Vacancy Announcement
Pro Se Law Clerk
U.S. District Court, District of Oregon
Portland, Oregon
Vacancy Number ORD-22-02
Closing Date: February 4, 2022
THE POSITION

The United States District Court for the District of Oregon is seeking a full-time (40 hours a week) Pro Se
Law Clerk. This position reports to the Supervisory Pro Se Law Clerk and is located in Portland, Oregon. The
incumbent will perform legal research and prepare draft opinions and orders in prisoner civil rights cases
and habeas corpus proceedings, as well as other case work as needed to assist the workload of the Court.
In accordance with the Guide to Judiciary Policy, Vol. 2A, Ch. 3, law clerks are prohibited from practicing law
in any capacity for compensation outside of, or in addition to, work for the Court. This position is funded
beginning April 1, 2022, through December 31, 2023, with possible extensions contingent on the volume of
prisoner case filings.
Representative Duties: Responsibilities of this position may include but are not limited to the following:
• Performs substantive screening after filing of prisoner and inmate petitions and motions, civil rights
complaints, state habeas corpus petitions, and federal habeas corpus petitions. Drafts appropriate
recommendations, opinions, and orders for the Court's signature.
• Performs substantive legal research on assigned cases after screening to assist the Court in preparing
opinions and orders.
• Assists Clerk's Office staff in construing pro se filings, responding to prisoner correspondence, and other
case-related administrative tasks.
• Evaluates present procedures to determine innovations for increasing the effectiveness in handling
complaints, petitions, and pleadings. Reviews the docket of pending prisoner litigation to ensure the
proper progress of such cases and advises the Court of those cases where action by the Court is
appropriate.
• Compiles statistics and prepares periodic reports, as required, that reflect the status and flow of cases.
Identifies problem areas, makes recommendations, and offers solutions as required by the Court,
Administrative Office, and other officials.
• Keeps abreast of changes in the law to aid the Court in adjusting to new legislation in the pro se area.
• Provides information, guidance, and advice to judges and other personnel working in the pro se area.
Advises appropriate personnel on the status of particular cases.
• Other duties as assigned.

SALARY RANGE

This position is classified at JSP 11-14 ($68,992 - $116,201) for a full-time employee depending upon the
qualifications and experience of the successful candidate.

QUALIFICATIONS

Minimum Qualifications:
To qualify for the position of pro se law clerk, a person must be a law school graduate (or be certified as
having completed all law school studies and requirements and merely awaiting conferment of degree) from
a law school of recognized standing, and have demonstrated one or more of the following proficiencies:
•
•
•
•

Standing within the upper third of the law school class from a law school on the approved list of
either the American Bar Association or the Association of American Law Schools;
Experience on the editorial board of a law review of such a school;
Graduation from such a school with an LLM degree; or
Proficiency in legal studies which, in the opinion of the appointing judge, is the equivalent of one of
the above. Some examples of criteria that are considered to be acceptable as equivalent include:
(1) Publication of a noteworthy article in a law school student publication or other scholarly
publication;
(2) Special high-level honors for academic excellence in law school, such as election to the Order of
the Coif;
(3) Winning of a moot court competition or membership on a moot court team that represents the
law school in competition with other law schools;
(4) Participation in a legal aid or other law school clinical program sanctioned by the law school; or
(5) Summer experience as a law clerk to a state or local judge or law clerk experience on a
continuing basis in a private firm while attending school (i.e. working one's way through law
school).

Legal work experience is progressively responsible experience in the practice of law, in legal research, legal
administration, or equivalent experience received after graduation from law school. Major or substantial
legal activities while in military service may be credited on a month-for-month basis whether before or
after graduation, but not to exceed one year if before graduation from law school.
Desired Qualifications:
Excellent academic credentials, as well as superior research and writing skills. Proficiency with Westlaw
and/or Lexis. Familiarity with the federal judicial system’s electronic case filing system, experience with
prisoner civil rights litigation, and prior experience as a judicial clerk are preferred.
Candidates must also demonstrate:
•
•
•
•
•
•
•
•

A consistent past employment record;
Experience in dealing with routine and complex assignments;
Excellent typing and proofreading skills;
A demonstrated ability to think through, analyze, and interpret written communications;
Ability to prioritize tasks and work assignments;
Superior oral and written communication skills;
Strong interpersonal skills; and
A professional demeanor and appearance appropriate for a law or professional office environment.

HOW TO APPLY

To apply, submit the following:
1.
2.
3.
4.
5.

Letter of interest;
Application For Judicial Branch Federal Employment;
Chronological resume;
Writing sample not to exceed 15 pages; and
A list of 3 professional references.

Send electronically to hr2@ord.uscourts.gov in pdf form or mail to the address below. Electronic
submissions should be combined into one pdf document. These items should arrive at the Court no later
than 4:30 p.m. on Friday, February 4, 2022. 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 and education and reference checks will be made prior to any offer of
employment.
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.
Employees are required to disclose COVID-19 vaccination status and agree to local and national COVID-19
safety protocols and procedures.

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

