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Position Title: Chief Executive Officer, Capital Punishment Justice 

Project  
Reports to: Chairperson and Vice Chairperson, Capital Punishment 

Justice Project  
Date prepared: June 2022  
 

 
 
JOB DESCRIPTION 
 
About Capital Punishment Justice Project  
 
Capital Punishment Justice Project (CPJP) (formerly Reprieve Australia) is an 
NGO that stands for a world without the death penalty. We work with our partner 
organisations, volunteers, our Board, the Australian public and key 
stakeholders to develop legal and policy solutions that will help save lives. 
 
CPJP (formerly Reprieve Australia) was founded in Melbourne, Australia, in 
2001 by criminal barristers Richard Bourke and Nick Harrington to provide legal 
representation and humanitarian assistance to those at risk of execution.  
 
CPJP supports partner organisations, institutions and advocates (including 
lawyers) in the Asia Pacific region to assist those facing the death penalty and 
to promote its abolition.  
 
In recent years, CPJP and Monash University formed joint venture, Eleos 
Justice, which is emerging as the region’s leading evidence-based anti-death 
penalty research hub. 
 
CPJP’s Board is led by Chairperson Stephen Keim SC and Vice Chairperson 
Sara Kowal. We have 8 Board members who voluntarily oversee CPJP’s work. 
We operate on a small but growing budget comprised of donations and grants, 
which covers our HR, case work, humanitarian support, advocacy and policy 
work, educational work, administrative and travel costs.   
 
CPJP’s work is more needed than ever. Australia is one of the very few safe 
bases from which to do abolitionist work in the Asia Pacific region. For this 
reason, our partners throughout the region depend on CPJP to carry out our 
work, which is supportive of their caseloads and specific challenges as human 
rights defenders.  Our approach is to be flexible in the ways we assist and to 
be led by local experts. 
 
 
Pillars of CPJP’s work 
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Casework: providing substantial assistance to persons facing the death 
penalty in the form of legal expertise, advocacy, humanitarian assistance, 
support on diplomacy, and support to family members of death eligible 
persons (here is a recent example in which our work was highlighted in 
Australian Parliament).  
 
Advocacy: advocating on behalf of individuals at risk of execution/state-
sanctioned killing, their lawyers, the local anti-death penalty activists and 
organisations. We also advocate on the position Australia takes regarding the 
death penalty more broadly. 
 
Policy: working to ensure that Australia's Strategy for Abolition of the Death 
Penalty is properly implemented.  
 
Education: hosting and supporting in Australia and the Asia Pacific region 
training and other initiatives aimed at challenging the death penalty and 
deepening relationships with anti-death penalty organisations, lawyers and 
advocates, so as to support their work. We support a range of different 
training initiatives to help upskill and train the next generation of capital 
defence lawyers in the region. 
 
Our key strategies promote and support positive engagement with other NGOs 
and members of civil society from around the region, enabling a more 
coordinated campaign against the death penalty.   
 
CPJP is a member of the World Coalition Against the Death Penalty, and the 
Anti-Death Penalty Asia Network (ADPAN).  
 
Chief Executive Officer 
 
CPJP is looking to appoint a Chief Executive Officer (CEO) to replace our 
outgoing CEO. This is an exciting opportunity to lead a well-established 
Australian NGO to a new level of potential impact.  
 
The CEO will need to be: innovative, proactive, have sound judgment and be 
culturally sensitive; familiar with the issues with which CPJP works and the anti-
death penalty landscape; and experienced in NGO management. They will 
need to work independently and be highly motivated; oversee the work of some 
large institutional projects with clear timelines, deliverables and reporting 
requirements; manage a skilled consultant tasked with leading on specific 
projects; work with a volunteer board physically dispersed; and be proactive in 
seeking out funding opportunities to resource CPJP’s growing workload. Most 
importantly, the CEO needs to be firmly aligned with and committed to the core 
values of CPJP. 

https://www.openaustralia.org.au/debate/?id=2021-10-25.156.1
https://www.dfat.gov.au/sites/default/files/australias-strategy-for-abolition-of-the-death-penalty.pdf
https://www.dfat.gov.au/sites/default/files/australias-strategy-for-abolition-of-the-death-penalty.pdf
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Main duties:  

1. Casework 
1.1. Oversee any incoming case work from partner organisations, 

members of the public, or beneficiaries, and ensure that casework is 
thoroughly vetted and meets CPJP’s criteria for engagement. 

1.2. Ensure that casework is appropriately resourced by CPJP personnel 
and CPJP’s network of voluntary barristers, solicitors, law firms and 
other partners; and that there is sufficient funding to cover casework 
costs. 

1.3. Provide regular casework updates to key stakeholders including the 
beneficiary (where they are accessible), the beneficiary’s family 
members, Australian Government representatives, partner 
organisations, regional fora, UN experts and others. 

1.4. Formulate advocacy strategies to further casework objectives.  
1.5. Maintain the security and confidentiality of casework files and exercise 

sound judgment at all times with respect to sensitive casework.  
1.6. Obtain all necessary written and informed consent from beneficiaries 

and other stakeholders when telling their story to audiences for 
specific purposes, including through digital campaigns, advocacy and 
other outreach. 

1.7. Regularly review efficacy of casework and maintain contact with 
former beneficiaries as key partners in future advocacy work.  

1.8. Take a holistic approach to casework, and signpost services beyond 
those that CPJP can provide in order to assist beneficiaries, their 
families, local activists and CSOs in extremely difficult situations. 
 

2. Administration 
2.1. Undertake all necessary administrative duties and practical tasks to 

ensure that all aspects of CPJP run smoothly.  
2.2. Manage and respond to all correspondence (electronic and written) 

and enquiries to CPJP in a timely manner.  
2.3. Maintain a cloud-based document storage system to support improved 

institutional knowledge and document retention. 
2.4. Record time methodically so as to meet requirements of institutional 

funders and ensure that restricted funding can be appropriately 
accounted for. 
  

3. Governance and Strategic Direction  
3.1. Lead the development and implementation of CPJP's strategic and 

operational planning, subject to and in coordination with the Board. 
3.2. Work with the Board to finalise CPJP’s strategic framework and 

operational plan for each year.  
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3.3. Ensure that there is a budget each year which supports the work set 
out in the operational plan. 

3.4. Devise and oversee the implementation of CPJP’s monitoring and 
evaluation framework to review the yearly strategic and operation 
plans and programs.  

3.5. Drive and manage annual and recurring giving and develop CPJP’s 
database to enhance supporter engagement. 

3.6. Ensure that CPJP complies with its legal obligations, including 
obligations relating to any regulatory frameworks, and maintain all 
necessary registrations, memberships and licences.  

3.7. Attend Board meetings (in person or remotely).  
3.8. Work with the Board member holding the Risk Audit portfolio in 

maintaining an organisational risk register and in implementing any 
mitigation actions identified on the register. 

3.9. Work with the Secretary to ensure that the Board takes all necessary 
steps to operate in accordance with CPJP’s Constitution and any 
relevant laws, by, where necessary, reviewing briefing notes, attending 
seminars, overseeing research, and seeking external advice.  

3.10. Assist with the preparation of the Annual Report including 
drafting sections of the Annual Report that cover your areas of 
responsibility and its publication and circulation to key stakeholders.  

3.11. Ensure that CPJP uses its resources – human, financial, and 
other - as efficiently and effectively as possible, achieving the impact 
that it seeks in its work. 
 

4. Compliance 
4.1. Take all necessary steps to ensure that CPJP is compliant with 

applicable laws, policies, and standards.  
4.2. Research and provide advice on questions of compliance and 

prospective changes to the law affecting CPJP’s operations. 
4.3. Review and draft confidential legal documents and assist in 

negotiations on a range of legal issues, including in the context of 
funding agreements and engagements with third parties.  

4.4. Prepare policies and assist with implementing them in order to ensure 
that CPJP is compliant with applicable laws, policies, and standards. 

4.5. Be directly responsible for the submission of information to any 
regulatory bodies that CPJP is required to report to.  
 

5. Profile Building, Communications and Events  
5.1. Undertake press work, social media work, website work and 

networking so as to build profile for CPJP and our work, with input and 
support from the Board.  

5.2. Be a public face of the organisation, embodying its values and beliefs. 
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5.3. Write and send regular communications to the CPJP supporter base 
and maintain its upkeep, evaluating cost effective and impactful ways 
to communicate with supporters. 

5.4. Support and develop our communications strategy and oversee 
transition to a new website and branding.  

5.5. Develop and manage CPJP educational and fundraising events in 
order to build our organisational profile and to advocate for CPJP’s 
values and beliefs. 
 

6. Management and Human Resources of CPJP 
6.1. Ensure that the organisation is structured so as to enable it to operate 

at maximum effectiveness. 
6.2. Ensure team (staff, consultants, and/or volunteers) and organisational 

cohesion.  
6.3. Ensure that CPJP personnel are well led and that we have the right 

people doing the right work. 
6.4. Oversee all recruitment and induction of new personnel, and manage 

all aspects of their contribution to CPJP’s work, with particular 
emphasis on confidentiality and sensitivity of casework and partner 
information. 

6.5. Draft contracts for new personnel. 
6.6. Ensure that we have fair processes in terms of recruitment, benefits, 

probation, conflicts arising, grievance and disciplinary matters.  
6.7. Oversee CPJP’s performance management, termination, grievances, 

360 degree reviews, and exit processes. 
6.8. Review CPJP’s employment and Human Resources policies where 

required, to ensure that they remain up to date with any external or 
internal changes. 

6.9. Ensure that all necessary measures are taken to protect Board 
member/staff/consultant/volunteer safety and security when they travel 
abroad. 
 

7. Fundraising  
7.1. Develop a creative and effective fundraising plan and drive that plan 

forward enthusiastically and effectively, such that CPJP meets the 
income targets set within the budget. 

7.2. Be primary point of contact for all major donors, building strong 
relationships with them and ensuring that income from this source 
grows.  

7.3. Be primary point of contact for all major trusts, building strong 
relationships with them and ensuring this income is maintained or 
grown wherever possible. 

7.4. Attend and lead high level fundraising events in conjunction with other 
directors and personnel. 
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7.5. Develop an events committee to support CPJP to deliver a consistent 
events program annually, which achieves our profile raising and 
resourcing goals.  

7.6. Help to increase our individual donor base using digital campaigns and 
online outreach.  

7.7. Activate the newly formed Ambassadors’ Council and the existing 
Board into bodies that effectively support fundraising and ensure 
sustainability of CPJP. 
 

8. Overseas Volunteer Program 
8.1. Working with CPJP’s Board member with the Overseas Volunteer 

Program portfolio, manage and administer the process for applicant 
students to travel to a partner organisation overseas to provide 
voluntary legal assistance as required.  

8.2. Develop and manage an administrative system to ensure that all 
applications are processed in a transparent and fair manner and that 
placements are arranged to ensure that the welfare and experience of 
the Overseas Volunteer is paramount.  

8.3. Co-ordinate the interview process for prospective applicants and liaise 
with partner organisations regarding volunteers and positions as 
required.  

8.4. Ensure that Overseas Volunteers comply with all insurance 
requirements, visa regulations and conditions required by partner 
organisations.  

8.5. Develop and extend the CPJP Overseas Volunteer Program through 
creating and expanding our University networks.  

8.6. Develop and extend the Overseas Volunteer placement options by 
creating new placement partnerships, with an emphasis on sending 
more Volunteers to countries in the Asian region where possible.  

8.7. Liaise with returned Overseas Volunteers to review their experience 
and obtain their feedback. Where necessary, arrange follow up 
psychological counselling for returned Volunteers.  

8.8. Monitor and evaluate the Overseas Volunteer Program on a yearly 
basis to ensure the Programs growth and improvement.  

8.9. Develop a network of returned Overseas Volunteers to build local 
supporters of CPJP.  
 

9. Project Development and Management 
9.1. Working with board members and partner organisations, develop 

project application documents for various grants applications. 
9.2. Manage projects that CPJP have undertaken to implement including 

reviewing and developing project strategy with personnel and partners 
periodically throughout the project’s duration to ensure effective 
delivery. 
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9.3. Design and implement appropriate management structures in accord 
with CPJP’s working practice to ensure the projects achieve their 
goals. 

9.4. Manage the work of any researchers, field workers or project officers 
recruited for the projects. 

9.5. Adhere to and implement into the project all relevant CPJP policies, 
including equal opportunities and legal practice standards. 
 

10. Project finance, reporting and administration 
10.1. Working with CPJP’s Treasurer, manage overall project finances 

in accordance with the requirements of any grant or budget that CPJP 
has the sole or partial responsibility to disburse and account for.  

10.2. To comply with the requirement of any project grant, be 
responsible for approving all project spend, designing and 
implementing appropriate financial administration processes and 
ensuring all project personnel comply with such processes. 

10.3. Prepare, with the Treasurer, annual and other required financial 
reports for submission to funders, grant partners,  CPJP’s Board and 
any other appropriate partner. 

10.4. Prepare annual and other required progress reports for 
submission to funders, grant partners,  CPJP’s Board and any other 
appropriate partner. 

10.5. Design and maintain sufficient administration processes for 
maintenance of good project records, enabling efficient reporting from 
the project and good opportunities for project review and 
organisational learning.  
 

11. Other   
11.1. Undertake special projects from time to time, particularly where 

such projects have an overall organisational focus. 

Person Specification  

Skills and qualities:  

• Enthusiasm and passion for the work of CPJP 

• Ability to think creatively and flexibly  

• Ability to think of and plan towards audacious goals  

• Ability to communicate and inspire buy-in to organisational vision and 
ethos among personnel and supporters  

• Excellent writing and public speaking skills  

• Excellent interpersonal skills  

• NGO management skills and financial acumen 
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• Ability to work independently and be proactive and driven. 

Essential experience:  

• Experience of or strong personal interest in human rights related work. 

• Experience of playing a lead role within an organisation, ideally within a 
campaigning, charitable or legal setting.  

• Experience of management of staff/personnel. 

• Experience of management of projects and programs.   

• Experience of setting and evaluating organisational strategy.  

• Experience of recruitment and other significant HR processes.  

• Understanding of compliance and governance with respect to charities 
that is sufficient to know when to seek out external expertise. 

• Knowledge of how to monitor and interpret financial documents, 
information and processes.  

• Experience maintaining and updating a website and using various 
social media platforms.  

Desirable:  

• Experience of working in organisations campaigning for the end of the 
death penalty or other related human rights organisations.  

• Legal training and/or practice experience (whether as a lawyer, policy-
maker or activist).  

• Experience of developing major donor relationships covering the whole 
donor journey from initial contact to gifts.  

• Experience of working with and reporting to Government departments 
and bodies. 

• Experience of working with and reporting to a Board. 

• Experience of undertaking a variety of challenging media work. 

 

  
 

 
 
 

 


