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Position Description
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	Position title:
	Justice of the Peace

	Employment status:
	Volunteer

	Work location:
	Various Local Government Areas

	Position contact:
	Name: Honorary Justice Services Support team
Email: jp@justice.vic.gov.au 
(For enquiries, please include Justice of the Peace campaign in the subject header)


Role Purpose
The role of a Justice of the Peace
· Justice of the Peace (JP) volunteers play an important role in the Justice system and provide a valuable and accessible service to all members of the community. 

· JPs are volunteers appointed by the Governor-in-Council on the recommendation of the Attorney-General in accordance with section 7 of the Honorary Justices Act 2014. 

· JP volunteers have the power to witness a range of legal documents, including statutory declarations and affidavits, and to certify true copies of documents.

JP volunteers are part of a collective group known as Honorary Justices. As such, there is an expectation that JP volunteers will respect, observe and adhere to the highest levels of personal, social and community standards of integrity and professionalism to ensure that all Victorians are provided with an independent, fair and impartial service. 

The role of a JP volunteer is customer focused and administrative as they provide document witnessing and certification services to the broader community both during and outside business hours. 

As a JP volunteer, you will have a responsibility to provide a free and timely service that is accessible to all members of the community, making yourself reasonably available to act as an independent witness for documents used for official or legal purposes.

KEY ACCOUNTABILITIES
Attesting to the execution of a document
Witnessing a statutory declaration
Witnessing an affidavit for use in court
Certifying true copies of an original document
[bookmark: _Hlk41307418]Certifying a person’s identity.

Key selection criteria
Technical Skills
Computer literate with competency to access web-based resources, operate emails and a working knowledge of Microsoft Windows and Microsoft Office software.
Personal Attributes
Flexibility and Adaptability: Adjust approach in line with changing priorities, is open to acquiring and developing skills and knowledge, adapt to new ways of working or organise work to deliver results.
Self-awareness: Has conscious understanding of the impacts of own behaviours, emotions, and thought processes; takes action to improve personal effectiveness.
Working Collaboratively: Builds trust and rapport with others; sets common goals through a high degree of empathy; display willingness to share control and responsibility with peers the service, external partners, and community) in the delivery of work and outcomes.
Promote Inclusion: Embrace diversity, draw on insights into the community’s beliefs, needs, and values to inform required actions.
Meaningful Outcomes
Partnering and Co-creation: Build effective partnerships with the client/customer/community throughout problem solving process to gain critical insights and develop effective solutions.
Authentic Relationships
Influence and Persuasion: Adapt the content style and message or tone of communications to suit the audience to gain agreement to proposals and idea using an effective written and verbal communication skills.
Interpersonal Skills: Recognise and regulate one’s emotions; understands interests and emotions of others achieve best outcomes possible in an authentic manner.
Managing Difficult Conversations: Work with others to manage differences in opinions, interests, and communication issues to reach agreement.
Customer Focus: Understand customer need, apply skills, knowledge and experience to deliver high impact services that address those needs.
Qualifications
There are no specific qualifications required to become a Justice of the Peace (JP) volunteer in Victoria. However, to be eligible for appointment as a JP volunteer, applicants must: 
Be of or over the age of 18 years
Be an Australian citizen
Not be an insolvent under administration. 


Applicants must also satisfy the Attorney-General that they: 
Have satisfactorily completed the course of training prescribed for appointment as a JP volunteer
Have sufficient proficiency in the English language to perform the duties of a JP volunteer
Ordinarily reside in Victoria
Are a fit and proper person to be appointed as a JP volunteer.
Important information
JP volunteers should be active members of the community who demonstrate a willingness and passion for assisting other members of the community. 
JP volunteers for the Department of Justice and Community Safety are required to: 
Adhere to the Honorary Justice Code of Conduct.
Be reasonably available and reasonably active in the performance of their duties as a JP volunteer. 
Undertake and successfully complete training and professional development within identified timeframes. 
Please visit the Department of Justice and Community Safety website (Department of Justice and Community Safety Victoria) for information on: 
The Department of Justice and Honorary Justice Office
Our organisational values
Occupational health and safety
Privacy – how we use your information. 
All appointments to the office of the Justice of the Peace are subject to a number of checks including, but not limited to: 
· National Police Record check 
· Australian Securities and Investment Commission check
· Insolvency and Trustee Service Australia check
· Reference and social media checks.
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