
Court Officer interview questions
careertips.com.au: common questions and what they're really testing

What to expect
Court Officer interviews test your procedural knowledge, attention to detail and ability to stay calm under
pressure. You will need to show you understand court processes and can work accurately with case
files and court users.

• Procedural knowledge: Questions about court documents, listings, oaths and affirmations, and the
steps you follow to keep proceedings on track.

• Behavioural: Questions asking for real examples of managing deadlines, working in a team and
handling confidential information.

• Scenario: Situations involving difficult court users, missing documents or urgent listing changes,
testing your judgement under pressure.

• Technical: Questions about case management systems such as ICMS or JusticeLink, and how you
ensure data accuracy.

• Client-facing: Questions about assisting legal practitioners, judicial officers and members of the
public at the registry counter.

• Confidentiality and compliance: Questions about privacy, court policies and handling sensitive
case records appropriately.

Typically a panel interview with a registry manager and a senior court officer, sometimes including a
short written exercise or a scenario. You may be asked to demonstrate system knowledge or explain
how you would handle a procedural error. The interview usually moves from general questions to
specific scenarios and then your questions.

1. Walk me through how you would prepare a case file for a scheduled
hearing, from receiving the documents to the file being ready for the
courtroom.
Why they ask
This tests your procedural knowledge and attention to detail, which are core to the Court Officer role.

How to structure your answer
A step-by-step walk-through: start with the listing, then document check, then system update, then
delivery to the courtroom.

Example answer

“First, I would check the court's listing to confirm the hearing date and courtroom. Then I would review
the file against the court's checklist, making sure all required documents, such as affidavits, exhibits
and subpoenas, are filed and correctly labelled. If anything is missing, I would contact the legal
practitioner or self-represented party to request it before the hearing date. Once complete, I would
update the case management system, print or prepare the bench file, and deliver it to the courtroom
officer or judge's associate before the hearing begins.”

2. Tell me about a time you had to manage competing deadlines in a
high-volume administrative role. How did you prioritise?
Why they ask
Court listings change quickly and registry work is deadline-driven. The panel wants to see how you
organise your work when everything is urgent.

How to structure your answer



STAR: situation, task, action, result. Focus on the action and the result in a court or administrative
setting.

Example answer

“In my previous role, I was responsible for listing hearings and preparing files for three courtrooms.
One week, a judge requested an urgent extra list while two colleagues were on leave. I reviewed all
deadlines, identified which matters were time-critical, and created a priority list. I completed the urgent
files first, then worked through the regular list by courtroom order. I also asked a colleague from
another team to help with data entry. As a result, all hearings went ahead on time and no matters
were adjourned for missing paperwork.”

3. A member of the public becomes agitated at the registry counter because
their matter has been adjourned. How do you handle it?
Why they ask
Court Officers deal with stressed court users daily. This scenario tests your composure, empathy and
ability to follow procedures.

How to structure your answer
Judgement under pressure: stay calm, listen, explain, offer options, and escalate if needed.

Example answer

“I would stay calm and acknowledge their frustration. I would listen without interrupting, then explain
the reason for the adjournment in plain language. If I could not answer their question, I would offer to
find a registrar or someone who could help. I would also give them written information about the next
steps and their options. If they remained aggressive, I would follow court security procedures and ask
for assistance.”

4. What experience do you have using case management systems like ICMS
or JusticeLink, and how do you ensure data accuracy when recording
outcomes?
Why they ask
Most courts rely on these systems for listings and records. The panel needs to know you can enter data
correctly and quickly.

How to structure your answer
Technical: describe the systems, your daily use, and the checks you apply to avoid errors.

Example answer

“I have used ICMS daily to record court outcomes and update case statuses. To ensure accuracy, I
always double-check the matter number, the parties' names and the judicial officer's orders before
saving. I use a checklist for common outcome codes and I run a daily report to catch any incomplete
entries. I also keep my notes organised so I can verify details if a query comes back later.”

5. Court records contain sensitive information. How do you maintain
confidentiality and comply with court policies when handling case files?
Why they ask
Discretion is non-negotiable in courts. This question checks that you understand privacy and security
obligations.

How to structure your answer
Principles then practice: explain the rules you follow and give a specific example of how you apply them.

Example answer

“I treat every file as confidential. I only access records for work purposes and I never discuss case
details outside the court. I follow the court's privacy policy and security procedures, such as locking



files away and logging out of systems when I leave my desk. If I am unsure whether I can share
information, I check with a supervisor before responding.”

6. Describe a time you worked with a judicial officer or legal practitioner to
resolve a listing or procedural issue.
Why they ask
Court Officers liaise with judges, associates and lawyers constantly. The panel wants to see you can
communicate clearly and follow court rules.

How to structure your answer
STAR: set the scene, explain the issue, describe your action, and give the outcome.

Example answer

“A legal practitioner once asked to adjourn a matter because a witness was unavailable. I checked the
court's listing rules and saw that the request needed to be made in writing to the registrar. I helped the
practitioner lodge the request correctly and then flagged it to the judge's associate. The adjournment
was granted without delaying other matters on the list. The practitioner thanked me for explaining the
process clearly.”


