Career Opportunity
Clerk of Court

Clerk's Office
Vacancy Number ORD-21-06
Closing Date: June 4, 2021

Position Available January 1, 2022
THE POSITION
The Clerk's Office of the United States District Court for the District of Oregon is now accepting applications
for the position of Clerk of Court with a duty station in Portland or Eugene, Oregon. The Clerk of Court
serves as a high-level executive administering a complex, diverse, and innovative organization. The
incumbent, working under the direction of the Chief Judge, has overall management authority and
responsibility for the administrative activities and oversees the performance of the statutory duties of the
Clerk's Office. The position requires an individual who possesses the experience, management skills, and
technical expertise necessary to anticipate and resolve complex administrative, operational, budgetary, and
information technology challenges quickly and efficiently. Exceptional communication and interpersonal
skills are required along with a proven record of leadership and accomplishment.
Representative Duties: The incumbent performs a full range of high-level functional duties and supervisory
duties. Responsibilities of this position include, but are not limited to:
•
•
•

•
•
•
•
•
•
•
•
•

Consults with and makes recommendations to the Judges regarding court policies and procedures.
Directs staff responsible for the processing of civil and criminal cases, the issuance of process, and the
maintenance of official records in the custody of the Court.
Works closely with the Chief Judge, District Judges, and Magistrate Judges of the Court regarding court
administration, policy matters, local rules and procedures affecting the operations of the Court, and
collaborates with the Clerk of the U.S. Bankruptcy Court, the Chief U.S. Probation Officer, and the Chief
U.S. Pretrial Services Officer.
Manages the jury operations of the Court and makes recommendations to improve juror utilization.
Directs the Court’s financial service function including purchasing, juror payments, and accounting
functions.
Works with members of the bar and the public to improve the delivery of court services.
Works with various governmental agencies on a variety of issues necessary to court activities, such as
data processing, fiscal matters, and personnel.
Hires and assigns personnel and oversees the design and management of training programs.
Prepares and manages the annual budget.
Conducts special studies as directed and prepares statistical and narrative reports.
Manages staff responsible for information technology services, statistical analysis and reporting
requirements, inventory control, and human resources management.
Prepares and oversees long and short-term plans for space and facilities management for all divisional
offices and works closely with the General Services Administration (GSA) on their implementation.

QUALIFICATIONS
Minimum Qualifications:
Qualified applicants will possess at least 10 years of progressively responsible administrative experience in
public service or business that provides a thorough understanding of organizational, procedural, and human
aspects in managing an organization. At least three of the 10 years of experience must have been in a
position of substantial management or leadership responsibility. In addition to the years of required work
experience, qualified applicants must also possess a bachelor's degree from an accredited college or
university, preferably in a business-related discipline relevant to the Court's operational environment, such
as public, business, or judicial administration.
Additional Desired Qualifications:
•
•
•

Law degree, master's or higher degree from an accredited college or university in a business-related
discipline relevant to the Court's operational environment, such as public, business, or judicial
administration.
Experience practicing civil or criminal law in the private or public sector, the non-profit environment, or
as in-house counsel.
Administrative management experience in governmental bodies or legal administration.

SALARY RANGE
This position is classified at JSP 17 ($172,515 - $213,452), depending upon qualifications and experience in
accordance with the Judiciary Salary Plan. Some relocation expenses may be reimbursable.

HOW TO APPLY
To apply, submit the following:
1. Letter of interest (cover letter) that addresses your qualifications, relevant experience, leadership
style, and your efforts to build a culture of diversity and inclusion;
2. Chronological resume;
3. Application For Judicial Branch Federal Employment; and
4. A list of 3 professional references.
Send electronically to hr2@ord.uscourts.gov in pdf form or mail to the address below. All documentation
should be combined into one pdf. These items should arrive at the Court no later than 4:30 p.m. on June 4,
2021. Application forms are available on the Court's website at www.ord.uscourts.gov in fillable format.
Please type or print all information and sign and date forms where indicated. Incomplete packets and
those submitted after the deadline date will not be considered. Verification of employment, education,
and reference checks will be made prior to any offer of employment.
Clerk of Court
Office of the Clerk
Human Resources Division
United States District Court, District of Oregon
1000 SW Third Avenue, Suite 740
Portland, Oregon 97204
If selected for an interview, participation in the interview process will be at the candidate’s own expense.
The Court provides reasonable accommodation to applicants with disabilities. If you need reasonable

accommodation for any part of the application or hiring process, please notify the Human Resources
Division of the Clerk's Office at (503) 326-8165. Determinations on requests for reasonable
accommodation will be made on a case-by-case basis.
This is an executive level, high-sensitive position within the Judiciary. Employment is provisional pending
the successful completion of a ten-year, full field OPM background investigation and favorable suitability
determination. Investigative updates are required every five years.

ABOUT U.S. DISTRICT COURT FOR THE DISTRICT OF OREGON
EMPLOYEE BENEFITS
CONDITIONS OF EMPLOYMENT
The United States District Court for the District of Oregon is an Equal Opportunity Employer

