============================================================================

UNITED STATES DISTRICT COURT

DISTRICT OF CONNECTICUT

OFFICE OF THE CLERK
============================================================================

POSITION VACANCY ANNOUNCEMENT #008-007
POSITION:

Judicial Assistant to Chief Judge

CLASS LEVEL:
JSP 9 - 11 
SALARY:

$49K - $59K *Depending on experience
LOCATION:

Hartford Federal Building and Courthouse
OPENING DATE:
Monday, July 14, 2008
CLOSING DATE:
Friday, July 25, 2008 - or until the position is filled
============================================================================

POSITION OVERVIEW: Judicial Assistant for The Honorable Robert N. Chatigny, Chief Judge, United States District Court, District of Connecticut, sitting in the Hartford Courthouse.  This position requires thorough administrative skills and a familiarity with legal terminology.  The general duties of a Judicial Assistant include serving in the capacity of office manager, proficiency in WordPerfect, Windows 98 and Lotus Notes or a similar email system, preparing various reports, maintaining confidential records, maintaining a judicial calendar, and performing the daily tasks associated with supporting the activities of a Federal Judge.  The ability to develop a knowledge of the Case Management/Electronic Case Filing system is mandatory.

Specific duties associated with the Judicial Assistant to the Chief Judge, include, but are not limited to, ability to interact with the public, press, government agencies, outside contractors, and court personnel both on the phone and in person on a daily basis.  Candidate must be able to handle a high volume of telephone calls and be flexible in time management.  Candidate must possess the ability to work independently on projects and meet the deadlines associated with those projects.
MINIMUM REQUIREMENTS FOR THE POSITION: Qualifications for the following grades:

JSP 9:   Applicants must have a total of six (6) years of experience, four (4) years of specialized work experience and two (2) years os general work experience.

JSP 10: Applicants must have at total of seven (7) years of experience, five (5) years must be specialized experience and two (2) years of general work experience 

JSP 11: Applicants must have a total of eight (8) years of experience, of which six (6) years must be specialized experience and two (2) years of general experience.

GENERAL EXPERIENCE:  Progressively responsible general clerical or secretarial experience which provided a good knowledge of office clerical practices such as filing, telephone usage, and typing.  Knowledge of computers and ability to use a wide range of programs.

SPECIALIZED EXPERIENCE:  Progressively responsible secretarial/administrative experience which involved responsibility as the principal office assistant to a supervisor who was dealing with law-related matters (such as might be found in a law, insurance or real estate office.) 

BENEFITS:  Judiciary employees serve under excepted appointments and are considered at will employees and are entitled to standard federal benefits such as:

· Ten (10) paid federal holidays;

· Paid annual and sick leave;

· Retirement benefits under the Federal Employees( Retirement System (FERS);

· Health Benefits under the Federal Employees( Benefits Program (FEHB);

· Life Insurance Benefits under the Federal Employees( Group Life Insurance Program (FEGLI);

· Flexible Benefits Program under the Federal Judiciary or the Office of Personnel Management (OPM) which include - health care, long term care, dependent care, commuter and parking reimbursement ;

· Federal Employees( Group Long Term Disability Program;

· Long Term Care Insurance through the Federal Judiciary or the Office of Personnel Management (OPM).

Participation in the interview process will be at the applicant(s own expense. 

To Apply:  Applicants should submit a cover letter together with a detailed resume including all applicable educational, professional and training experience to: Judith Fitzpatrick, Human Resources Manager, 141 Church Street, New Haven, CT 06510-2030, or email to: HR_department@ctd.uscourts.gov, or fax to: (203)773-2198.

on or before July 25, 2008.
The United States District Court is part of the Judicial Branch of the United States Government.  As such, the Court(s employees fall under the Judicial Pay System (JPS) and Court Personnel System (CPS) as opposed to the General Schedule (GS) for employees of the Executive Branch.  Although comparable to civil service in salary, leave accrual, health benefits, life insurance benefits, and retirement benefits, employees of the United States District Court are considered (exempt( employees and are appointed by a Federal Judge or the Clerk of Court.

· All Clerk(s Office employees are required to submit to a background check prior to employment. U.S. Citizenship is required - or eligibility for employment in the U.S.  

· This position is subject to mandatory electronic fund transfer (direct deposit) participation for payment of net pay.  

· The United States District Court is an Equal Opportunity Employer
