges. It’s often 

said that ‘every Associates’ year is different’ – for that precise reason. 

These positions are incredibly competitive, incredibly prestigious and incredibly rewarding. Judge’s 

Associates are exposed to a wide range of work, both inside and out of Court, and in doing so, become 

intimately familiar with court documents, proceedings, processes and procedures. They also often get to 

observe and work alongside some of the leading barristers, solicitors and other practitioners – not to mention 

Judges – in their respective Jurisdiction.  

Highly regarded by future employers, Judges’ Associates go on to do many different things after completing 

their term with their Judge, and often find that the skills, knowledge, networking and confidence gained from 

working as an Associate assisted their transition into private practice, upon being called to the bar, or 

pursuing an academic career.  

General guidance for this section has been drawn from: 

 <http://www.supremecourt.vic.gov.au/home/about+the+court/careers/Associateships/> 
 

Critical Tips For Prospective Associates 

Many of the following tips are contained elsewhere in this Guide. However, each of these tips bear repeating 

as some of the most ‘super useful’ tips contained within the Guide.  

 Always, always, always consider why you’re applying with a particular Judge and at least try and make 

your application reflect that. A better approach is an entirely new application per Judge, especially 

on the same Court, and find something which you might be interested in. Judges talk! 

 Try and get to know everything about your prospective Judge – consider their biographies, news 

articles, prominent decisions and also check their swearing in speeches, which have the added bonus 

of often being highly amusing.  

 Apply well in advance, unless a particular time-frame is specified. There is no such thing as ‘too keen’.  

 Don’t send an application by e-mail unless specifically asked. 

 A quick call to the Judge’s current Associate to ask whether the Judge has hired for the year you are 

seeking a position will potentially save you hours of effort.  

Addressing Judges 

Unless otherwise requested or explained in the Court’s website the following are useful Guidelines to follow: 

 When addressing a Judge, generally “Dear Judge/Chief Justice” should head your letter, and your 

salutation should be “Yours Sincerely (CJs)/Yours Faithfully (others)”.  

 Envelopes should be addressed to “The Hon Full Name (incl. Postnominals)” with “Justice of the 

<insert court>” on the Second.  

 If you’re invited to an interview, always refer to the Judge by “Judge/Chief Justice”. 

o E.g. “Thank you for taking time to interview me, Judge.” 

http://www.supremecourt.vic.gov.au/home/about+the+court/careers/associateships/
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High Court of Australia 

 

To apply for an Associateship with a particular Justice, you should write directly to the Justice with whom you 

would like to work. Alternatively, if you are interested in working for any one of the Justices without any 

preference then you should write to the Chief Executive and Principal Registrar, Mr Andrew Phelan, and he 

will raise your interest at a meeting with the Justices. You should include a current CV and an academic 

transcript with your letter. 

Generally there are no specific closing dates for applications but it is common for the Justices to appoint their 

Associates two and three years in advance. An application should indicate the years you would be available 

for employment. 

The earliest vacancy dates (as at 12 January 2015) for each of the Judges are as follows:  

Chief Justice French No vacancies – retires in 2017 

Justice Kiefel July 2017 

Justice Bell January 2017 

Justice Gageler January 2017 

Justice Keane January 2017 

Justice Nettle January 2016 

A new Justice will be appointed in June 2015 to fill the vacancy created by Justice Hayne’s retirement 

Competition for appointment is very strong and there are sometimes upwards of 200 applications for 

potential vacancies. The normal expectation is that a person appointed as an Associate will have: 

 Graduated with first class honours; 

 Preferably have research experience; 

 Often experience working for a law firm or university or another court. 
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The address for correspondence is: 

The Hon Justice ** ** 

High Court of Australia 

Parkes Place 

Canberra ACT 2600 

 

Please note that The Honourable Justice Stephen Gageler will appoint two Associates each January to 

commence in January and July of the following year. Applicants should forward expressions of interest to 

Justice Gageler's Chambers in October of the preceding year and include a curriculum vitae and academic 

transcripts. 

Candidates with postgraduate qualifications in law and prior experience as a Judge's Associate will 

generally be preferred.The next appointments will occur in January 2016 to commence in January and July 

2017.  Expressions of interest should be forwarded in October 2015. 

In addition to Associateships, the Court also engages a Legal Research Officer each year for a 12 month period 

(a similar period to that for which Associates are employed).  

If you are interested in applying for this position, you should contact Ms Petal Kinder, Court Librarian, by mail 

at the above address or by email to pkinder@hcourt.gov.au.  

Source: http://www.hcourt.gov.au/employment/applying-for-an-Associateship-with-a-justice-of-

the-high-court-of-australia 

Image:  http://www.hcourt.gov.au/assets/aboutus/main.jpg 

  

mailto:pkinder@hcourt.gov.au
http://www.hcourt.gov.au/employment/applying-for-an-associateship-with-a-justice-of-the-high-court-of-australia
http://www.hcourt.gov.au/employment/applying-for-an-associateship-with-a-justice-of-the-high-court-of-australia
http://www.hcourt.gov.au/assets/aboutus/main.jpg
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Working as an Associate in the High Court 

Alexandra Salib 

Alexandra was an Associate to The Hon. Justice Bell, Justice of the High Court of Australia, in 2012. This 

article was first published in the 2013 Edition of this Guide.  

Each of the seven High Court Justices has two Associates whose main tasks are to conduct legal research, 

prepare for hearings, proof judgments and "tip". Tipping involves providing authorities and assisting the 

Judge in Court. The role of the Associate differs slightly in each Judge's chambers. 

Generally in Justice Bell's chambers, one Associate lives in Canberra for six months of the year. The other 

Associate is based in Sydney and travels with Justice Bell to Canberra when the Court sits, which is for two 

weeks of each month. Usually, one Associate starts in January and the other commences in July. The 

Associateship is a one year position. Several of the other Justices have the same system in place. 

The High Court hears a variety of different types of cases, from constitutional challenges and criminal appeals, 

to migration and tax matters. My time as an Associate has given me a fascinating insight into the workings of 

the High Court and into a range of different areas of law. It has been a great privilege to work for a High Court 

Judge. One of the best aspects of being an Associate is having the opportunity to sit in Court and observe 

excellent advocates in action during appeals and special leave applications. 

In my time at the Court, many of my co-Associates were new graduates from university, others had some 

experience practising as solicitors. There are only 14 of us, and many of us moved to Canberra for the 

position, so we have become good friends. During my time as an Associate, the Court went on circuit to 

Brisbane for a week to hear several appeals, which was a great experience. 

Associate positions are not advertised. Most Judges in the High Court appoint their Associates some time in 

advance, so it is best to apply early. Applicants should send a cover letter, CV and academic transcript directly 

to the Judge. Judges interview a selected number of applicants for the position. My interview was a brief and 

relaxed chat with Justice Bell in her Honour's chambers. If you have queries about when a Judge is hiring, it 

is best to contact one of the Judge's Associates. If you're applying for an Associateship, I would suggest that 

you think about why you want the position, have an idea about your future career goals, and know why you 

want to work for a particular Judge. 

The experience of being an Associate opens up some fantastic opportunities for law graduates and young 

lawyers. Many Associates go overseas to complete a Masters of law once they finish at the Court and many 

go on to be barristers. If you think you might enjoy an Associateship, I strongly recommend that you apply. 
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Federal Court of Australia 

 

The Federal Court offers a number of Associate positions each year. Associates are employed as part of the 

personal chambers staff of a particular Judge. They provide legal research, in-court duties and other ad hoc 

support for that Judge. 

Associate positions are generally not advertised and the selection of Associates is conducted directly by the 

Judge(s).  

Generally, Associates are employed at the Federal Court Staff 5 level on a non-ongoing, contract basis for up 

to 12 months, usually commencing early in the law term, but may also be engaged at other times throughout 

the year.  

Conditions of service are generally as that for other Court staff, and these are available from the Court in its 

Information Package for Prospective Applicants: 

<http://www.fedcourt.gov.au/about/employment/information-package>. 

Applications 

To apply for an Associate position you need to: 

 Decide in which Court registry you would like to be considered for work; 

 Prepare a curriculum vitae, an academic transcript and a general application. You should also indicate 

if there are particular availability periods when you wish to be considered for employment. 

 Forward your application directly to the Judge or to the District Registrar in the appropriate registry. 

Address details are available at the 'contact the Court' page of the Court’s website, or through the 

Australian Government Directory (http://tinyurl.com/AGD-ALSA). 

 Applicants must include 

o Personal information including a reply address for correspondence, contact number as well 

as current employer and job classification. 

o The names and contact numbers of at least two referees, including your current boss. 

o Any education/qualifications/work experience or training you have undertaken that would 

be beneficial to the role you are applying for 

http://www.fedcourt.gov.au/about/employment/information-package
http://tinyurl.com/AGD-ALSA
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o A Statement against every criteria provided for the position, particularly if these are listed as 

formal ‘selection criteria’. Ideally, the criteria must be used as a heading, with a description 

of how your qualifications and work experience have enabled you to satisfy each criteria. 

If you are selected for an interview, you will be contacted by the Judge or registry concerned. 

Tips 

 BE concise in your application…get to the point as to why you are the best person for the job. 

 ORGANISE your application in an easy to read format…the last thing you want is for a Judge to be 

frustrated by your application before they actually read it! 

 DO NOT provide extensive details about your previous jobs that are not relevant to the position you 

are applying for. However, do not simply overlook roles because they aren’t ‘law jobs’. Each position 

gives important skills which are relevant to an Associateship, so take some time to work out what 

you learned from each experience and how that might help you as an Associate.  

 DO NOT use old photocopies of previous applications, or very general applications. Be specific to the 

Judge you are applying for.  

 DO NOT provide an unnecessarily long application.  

Source: http://www.fedcourt.gov.au/about/employment/Associates 

Image:  http://www.fedcourt.gov.au/__data/assets/image/0009/21051/home_Hobart.jpg 

  

http://www.fedcourt.gov.au/about/employment/associates
http://www.fedcourt.gov.au/__data/assets/image/0009/21051/home_Hobart.jpg
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Working as an Associate in the Federal Court of Australia 

Jules Moxon 

Jules was the Associate to The Hon Justice J A Dowsett AM, Justice of the 
Federal Court of Australia, in 2013. He graduated with a Bachelor of 
Economics and Bachelor of Laws (Hons) from the University of Queensland 
in 2012 
 
I cannot recommend an associateship strongly enough, and particularly the 
Federal Court.  The FCA offers a very broad range of matters and 
opportunities you won’t get in other courts.  A discussion of the process and 
my own experience follows. 
 

Process 
 
Unlike, for example, the Supreme Court of Queensland, the FCA doesn’t advertise associate positions: each 
Judge hires their own associates.  So if you want to apply to all 40-odd judges, you’ll need to write 40 letters.  
Judges hire their associates at different times of the year, so it’s best to ring their chambers and ask if they 
have already chosen a candidate for the year you’re interested in.  Don’t be reticent about asking, chambers 
get those inquiries all the time.   
 
Otherwise, it’s pretty standard: if the Judge likes the look of your cover letter and CV, they’ll ask you in for a 
chat.   
 
The Work 
 
No two associate experiences will be the same, and I think that’s more true of the Federal Court than any 
other court listed in this guide.  In the NT, Queensland, South Australia and WA for example, you can expect 
a great deal of native title work, whereas in Sydney and Melbourne there is next to none (unless your Judge 
travels on circuit to hear a matter).  In contrast, the larger commercial trials, as well as specialised cases such 
as admiralty and IP, will generally be heard down south.   
 
Certain Judges sit on panels or lists within the court, and so will hear a greater proportion of some matters.  
The Chief Justice has also announced a new ‘National Court Framework’, which will influence how work is 
allocated to particular Judges of the court; the Corporate and Commercial National Practice Area has already 
commenced, and the rest will likely be in operation by 2016.  You should be alert to all of the above when 
considering which Judges to apply to (for example, don’t write to Queensland judges saying you want to work 
in the Queensland registry because you have a particular fascination with in maritime law).   
 
The above having been said, one thing you won’t see is crime (fairly obviously), so if  you’ve a burning interest 
in that, best to go to your state or territory Supreme Court.  Generally speaking, expect administrative law, 
competition and corporate law matters with a sprinkling of matters in tax, IP, admiralty or industrial relations 
depending on your Judge.   
 
Judges of the court hear both first instance and appellate work (sitting on the Full Court of the Federal Court).  
Full Courts are held four times a year for about a month each time.  Full Courts are a fascinating experience: 
as well as the travel, you get to meet interstate associates and Judges and see the best counsel Australia has 
to offer.   
 
No other court will offer opportunities to travel on circuit so frequently.  ‘On circuit’ in the Federal Court also 
has something of a different meaning, being travel to such isolated wastelands as Melbourne, Perth and 
Sydney.   
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I spent all of six days in trial during my year as an Associate (I stress this is atypical!), with most of my time in 
interlocutory hearings, appeals and native title matters.  Native Title is also another jurisdiction that you 
won’t come across anywhere else; attending a consent determination is a uniquely moving experience.  Also 
unique are the sitting locations: I went to Innisfail twice in the course of a year, my successor has been to a 
mine site, and a colleague called a matter from a dry creek bed in the Northern Territory.   
 
What you’ll do and why you should apply 
 
The level of responsibility you’re entrusted with will depend on your Judge.  As a rule (and as is the case with 
other associateships), expect judgment proofing, liaison with the profession on behalf of your Judge and 
preparation for court.  You’ll be expected to be on top of all of your Judge’s files and keep up to date with 
their progress.  In time 
 
Associateships also give you a close personal relationship with a leader of the profession for a year.  Judges 
have been around for a long time, and most are more than happy to talk about their time in practice.   
 
An Associateship is a great introduction into full time working life (if you’ve not had that already), and to an 
everyday involvement with the law.  Without doubt, you’ll have a great year.   
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Supreme Court of the Australian Capital Territory 

 

Associateships 

The Supreme Court of the Australian Capital Territory offers a number of Associateships to Judges of the 

Court. Appointments may not be made immediately but it is intended that a list be kept from which 

appointments may be made.  

Expressions of interest entered on the list will be current for one year from the date of receipt. 

Vacancies are usually filled in December each year for commencement in January or February, however from 

time to time, vacancies occur throughout the year.  

Applicants should have completed, or be near to completing a Bachelor of Laws degree and a Diploma in 

Legal Practice. 

Associates provide clerical and research assistance to their Judge and attend court to call on cases, empanel 

juries and record details of proceedings. Associates are expected to carry out legal research, analyse 

transcripts of evidence and prepare summaries of evidence and draft findings of fact. 

Research Assistant 

The Court also hires a Research Assistant to the Chief Justice, with an application process similar to that 

identified above.  

The Research Associate provides clerical and research assistance to the Chief Justice, and must be capable of 

carrying out research on general legal topics, case law and legislation and of analysing transcripts of evidence. 

Familiarity with the use of information technology for these purposes is essential. The successful applicant 

will be expected to relieve and assist Associates from time to time in the performance of court and other 

duties. The position is suited to a person who has recently graduated in law or who has substantially 

completed a degree in law. 
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Details 

Expressions of interest for either position are invited at all times. Appointments may not be made 

immediately, but applications will be kept on a list, which is referenced when an appointment is required. 

Expressions of interest are only kept for one year. Vacancies are usually filled in December each year for 

commencement in January or February. 

The gross annual salary of both positions is at an ASO 4 level. For Associate to the Chief Justice the gross 

annual salary is at an ASO 5 level. Successful appointees will be engaged as temporary employees on a fixed 

term contract in the ACT Public Service for a term of one year. No extension of contract is possible. 

Enquiries seeking further assistance may be made by telephoning the Registrar on (02) 6207 1203. 

Applications should be marked “Staff in Confidence” and addressed to: 

The Registrar 

Supreme Court of the ACT 

Knowles Place 

CANBERRA CITY ACT 2601 

 

Source:  http://www.courts.act.gov.au/supreme/public/employment_as_an_Associate_or_research_officer 

Image:http://cdn.justice.act.gov.au/cache/thumb/800/0/resources/uploads/Supreme/Angle_view_of_the_f

ront_Supreme_Court_2.JPG 

  

http://www.courts.act.gov.au/supreme/public/employment_as_an_associate_or_research_officer
http://cdn.justice.act.gov.au/cache/thumb/800/0/resources/uploads/Supreme/Angle_view_of_the_front_Supreme_Court_2.JPG
http://cdn.justice.act.gov.au/cache/thumb/800/0/resources/uploads/Supreme/Angle_view_of_the_front_Supreme_Court_2.JPG
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Supreme Court of New South Wales 

 

Position Description  

In NSW, Supreme Court Judges hire both Tipstaves and Associates, each of which perform slightly different 

roles. As outlined below, the equivalent position of an ‘Associate’ in other states is performed by a ‘Tipstaff’ 

in NSW. The ‘Associate’ role is more akin to a secretary/Executive Assistant position.  

The position of Tipstaff within the Court is to provide administrative support to the Judge as well as assisting 

in research to assist the Judge. As the Tipstaff, you are also responsible for serving afternoon tea and lunches 

for the Judge and any guests he or she may have. 

As a Tipstave, your responsibilities may include: 

 Provide research assistance to the Judge; 

 Liaising with the Registry; 

 The collection and the delivery of mail and personal messages as directed by the Judge; 

 Maintaining the chambers, including taking care of the Judge’s robes, gowns, wigs and other apparel; 

 Serving various meals for the Judge and any guests; 

 Caring for the kitchen; 

 Filing. 

Tipstaff positions become available each year, and Tipstaves are employed from early February until late 

December of their year of service.  
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Supreme Court Associates are based within each Judge’s chambers, and provide secretarial and 

administrative support to their Judges. Associates work with Tipstaves to help Judges achieve their desired 

outcomes. Associates are also be the first point of contact for anyone trying to get into contact with the 

Judge, and screen various inquires. 

As an Associate, responsibilities may include: 

 Providing administrative, secretarial and clerical assistance to the Judge; 

 Filing; 

 Ensuring that judgments and correspondence are accurate and in accordance with the various 

requirements of the Court; 

 Maintaining the chamber library; and 

 Ensuring the security of draft judgments and other documents. 

The Supreme Court of New South Wales also hires Researchers, who write reports and conduct research as 

requested to assist the Judge to prepare for Court and various meetings. 

Required Skills 

For each of the above positions, required skills include:  

 Well-developed interpersonal, negotiation, communication and liaison skills, 

 Computer literacy 

 Capacity to provide clerical and administrative support at an executive level 

 The ability to work within a team and independently 

 Experience in planning, organising and co-ordinating work priorities in a high volume work 

environment 

 Excellent time management skills 

 Sound knowledge and application of legal research methodology; 

 Sound knowledge of the NSW Court System; 

 Analytical and problem solving skills; and 

 Ability to meet deadlines.  

Application Procedure 

Applications for any of the above positions are taken at any time during the course of the year. 

If you choose to apply for a position with the Supreme Court of NSW, you must apply in writing and submit 

your resume and academic record to the Judicial Support Co-ordinator at 

supremecourt.supportservices@courts.nsw.gov.au  (Attn: Judicial Support Coordinator), or send it to: 

Supreme Court of NSW 

Law Courts Building, Queens Square 

Level 4, 184 Phillip Street 

SYDNEY NSW 2000 

 

NOTE: Applications are kept on file for 12 months and are considered when a vacancy arises. 

Image:  http://www.lawcourtsltd.com.au/images/qslcpic.jpg 

mailto:supremecourt.supportservices@courts.nsw.gov.au
http://www.lawcourtsltd.com.au/images/qslcpic.jpg
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Top Tips for Aspiring Tipstaves 

Ellen Hile 

Ellen graduated from Macquarie University in 2014, with a Bachelor of Arts with 

a Bachelor of Laws (Honours First Class). She will be working as Tipstaff to the 

Honourable Justice Button, Justice of the Supreme Court of New South Wales, in 

2015 
 

Applying for a Tipstave position in the Supreme Court of New South Wales is a 

daunting, exciting and challenging experience. I hope that this article will shed 

some light on the application and interview process and assist any would-be 

Tipstaves with their research and preparation.  

The Application Process 

Starting Point 

It is extremely important to apply for these positions well in advance, so be prepared! My advice is to begin 

compiling your applications in late January or early February if you want to commence the following year. I 

found it useful to ring each chambers directly and ask the Judge’s Associate whether/when the Judge would 

be accepting applications. I also made sure to enquire whether the Judge preferred to receive the application 

via email or by post. The contact details for each Judge’s chambers can be found on the Supreme Court 

website. Do not get disheartened if several of the positions have already been filled – it is not uncommon for 

some Judge’s to have appointed a Tipstaff up to two or three years in advance!  

When selecting which Judge to apply to, be strategic and play to your strengths. For instance, I am particularly 

interested in the fields of negligence and criminal law, so I chose to apply to all Judges in the Common Law 

Division of the Court. In order to determine whether a Judge sits in the Common Law or Equity Division, it is 

best to peruse the online court lists. This exercise will also give you a feel for the types of matters each Judge 

routinely hears. 

What to Include 

Each application should include a cover letter, curriculum vitae and most recent academic transcript. As with 

any job application, make sure that your writing style is formal and that all documents have been thoroughly 

proofread.  

Your cover letter should be brief (no more than one page) and addressed to the individual Judge in chambers. 

The Supreme Court website contains useful information on how to address judicial officers in writing. Your 

cover letter should set out why you want to be a Tipstaff and form an impression of why you might be a 

candidate worthy of meeting in person. For instance, you may have worked as a research assistant to a 

barrister or be on track to obtain first class honours in law. A particularly unique item of interest, such as 

participation in a university exchange program, can also be useful to include as this sort of achievement may 

spark a particular interest in a Judge. 

My greatest piece of advice is to do some research on each individual Judge before writing your cover letter. 

The object of your research should be to personalise each letter that you write so that the Judge knows why 

you want to work with him/her. I found it useful to read each Judge’s swearing in speech along with any 

other extra-curial speeches or writings.  
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This information, which can be found on the Supreme Court website, will enable you to discover whether 

you share any common interests with a particular Judge. This will assist you greatly in building a rapport with 

the Judge at the interview stage. 

The Interview Process  

The process of meeting a Judge in chambers can be quite daunting, but try to be calm! The fact that you have 

been selected for an interview means that the Judge has already deemed you sufficiently qualified to be 

considered for the position – the Judge merely wants to determine whether you are a correct fit for their 

chambers. The interview ‘panel’ will usually consist of the Judge and their Associate. Make sure to be equally 

attentive and respectful to the Associate – a Judge’s Associate and Tipstaff will usually share an office and, 

consequently, need to be able to get along.  

The structure and format of the interview will differ from Judge to Judge. For instance, in one interview I was 

asked a series of set questions, whereas in another the format was more conversational. Prior to the 

interview, try and think about some of the questions that you may be asked. For instance, you may be asked 

why you want to work as a Tipstaff. As with any interview, remember to prepare some questions to ask the 

Judge. You can also pick up on something that the Judge has mentioned in conversation to ask about.  

I interviewed with a number of Judges in the Supreme Court before I was lucky enough to receive an offer 

from Button J – so don’t lose hope! As overwhelming as the application and/or interview process may seem, 

the opportunity to work alongside a Supreme Court Judge (one of the foremost legal minds in our country) 

is simply one that cannot be passed up. 

Don’t rule yourself out – just seal the envelope and send off your application.  

You never know what may come of it.  

Good Luck!  
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Applying to be a Tipstaff in the New South Wales Supreme Court 

James Diment 

James was a 2013 Tipstaff to The Hon Justice M Schmidt, Justice of the Supreme Court of NSW. This article 

was initially published in the 2013 Edition of this Guide.  

Applying to be a Judge’s Tipstaff is not a quick and easy task. It requires time, planning and motivation. As 

those are three resources that are, in my experience, chronically depleted amongst final year law students, I 

hope that I can help would-be Tipstaves expend them more efficiently by sharing the story of my own 

application. 

Get started early 

When I sat down in February 2012 to prepare my applications to work as a Tipstaff, I feared that they might 

arrive prematurely, and that Judges would forget my application by the time they came to consider hiring. 

To my dismay, the first response I received was a rejection from a Judge who had already filled the position 

of Tipstaff for 2013. Though this will be the case with many Judges, some Judges do not interview applicants 

until later in the year – some as late as October. So do not be discouraged entirely if you think that you have 

left applying too late, because there will still be some positions available. If you find yourself in that position, 

keep an eye out for new appointments to the bench. These new Judges will need Tipstaves for next year. 

Apply to many Judges 

I have read in previous editions of this Guide that you should carefully research each Judge that you are 

considering applying to in order to gauge with which Judges you will be compatible. With respect to the past 

contributors who have said that, I do not believe you can get anything approaching a good idea of what 

someone will be like to work with, or what she looks for in an applicant, by reading her Judgements and 

extra-curial speeches and writings. My advice is to spread your net as wide as possible. I wrote almost eighty 

letters to different Judges. Why limit yourself at this stage of your career? 

That is not to say that you should not research the Judges you write to. You should. However, the object of 

your research should be to personalise each letter that you write so that the Judge knows why you want to 

work with her, and forms an impression of why you might be a candidate worthy of meeting in person. 

The application itself 

Different courts ask for different documents in applications for Tipstaff/Associate positions, so check the 

court website for what to include. For the Supreme Court of New South Wales, my applications included a 

resume, an academic transcript and a cover letter. Make sure that your cover letter is: 

 Thoroughly proofread. Judges are basically successful lawyers, and many successful lawyers have a 

deep love and respect for language and the written word, which they hate to see mangled; 

 Brief. Keep it to a page; 

 Addressed to each Judge personally at his/her chambers. This is the best way to ensure that the 

Judge reads your application; 

 Formal. Use your best formal writing, and address a Judge by her proper title. You can find a list of 

titles for Judges at the Supreme Court of New South Wales on the court’s website; and 

 Actually a letter. Do not send an email unless the court’s website mandates this. 
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If you follow my advice and send out lots of applications, chances are that many of them will be rejected. 

These positions are highly competitive. Personally, I certainly cultivated an expert eye for what makes a good 

rejection letter over the early months of 2012. Try to remain positive; remember that you only need one 

application to succeed. 

The interview 

After your letter catches the eye of a Judge, he/she will invite you to attend an interview. This will usually be 

arranged through the Judge’s Associate/Executive Assistant who will telephone or email you. From this point 

of first contact, you should be trying to make a good impression on the Associate (remember the distinction 

between Tipstaves and Associates in NSW). Associates are long-term assistants to Judges, and a Judge’s 

Associate and Tipstaff will usually share an office and, consequently, need to be able to get along. It is 

common for a Judge to seek her Associate’s views on the appointment of the next year’s Tipstaff. In short, 

treat your interaction with the Associate as part of the interview. 

It can be quite daunting to meet a Judge in person, in chambers. You must of course be respectful and polite, 

but do not come across as bland. The Judge is looking for a qualified applicant, but also someone whose 

company is enjoyable. Make sure that you appear enthusiastic and that you take an interest in the work of 

the court. You should prepare questions to ask the Judge, but it is often better still to pick up on something 

that the Judge has mentioned in conversation to ask about. 

My own experience 

I interviewed with a number of Judges in the Federal Court and the Supreme Court of New South Wales 

before I had an offer from a Judge at the New South Wales Court of Appeal. The Judge was personable and 

friendly and his work seemed fascinating. I accepted the offer in March and declined interviews for other 

positions. I was devastated in June when the Judge wrote to me to advise me that he was retiring suddenly 

for personal reasons and that, as a result, the position I was offered no longer existed. 

The next day, a Wednesday, I wrote to the President of the Court of Appeal explaining my situation and asking 

him to try to find me an alternative position. At 8 pm the following Friday, just as I was heading out to the 

pub, I received a call from an unknown number and, to my considerable surprise, it was the President of the 

Court of Appeal himself. In what struck me as a singularly considerate gesture at the end of a long working 

week, His Honour (with classical music in the background) told me that he had just read my letter and that 

he would do everything he could to find another position. 

I also wrote to the Judges whose interviews I had earlier declined to ask them if the positions were still open. 

Though none of them were, one of these Judges circulated my letter to his colleagues in the Common Law 

Division of the Supreme Court. Justice Schmidt saw this letter and was interviewing at the time, so invited 

me to an interview. I was lucky enough to be offered the Tipstaff position with Justice Schmidt for 2013. 

I hope that my advice stands you in good stead on your quest to become a tippy. Good luck. 
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Supreme Court of the Northern Territory 

Matthew Littlejohn 

 

 

 

 

 

 

Matthew Littlejohn was Associate to Justice Kelly of the Northern Territory 

Supreme Court in 2013. Prior to that, he studied a Bachelor of Laws at Griffith 

University (Gold Coast), was President of the Griffith LSA, and Vice President 

(Administration) of ALSA. Matthew is currently working as a lawyer in the 

Medical Negligence team at Maurice Blackburn, Brisbane. This article was 

initially published in the 2013 Edition of this Guide, but has since been 

updated.  

Applying for an Associateship in the Northern Territory Supreme Court 

(NTSC) is a slightly different process than it is in most other States.  

The first, and perhaps significant, difference is that most applications in the Top End are not considered until 

mid-year (June-July), which is in contrast to the Jan-Feb Associate season down south. Applications may be 

sent at any time (many interstate applicants will apply here at the same time they apply to their home 

jurisdictions) however applicants that send theirs in early should be aware that they may not be considered 

until mid-year. That said, some Judges (the Chief Justice in particular) will begin looking at applications as 

early as March/April – it’s up to each individual Judge, so if you want to make sure, a quick phone call to the 

Judge’s PA or current Associate is all that is needed to find out if that Judge is considering applications yet. 

The timing will also depend on whether the Judge is on circuit in Alice Springs at the time. If you do send an 

application at the beginning of the year, a follow-up letter around May-June to confirm your interest would 

be appropriate (and courteous – it is a waste of the Judge’s time to contact you if you have already accepted 

another position elsewhere). 

One of the key points in an application that the Judges will look for is a connection to or interest in the 

Northern Territory, either through experience, travel, family or friends. These kinds of connections of what 

life in the Territory will be like, as well as some insight into the unique character of the Top End. 

Another factor is that you must be willing to spend at least 4 weeks in Alice Springs, as each Judge goes on 

circuit there at least once each year. If you are not willing to spend a month in the Red Centre, then an NTSC 

Associateship perhaps isn’t the best fit. 

In terms of general application tips, a strong cover letter is very important, setting out the key facts that 

support your application for the position. Use the cover letter to highlight your NT connection or experience, 

and include the reasons why you want to come to the Territory. 
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Finally, it is a small Court (as I will explain below) so if you send the same letter to every Judge, they’ll be able 

to tell pretty quickly! Take the time to research each Judge and their backgrounds, and tailor your letter 

accordingly. 

The interview process up here is also somewhat different. Applicants are not required or expected to fly to 

Darwin to interview (though they are welcome to); most interviews are conducted either by video link or by 

Skype. Video link is the most common form of interview, as the Court here is fully equipped with AVL 

technology, to hear matters from Katherine and Alice Springs. However, it can sometimes be difficult for 

applicants to access appropriate video link facilities – check with your Law faculty or Careers Services team 

as to whether this is something they can organise (and pay for). Otherwise, Skype is another option that some 

Judges will use to conduct interviews.  

Video interviews are quite different to face-to-face interviews, and if there is one tip, it would have to be to 

make sure that the technology is working BEFORE the interview starts – you don’t need technical hassles 

adding to the interview nerves! Also, gentlemen, if you wear a full suit and tie to the interview, the Judge 

may laugh at you – as happened to a current Associate in his interview process. 

Judge:  “The only people who appear before me in suits are lawyers from down 

south, or defendants. Which one are you?”  

Prospective Associate:  “Well, I’m not admitted yet, so...” 

As mentioned above, the NTSC is a small Court, and therefore a very collegiate environment. You will need 

to be able to work in a small, close knit team, and to be able to get along well with everyone. Compared to 

some of the larger Supreme Courts, say in Sydney or Melbourne, the NTSC is quite small, but this just means 

that you are exposed to much more than you might be in the southern jurisdictions – e.g. you could 

confidently expect your Judge to sit on a case in the Court of Appeal here, where that may not be in the case 

in larger jurisdictions. 

Also, the NT does not have an intermediate level in their judicial hierarchy, leading to the NTSC routinely 

hearing both trial and appellate matters. 

Another point to make is that the work of the NTSC is around 90% criminal law work, so an interest in that 

area is essential. There are some commercial and other types of cases, but by and large the day to day work 

is made up of criminal law matters. Indigenous persons and self-represented litigants are also a common 

feature of the Northern Territory justice system, so an awareness of cultural issues and protocols is needed. 

All in all though, a year as an Associate in the NTSC is unlike that of any other jurisdiction, and if you’re looking 

for a job that has been described as a “secret treasure”, be sure to think about heading up here. 

Image:  http://www.supremecourt.nt.gov.au/images/slideshow/1.jpg 
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Supreme Court of Queensland 

 

Description 

As an Associate, you are responsible exclusively to your Judge. The role of an Associate is to act as a personal 

and confidential aide to the Judge both in and out of Court. 

An Associate’s responsibilities include: 

 Liaising with Court staff, the profession, government departments, the press and public; 

 The efficient conduct of the Judge’s court; 

 Formal duties including: 

o In criminal proceedings, arraignments, swearing in of jurors and taking verdicts; and 

o In chambers, maintaining records of proceedings. 

 Attending to correspondence as required by the Judge; 

 Accompanying the Judge on work related travel; 

 Availability at irregular times and for extended periods if necessary. 

Before applying, please remember that each Judge’s experience imposes demands unique to their position. 

Some of these demands include: 

 The need to project an appropriate image in Court; 

 Restrictions regarding contact with the government, legal profession, the press and public; 

 Taking responsibility for the disposition of difficult matters on short notice; 

 Threats to personal and family security 

 Decisions having serious, permanent and unpopular consequences; and 

 Irregular and extended working hours. 

Each Judge needs an assistant who understands the demands of judicial life and has the personality and skill 

set necessary to anticipate problems and to avoid or solve them quickly! 
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The ideal Associate will have the following qualities: 

 Maturity sufficient enough to enable them to confidently speak with individuals of higher office in 

professional and social settings; 

 Good communications skills; 

 Discretion, confidentiality, tact, initiative and reliability; 

 Dignity in public; 

 An understanding that the position must always take priority over personal commitments; 

 Willingness to work irregular and extended hours; 

 Enthusiasm 

 A compatible personality with the Judge 

Associates must have completed your law degree at the commencement of your employment. 

Application Procedures 

Applications can be sent to the Court Administrator, or directly to the Judge to whom the application is being 

made. 

Applications should be posted to: 

Supreme and District Courts 

PO Box 15167 

CITY EAST QLD 4002 

 

Online applications are also welcome and can be submitted at the following site:  

http://www.courts.qld.gov.au/about/jobs-with-the-courts/Judges-Associates/apply.  

 

Applicants receive an automated confirmation of receipt when they submit applications online. No such 

confirmation is possible for applications submitted by post. 

 

Applications open in the December of two years before your position would commence (e.g. In December 

2015, applications will open for 2017 Associates). Ordinarily applicants close in February the year before the 

applicant would take up the position. It is best for applicants to refer to the website however, to be certain 

they do not miss the closing deadline. 

 

Image:  http://www.justice.qld.gov.au/__data/assets/image/0008/159749/Photos-1235.jpg 

  

http://www.courts.qld.gov.au/about/jobs-with-the-courts/judges-associates/apply


 
27 

Supreme Court of South Australia 

 

General Information 

Supreme Court Associates serve as a professional member of the Judge’s personal staff.  They undertake 

legal research, accompany the Judge into court in whichever jurisdiction the Judge may be sitting and call on 

cases, maintain record books, and various administrative functions.  They also attend in chambers on 

interlocutory and other applications and maintain records.  Prospective applicants should be aware of the 

following: 

 Judges prefer to employ persons who are admitted or who are not completing Practical Legal Training 

(PLT) or any undergraduate or Post Admission Training Courses, but a particular Judge might, in an 

individual case, make an exception in relation to the undertaking of PLT outside working hours. 

 Associates may not engage in any other employment or practice in any profession, whether for 

remuneration or not, without the permission of the Chief Justice. 

 Supreme Court appointments are generally for a one-year contract, as personal staff to the 

appointing Judge. 

 A Bachelor of Laws degree is required to become a Judge's Associate.   

 Judges have a tendency to select applicants who are already admitted to the Supreme Court of South 

Australia. Judges may make an exception in relation to hiring an applicant who is completing their 

Practical Legal Training (PLT) or other post admission courses.  

The following remuneration levels apply: 

 JUA-1 - un-admitted law graduate (with a current salary of $47,700) 

 JUA-2 - admitted practitioner to the Supreme Court of South Australia (with a current salary of 

$53,355) 

 JUA-3 - a minimum of one year’s practical experience, as an Associate (with a current salary of 

$55,240).  

Applications can be lodged throughout the year, as vacancies occur at various intervals. Please include your 

curriculum vitae, qualifications and academic record. You should also include a copy of your admittance 

certificate (if you have been admitted at the time of application). Unadmitted applicants may need to 

undergo a National Criminal History Check. Successful applicants will be subject to a CAA fines payment 

outstanding debt check prior to confirmation of employment within the CAA. 
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Applications for Associate positions within the Supreme Court should be addressed to: 

        The Honourable (the particular Judge) 

        Judges' Chambers 

        Supreme Court 

        1 Gouger Street 

        Adelaide SA 5000 

 

If you require further information, please contact the Administrative and HR Officer, on +61 8 8204 0507. 

 

For information regarding Associateships in the District Court of South Australia, Magistrates’ Clerkships’ 

and Sheriff’s Officer roles, visit: 

<http://www.courts.sa.gov.au/Employment/OngoingOpportunities/Pages/default.aspx>.  

Source:  http://www.courts.sa.gov.au/Employment/OngoingOpportunities/Pages/Supreme-Court-

Associates.aspx 

 

Image:http://www.courts.sa.gov.au/GoingtoCourt/CourtLocations/PublishingImages/supreme%20court%2

0building%20facade.png 
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Considerations For Associateship Applicants 

Lloyd Wicks 

Lloyd is the current Associate to the Hon. Justice Gray in the Supreme Court of 

South Australia.  

There is much to be said for undertaking an Associateship, irrespective of the 

Judge for whom it is undertaken or the court in which it is undertaken.  However, 

in my time as an Associate, I have been struck by the extent to which Associates’ 

experiences have differed depending on the Judge for whom they work and the 

court in which that Judge sits.  I don’t suggest that one is necessarily better than 

another (it is a matter of personal preference), but that students should do their research on different Judges 

and courts, like they would different law firms, partners or practice groups.  This article, for obvious reasons, 

only addresses some of the most basic considerations and is couched in general terms.  However, I hope that 

it provides a starting point for students to undertake their own research before submitting their applications 

to ensure that they are applying for roles that they will be suited to. 

Types of Matters 

Each court has a different caseload and method of managing its business.  For example, in the Supreme Court 

of South Australia, each Judge sits as both a trial Judge and a Judge of appeal and hears both civil and criminal 

matters.  However, a number of other states draw a distinction between trial Judges and Judges of appeal.  

Some states divide their courts into different divisions and have lists within those divisions into which 

different matters, such as construction or probate, are allocated.  In those courts, Judges often specialise in 

particular types of matters.  Accordingly, an Associate in the Supreme Court of South Australia will generally 

observe a variety of matters, while an Associate in the Equity Division of the Supreme Court of New South 

Wales may well observe matters that more closely resemble those observed by their counterparts in the 

Federal Court than those observed by their counterparts in Common Law Division of the Supreme Court of 

New South Wales.   

Aside from affecting what an Associate observes, a Judge’s caseload will have a considerable bearing on their 

Associate’s duties.  By way of an obvious example, Associates sitting on trials would spend much of their time 

managing exhibits and preparing evidence summaries, while Associates sitting on appeals would tend to 

spend more time on legal research.   

In my view, any experience in court as an Associate, irrespective of whether it aligns with an Associate’s 

intended practise, is valuable – many of the basic analytical and advocacy skills that Associates learn from 

observing proceedings are transferrable across different areas of law.  However, students with particular 

preferences should target their applications accordingly.   

Work Environment & Duties 

Irrespective of the matters on which they sit, each Judge has their own way of managing their chambers.  

Some are quite particular about matters such as the wearing of ties, or formatting, while others are easy-

going.  Some delegate aspects of the task of judgment drafting to their Associates, while others will limit their 

Associate’s involvement with judgments to proofreading.  Some have their Associates bring them lunch, 

while others are content to fend for themselves.  
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Judges on Commonwealth courts tend to travel more than their interstate counterparts – often taking their 

Associates with them.  Secretaries’ duties also differ between chambers and courts, which, in turn, affects 

Associates’ duties.   

Judges have different levels of participation in the community and the legal profession –giving guest lectures 

at universities, writing books, judging mooting or attending conferences.  As with the delegation of legal 

work, there is often considerable variation in the level of involvement that Associates have in their Judge’s 

extra-curricular activities.   

At one end of the spectrum, Associates fulfil a similar function to secretarial staff or paralegals.  At the other, 

they do a significant amount of legal work.  This has a significant impact on how much Associates learn and 

the hours they work.  Again, I would recommend any experience working with a Judge as it is a rare 

opportunity to observe and learn from one of the most successful, senior members of the profession.  The 

overwhelming majority of Associates I speak to have an excellent relationship with their Judge; however, I 

am aware of instances where the relationship between Judge and Associate has broken down, or Associates 

have for various reasons not enjoyed the nature of their work.  Students should consider the type of role and 

lifestyle they would enjoy and the type of Judge they would enjoy working for to give themselves the best 

chance of having an enjoyable and beneficial experience.   

Conclusion 

For my part, I could not have hoped for a more enjoyable or worthwhile experience as an Associate.  Almost 

all of the Associates I speak to say the same thing.  However, prospective applicants should carefully consider 

what they hope to get out of their Associateship and thoroughly research the positions available before 

applying to a particular Judge to ensure they are applying for a role that suits them, as different students will 

be suited to different Judges.  Insofar as students may not have a particular preference, the research I 

recommend will still be useful for writing individualised cover letters and engaging in meaningful discussion 

during interviews.   

Ultimately, articles such as this are of limited use as they cannot go into enough detail about individual courts 

and Judges; nothing compares to speaking to members of the profession when they are able to speak 

candidly (i.e. not at careers fairs).  Current or “recently retired” Associates are the most useful resource for 

information about Associateships; they are usually very willing to help prospective applicants find a position 

and will offer honest and helpful advice to that end.   
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Supreme Court of Tasmania 

 

Judges’ Associate positions are classified under the Tasmanian State Service Award at General Stream Band 

3 (current salary in 2015 is $50,767 per annum). Judges’ Associate positions are advertised in early March 

each year on the http://www.jobstasmania.tas.gov.au website, with commencement of duties in early 

August that year. Appointments are generally for a 12 month period, though in some circumstances the 

appointments may be extended. 

Description 

As an Associate within the Court, you may have the following duties: 

 Co-ordinate proceedings in court and in chambers including conducting pre-trial documentation 

checks, obtaining authorities, monitoring and recording proceedings, and performing formal 

procedural roles including empanelling juries, taking pleas, and swearing witnesses;  

 Make proper and accurate records of court proceedings including keeping electronic minutes of 

proceedings; recording orders, recognisances, and bail orders; and criminal calendars; 

 Undertake legal research tasks as directed by the Judge; 

 Provide administrative assistance to the Judge including co-ordinating listings, diary management, 

visitor reception, liaison with practitioners on behalf of the Judge, proofing judgments and decisions 

and other tasks of an administrative nature as directed by the Judge; and 

 The incumbent can expect to be allocated duties, not specifically mentioned in this document, that 

are within the capacity, qualifications, and experience normally expected from persons occupying 

jobs at this classification level. 

Application Tips 

Using relevant personal and professional skills and abilities; qualifications, training and competencies; past 

achievements; and potential for development, applicants must address the following criteria:  

 Ability to carry out legal research tasks in a timely, accurate and effective manner; 

 A broad understanding of, or experience in, court administration including knowledge of legal 

terminology, and an awareness of established practices and procedures, or the capacity to quickly 

acquire such knowledge and skills; 

 Well-developed communication and interpersonal skills with an emphasis on the ability to 

communicate clearly, accurately and diplomatically at all levels; 

http://www.jobstasmania.tas.gov.au/
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 Demonstrated clerical and organisational skills, together with effective skills in using current office 

technology to deliver services, (particularly database and word processing skills) and the ability to 

operate new technology including the Court's digital recording and logging system; 

 Effective self-management and time-management skills, with the capacity to adapt and participate 

in organisational change and team-based problem solving, and to deal with multiple tasks 

simultaneously; and 

 Ability to work either individually or as part of a team in the efficient and timely delivery of 

professional client services. 

NOTE: Applicants are to graduate in the year of appointment from the Tasmanian Legal Practice Course at 

the Centre for Legal Studies, Hobart, or such other Practical Legal Training Course approved by the Board of 

Legal Education, and who expect to be admitted as a legal practitioner in Tasmania by the end of August in 

that year. It is also desirable to have a full current driver’s licence. 

If you apply for this position, the Court will undertake the following pre-employment checks: 

 Arson and fire setting; 

 Violent crimes and crimes against the person; 

 Sex-related offences; 

 Drug and alcohol related offences; 

 Crimes involving dishonesty; 

 Crimes involving deception; 

 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; 

 Crimes against Executive or the Legislative Power 

 Crimes involving Conspiracy 

 Disciplinary action in previous employment check; and  

 Identification check.  

Application Procedures 

Send your application to: 

Supreme Court of Tasmania  

Salamanca Place  

HOBART TAS 7000  

 

or 

 

GPO Box 167 

Hobart TAS 7001 

 

Image:http://upload.wikimedia.org/wikipedia/commons/9/90/Supreme_Court_of_Tasmania_building_in_

Hobart.jpg 
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Myths and Truths about Life As An Associate in the Supreme Court of Tasmania 

Lisa Pennington 

Lisa is serving her second year as an Associate to the Honourable Justice 
Wood, Justice of the Supreme Court of Tasmania. Lisa graduated from the 
University of Tasmania in 2012 with a Bachelor of Economics/Bachelor of 
Laws, with First Class Honours in Law, and was awarded the University 
Medal (Law). 

Lunchbox in hand, happily finished for the day, I headed for my office only 

to realise (as I cheerfully swung open the door into the back of Court 7) that 

court was still in session. Without me. And everyone – defendants, Judge, 

counsel – was watching as I entered in full view behind the Judge, sans 

robes, with an armful of homemade brownies.  

I could write a piece about how never to make a mistake as a Supreme Court of Tasmania Associate, but my 

opening anecdote would make a hypocrite of me. Instead, I’ll address some myths and truths about the 

application process and life as an Associate in Tasmania, based on the last 18 months of my post-uni life.  

You must be a Tasmanian Legal Practice Course graduate to become an Associate at the Supreme Court of 

Tasmania 

True. Applications for Associate positions at the Supreme Court of Tasmania open in approximately March 

each year and selection is completed by May. The positions are advertised broadly, but it is an essential 

requirement of the position that you be a graduate (or prospective graduate) of the Tasmanian Legal Practice 

Course in that year.  TPLC students are given a briefing on the requirements of the position and what it is like 

to be an Associate, and are encouraged to apply.  

As for the content of your application, follow the instructions – the Tasmanian system doesn’t require too 

much in the way of personal initiative, and be grateful for this! Selection criteria are horrible, awful things 

that call for an unnatural focus on blowing your own trumpet, but they are a necessary evil, so swallow your 

pride, proofread well, and be concise without downplaying your skills. The same goes for your cover letter.  

Applying for all the positions isn’t “done” 

Myth. In fact, I suspect it’s quite the opposite. It would be uncommon to have enough specific knowledge of 

any particular Judge to know that you only want to be their Associate, or don’t want to be their Associate! 

There’s only so much judgments can teach you about a Judge’s personality and opinions. And be careful not 

to offend: it’s a small bench, and the judiciary are involved in the Supreme Court unit of the Tasmanian Legal 

Practice Course, so they might have an idea of who has applied for whom.  

I would think that applying for all positions demonstrates that you are interested in being an Associate in a 

general sense, and are prepared to take on the work load. Further, Tasmanian Judges don’t specialise – so 

you can’t pick type of work (civil, criminal, appeal) by hand-picking your Judge. A Judge who has just finished 

a long murder trial is just as likely to embark upon a civil trial about rocks as to embark upon another murder.  

Like everything at the court, positions are considered in line with the hierarchy: the Chief Justice chooses his 

Associate first and the other Judges follow thereafter. It would not be unusual to interview for two or three 

Judges, or more, depending on how many are looking for Associates that year.  
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If you get an interview, be prepared for a standard Government interview, with panellists, set questions… 

This one is definitely a myth. The interview style depends on the Judge. Some are formal and ask questions 

you might expect (“why do you want this job?”, “how do you think you will prioritise tasks?”). Others may 

ask you if you are familiar with the drive from Burnie to Hobart through the Lakes district (I was not). Some 

interviews will take place in low-slung, awkward armchairs in Chambers (so that sitting in the new pencil skirt 

you bought for the occasion isn’t as graceful as you’d hoped) and others in conference rooms over long 

tables. Some will be with the Judge alone and others will include the Judge’s secretary.  

You get the idea. What happens in the interview may well reflect the personality of the Judge and the style 

of work you’ll do if you’re the successful candidate.  

Which brings me to my next point… 

Anyone can be an Associate.  

True, to a point. Sure, an HD in Criminal and Civil Procedure, volunteer work at every justice-related 

organisation, an employment history that only fits on a standard CV in size 8 font and participation in every 

law school competition since first year might help you get noticed at application stage. But Associates are 

generally a mixed bunch, with varying interests, different skill levels and strengths.  

There is no Associate “mould”, and there’s good reason for this: your Judge spends more time at work with 

you than anyone else (think four hours’ drive to Burnie on circuit), so it’s vital that you get along. Whether 

your personalities match will be more important than whether you managed an HD in Contract.  

Associates’ jobs are boring and “administrative” and not for real lawyers. Real lawyers do corporate law 

in high rise buildings and write cease and desist letters until their bones ache.  

True… No, of course that’s not true! I wouldn’t be writing this piece if that were true. The legal profession 

outside the court, however, may think otherwise. (For example, this narky response was received by 

Associates offering to help with a Law Society event: “I know you spend all day doing administrative stuff so 

I understand if you’d prefer not to!”) 

An Associate is not a PA. Yes, I fill in paperwork, send emails and maintain court files, but I’d be surprised to 

find a “real lawyer” who didn’t have paperwork to complete, notes to finalise, and a calendar to update.  

And do you know what I don’t do? Time recording. And I think I’ve been asked to photocopy one set of 

documents in 18 months.  

You are not a small cog in a big organisation. Your job is personal and of the moment. Daily tasks are full of 

buzz:  

 The discussions with the Judge after court about the style of the prosecutor’s examination-in-chief, 

or defence counsel’s failure to object to prejudicial evidence;  

 The cut-and-thrust of a busy day sitting in the criminal jurisdiction, scorching through mentions and 

helping counsel make sure they are appearing in the right place at the right time;  

 Reading the final draft of a complex judgment that has taken months to pull together;  

 Spending the drive to Burnie mulling over a tricky appeal point;  

 Finding the perfect legislative provision to tackle a procedural problem.   

The thrill that a Judge, at the pinnacle of their legal career, is taking your research on board or paying heed 

to your opinion never diminishes.  
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This job is better than any university course, textbook or CPD lecture series. For anyone, like me, who has 

their heart set on an advocacy-based role in the future, being an Associate gives you a front-row seat in the 

best classroom you could hope for. I could now recite Evidence Act provisions and tender documents in my 

sleep. I know what a “Basha” is and could explain to you the difference between a Zoneff and an Edwards lie.  

Lucky is not a sufficiently grand word to describe how I feel about working for a Judge who takes mentoring 

seriously, who takes time out to comment on the good, bad and ugly of each day’s proceedings for my 

benefit, and generously dishes out advice for my career beyond the court.  

The camaraderie with other Associates is a bonus, too. Because you all work individually, there’s no chance 

for a competitive soul to dampen your spirit – not that I’ve had any try! And court work produces infinite 

reserves of funny stories to share over Friday drinks.  

Like the time an Associate came upon defence counsel in their underwear in the robing room.  

Or the time a witness ran out of the courtroom mid-evidence and disrobed in the street.  

Or the time (as described above) that I just plain forgot to go into court.   

Thankfully, you have five ready-made friends to share those moments with, because sometimes they will be 

the only people who will put up with constant talk of court life… 

And that’s just the basics!  

I hope I’ve conveyed my enthusiasm for the role of an Associate - I’m sure I speak for the band of Tasmanian 

Associates, past, present and future, when I say that we’d be glad to speak with students considering this 

pathway, to give more insight or tell more stories.   

Good luck and happy applying! 
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Supreme Court of Victoria 

 

Associateships 

Judges in the Supreme Court of Victoria are supported by staff who assist in the management and 

coordination of the Judge’s judicial, ceremonial, court management, administrative and legal research 

responsibilities. 

Associates are usually employed on a fixed term basis for 12-18 months, which may be extended.  

Senior Associate – VPS Grade 3 

Senior Associates may be required to carry out legal research and undertake proof reading tasks, manage the 

Judge’s chambers and organise chambers administrative duties including preparing court orders and 

correspondence and supervise the work of the Junior Associate. 

Required Qualifications include:  

 A degree in law (or qualification to graduate in law) along with an interest in the jurisdiction of the 

Supreme Court of Victoria including an ability to understand the Supreme Court (General Civil 

Procedure) Rules 

 Highly developed legal research skills 

 Demonstrated ability in statutory interpretation 

Junior Associate – VPS Grade 2 

Junior Associates may be required to assist the Senior Associate in the Judge’s chambers with legal research 

and chambers administrative duties and are required to carry out courtroom based duties of opening and 

closing court and swearing in witnesses. 

Required Qualifications include:  

 A degree in law (or qualification to graduate in law) along with an interest in the jurisdiction of the 

Supreme Court of Victoria including an ability to understand the Supreme Court (General Civil 

Procedure) Rules. 

 Well developed legal research skills 
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 Excellent organisational skills, demonstrated ability to set priorities and manage time effectively, and 

capacity to work as an effective team member in a fast paced environment 

Conditions of employment for both roles are generally as that for other Victorian Public Service court staff.  

Application Process 

The Supreme Court maintains a register of expressions of interest to work as an Associate with Judges and 

Associate Judges. Therefore you need only submit one application to the Court, indicating which role in 

particular you are interested in. 

Details may be submitted, updated, resubmitted or removed from the register upon request. If you would 

like to be considered for more than one role (i.e. Junior Associate or Senior Associate), only one application 

is necessary. However, you should indicate in your covering letter the title of the role/s you are interested in. 

To submit an expression of interest you should: 

 Download and read the relevant position description/s (these are available from the Court’s website) 

 Prepare a covering letter in response to the position description/s which includes: 

o the title of the role/s you are expressing interest in;  

o an approximate time frame of when you would be available to commence a position and 

remain at the Court in the role, and 

o an indication of whether you prefer to work in a particular jurisdiction or with a particular 

Judge, so your expression of interest can be appropriately directed 

o An indication of your ideal area of practice and/or Judge(s) with whom you would like to 

serve, to assist the management of the Expression of Interest database.  

 Prepare a résumé (including academic transcripts) 

 Email these documents to the Judicial Services Manager (kellie.king@supremecourt.vic.gov.au) 

Furthermore, aspiring Associates should regularly check the Victorian Government Careers portal at 

http://careers.vic.gov.au, as many Judges are increasingly moving toward formal recruitment.  

All appointments are subject to reference checks and the receipt of a criminal record check 

The following format is preferred: 

 As a PDF or Word document 

 A file name structure of [First Name] [Surname] [document type, CL/CV/AT].pdf (for example, if 

submitting an Academic Transcript the file name might be 'Owen Dixon AT.pdf') 

 Subject line 'Expression of Interest – Associate - [First Name] [Surname]'. 

For any queries, please contact the Judicial Services Manager by email or telephone on 9603 7151. 

Source: http://www.supremecourt.vic.gov.au/home/about+the+court/careers/Associateships/ and relevant 

position descriptions 

Image:  http://upload.wikimedia.org/wikipedia/commons/6/63/Supreme_Court_of_Victoria.jpg 

  

mailto:kellie.king@supremecourt.vic.gov.au
http://careers.vic.gov.au/
http://www.supremecourt.vic.gov.au/home/about+the+court/careers/associateships/
http://upload.wikimedia.org/wikipedia/commons/6/63/Supreme_Court_of_Victoria.jpg
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Supreme Court of Western Australia 

 

The Supreme Court of Western Australia publishes calls for Associateship applications on its website at 

http://www.supremecourt.wa.gov.au/C/careers.aspx. The below information is taken from the 2015 call.  

The Supreme Court of Western Australia appoints a number of Associate and Research Associates.  

Generally the length of tenure for each position is 12 months (January-January). However, the precise 

arrangements for each individual position will depend upon the Judge or Judges in question. For example, 

Associates to the Chief Justice serve a period of 24 months, the first year as an Associate and the second year 

as the Principal Associate to the Chief Justice. 

Prospective applicants should possess the following attributes: 

 A law degree, or nearly completed law degree (a number of roles are available to final-year law 

students) 

 A high level of academic achievement (Honours or equivalent is desirable but not essential); 

 Outstanding research and analytical skills; 

 Excellent verbal, interpersonal and written communication skills; and 

 Editorial skills are an advantage. 

Successful applicants must be available to attend the Associates’ Induction Programme in January of the year 

of commencement. Applicants are encouraged to apply to more than one Judge.  

If you wish to apply, your application/s should include a covering letter, curriculum vitae and your current 

academic transcript (or a certified copy). If your application is sent by email, please scan your academic 

transcript (or a certified copy). You may then be required to bring the original if you are invited to attend an 

interview. 

Recruitment dates for the upcoming recruitment period are not yet finalised and it is important for 

prospective applicants to regularly check the Supreme Court website.  However, applications will likely open 

in approximately mid-April and close in mid-May, with interviews and offers following in late May/early June.   

All documents should be sent through to the Court addressed to: 

Stirling Gardens 

Barrack Street 

PERTH WA 6000 

 

Image: http://www.supremecourt.wa.gov.au/_images/fullsize/court.jpg 

http://www.supremecourt.wa.gov.au/C/careers.aspx
http://www.supremecourt.wa.gov.au/_images/fullsize/court.jpg
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