
UNITED STATES DISTRICT COURT
DISTRICT OF CONNECTICUT

OFFICE OF THE CLERK

VACANCY ANNOUNCEMENT

A nnouncement  Number: 08 -014

Posit ion: Procurement  Serv ices Technician

Locat ion: New  Haven Court house

Posit ion Type: Full-Time temporary , one year and one day

Salary  Range: CL24  [$36 ,399  - $45 ,528 ]

Opening Date: W ednesday, 3  December 2008

Closing Date: Friday, 15  December 2008

__________________________________________________________________________________________

INTRODUCTION:

The Unit ed States Dist rict  Court  f or t he Dist rict  of  Connect icut  is accept ing applicat ions for t he posit ion of

Procurement Services Technician.   This posit ion performs administ rat ive and technical support  related to

ensuring that  court  unit s are prov ided the supplies and materials required t o f unct ion opt imally ,  in accordance

w ith court  polic ies and approved internal cont rols.   Dut ies involve assist ing w it h procurement  and inventory

act iv it ies through accurat e record keeping and t racking; receiv ing, checking, and delivering ordered supplies

and materials;  and assist ing w it h preparing purchase orders and invoice payments.   

M INIM UM  REQUIREM ENTS FOR THE POSITION:

• Know ledge of  relevant  procurement  and propert y  management  procedures,  guidelines, polic ies,

pract ices, and protocols used w it hin the court  unit .   Know ledge of  t he f inancial systems needed to

enter informat ion for payments.  Know ledge of  vendors and their locat ions.  Know ledge of  t he

inventory  guidelines and automated systems used f or t racking inventory .  Skill in complet ing various

forms used in the procurement  process and maintaining related records.

• Know ledge of  t he funct ions and procedures of  t he court  unit .

• Know ledge of  and compliance w it h the Code of  Conduct  f or Judic ial Employees and court

conf ident ialit y  requirements.  A bilit y  t o consistent ly  demonst rate sound ethics and judgment .

• A bilit y  t o communicate ef f ect ively  (orally  and in w rit ing) w it h indiv iduals and groups to prov ide

informat ion regarding the procurement  and delivery  of  supplies and m at erials.   A bilit y  t o interact

ef f ect ively  w it h others,  prov iding customer serv ice and resolv ing dif f icult ies w hile comply ing w ith

regulat ions, rules, and procedures.  A bilit y  t o prov ide and exchange accurate and t imely  informat ion

w ith indiv iduals w it hin and out side the court .

• Skill in t he use of  automated equipment  including w ord processing, spreadsheet ,  and database

applicat ions, as w ell as databases and syst em s used f or t racking inventory , preparing purchase

orders,  and other system related to procurement  act iv it ies.

• High school graduate or equivalent ;  

• Preferred - Bachelor’ s degree f rom an accredit ed inst it ut ion may be subst it uted for t hree (3 ) years of

general experience.  M aster’ s degree in related f ields or juris doctorate degree may be subst it uted for

tw o (2 ) years of  specialized experience



REPRESENTATIVE JOB RESPONSIBILITIES:

• Receive purchased supplies and check deliveries against  packaging slips.  Check deliveries and

invoices against  purchase orders f or t ype, quant it y , and condit ion.  Enter and update informat ion on

purchase orders and inventory into automated databases.  Issue and deliver materials and supplies

to request ing of f ices.

• Tag furnit ure and other of f ice materials f or t he purpose of  t racking inventory .   M ove, set  up, and

examine furnit ure and equipment ;  report  maintenance and repair problems to the General Serv ices

A dminist rat ion.

• A ssist  w it h records management  by f iling, scanning, and maintaining documents.  A ssist  w it h asset

inventory , using both manual and automated inventory  t racking t ools.  M ake list s of  supplies to be

ordered.

• Process invoices f rom supplier and prepare paym ent  vouchers.   Ident if y  and dispose of  excess

propert y , f ollow ing applicable guidelines and polic ies.  Prepare purchase orders at  reorder levels and

f rom requisit ions received f rom unit  personnel.

• A ssist  st af f  and superv isors w it h follow -up to vendors and customers, such as clarif y ing or expedit ing

orders.   M aintain a variet y  of  logs and databases.  Obtain quotes f rom vendors for supplies, f urnit ure,

and serv ices.

• Perform related of f ice dut ies such as processing incom ing and outgoing mail and deliveries; copying

and binding forms, report s,  and other documents; and other sim ilar act iv it ies.

BENEFITS:  

The posit ion falls w ithin t he Judic ial Branch of  t he U.S. Government  and includes most  f ederal government

benef it s.   

APPLICATIONS:

A pplicant s should send, via email only, a cover let t er t ogether w it h a detailed resume including all applicable

educat ional,  professional and t raining experience to:  Judit h Fit zpat rick, HR M anager,  at

HR_Department@ctd.uscourt s.gov;   on or before Friday, 15  December 2008 .

mailto:HR_Department@ctd.uscourts.gov;

