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District Court Executive / Clerk of Court 
 

Career Opportunity # 20-07 
 

Position Type: District Court Executive/Clerk of Court 

Salary Range: 

$150,390 – $205,307*  

(Depending on location, qualifications and experience) 

*Salary is subject to change annually. 

Job Grade: JSP 16-18 

Posting Date: December 20, 2019 

Closing Date: Open Until Filled (Preference given to applications received by January 31, 2020) 

Location: Phoenix or Tucson, Arizona 

 
POSITION OVERVIEW 

The United States District Court for the District of Arizona is seeking a senior level executive with expertise as an administrator 
of a large, diverse and innovative organization to serve as the District Court Executive and Clerk of Court for one of the nation's 
busiest federal district courts.  Exceptional communication and interpersonal skills, along with a proven record of leadership 
and accomplishment are required, preferably in a court environment. 
 
The District Court Executive/Clerk of Court ("DCE/Clerk") is appointed by the district judges and has overall management 
authority and responsibility for the non-judicial components of the court.  The DCE/Clerk occupies the highest level non-judicial 
position in the court and works closely with the Chief Judge in assuring the administrative and operational needs of the court 
are met. With the assistance of 219 Clerk's Office employees, the DCE/Clerk provides operational support to 24 U.S. District 
Judges and 14.5 U.S. Magistrate Judges located in Phoenix, Tucson, Flagstaff and Yuma. By General Order of the Court, the 
DCE/Clerk is also responsible for providing administrative oversight in the areas of human resources, systems technology, 
space, facilities, and budget for the U.S. District Court, U.S. Probation and U.S. Pretrial Services. The DCE/Clerk serves as the 
court's liaison and works cooperatively with federal and local government agencies, bar groups, media representatives, and the 
public. The DCE/Clerk serves at the pleasure of the court and is responsible for performing the statutory duties of the Office of 
the Clerk pursuant to 28 U.S.C. §751. The position becomes available on January 20, 2020.   

REPRESENTATIVE DUTIES 

The District Court Executive/Clerk of Court’s responsibilities include but are not limited to: 

 
• Working closely with the Chief Judge and the bench regarding court administration and policy; 

• Providing the administrative and operational infrastructure necessary to efficiently and effectively achieve the court’s 
mission; 

• Management and oversight of the U.S. District Court’s annual budgets; 

• Creating a vision of excellence through strategic planning in an environment of limited and decreasing resources; 

• Directing the processing of civil and criminal cases while promoting and maintaining integrity of official court records in 
the custody of the Court; 

• Qualifying and summonsing jurors; 

http://www.azd.uscourts.gov/
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• Directing the court’s financial service function and ensuring proper oversight in the development, revision, and 
maintenance of internal control procedures; 

• Serving as the district's Public Information Officer; 

• Analyzing and making recommendations on statutes, local rules, and procedures affecting the operation of the court; 

• Directing development and administration of comprehensive emergency preparedness plans; 

• Coordinating statistical studies and reports as required by the court, the circuit, and the Administrative Office of the 
U.S. Courts. 

• Fulfilling the requirements set forth in General Order #12-02. 
  

QUALIFICATIONS and SELECTION PROCESS 

A bachelor’s degree with an emphasis in government, judicial, public, or business administration or related field is required 
while a post-graduate degree in one of these areas is preferred. 
 
This position requires a minimum of 10 years of progressively responsible administrative experience in public service or 
business which provides a thorough understanding of organizational, procedural, and human aspects in managing an 
organization. At least three of the 10 years experience must have been in a position of substantial management responsibility.  
Such experience should include operational knowledge of the courts, financial management, space and facilities management, 
human resources management, oversight of information technology, and long and short-range planning. 
 
Applicants will be screened for these qualifications and the best qualified applicants may be invited for a personal interview. 
 

HOW TO APPLY 

Please visit our web site at https://www.governmentjobs.com/careers/azduscourts to submit an online application that 

includes the following attachments: 

• Cover letter 

• Resume 

• Three letters of recommendation 

 

The resume should include all years of specialized experience, dates of employment, salary history, functions supervised, and 

the number and composition of personnel supervised. The one-page cover letter should also include the skills and qualities you 

would bring to this position. 

 

Attachments should be submitted in Microsoft Word or Adobe Acrobat (.pdf) format.  Other formats are not acceptable. 

 

Applications will be considered complete when the online application and ALL required attachments in the proper format are 

received in the Human Resources Division.  Applications and/or attachments received after the preferred deadline of January 

31, 2020 may not be considered. 

 

BENEFITS 

Benefits include participation in the Federal Employees’ Retirement System which contributes to the Social Security Retirement 
Program, Federal Employees’ Health Benefits, Federal Employees’ Group Life Insurance, Thrift Savings Plan (similar to a 401k 
plan with employer matching contributions), paid holidays, and paid annual and sick leave and other benefits.  An overview of 
the Federal Judiciary benefits is accessible at: https://www.uscourts.gov/careers/benefits.   

In addition, we offer flexible work schedules and an in-house fitness facility. 

APPLICANT INFORMATION 

The Court reserves the right to modify the conditions of this job announcement, or to withdraw the announcement, either of which 
may occur without prior written or other notice. In the event a position becomes vacant in a similar classification within a 
reasonable amount of time of the original announcement, the court may elect to select a candidate from the applicants who 
responded to the original announcement without reposting the position. 
 
Employees of the U.S. District Court serve under “Excepted Appointments” and are considered “at will” employees (except for 
probation officers who may be removed for cause). Federal Civil Service classifications or regulations do not apply; however, 
court employees are entitled to substantially the same benefits as other Federal Government employees. 
 

https://www.governmentjobs.com/careers/azduscourts
https://www.governmentjobs.com/careers/azduscourts
https://www.uscourts.gov/careers/benefits
https://www.uscourts.gov/careers/benefits
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Travel expenses associated with interviews, if applicable, will be borne by the applicant. Relocation expenses may be available 

for the successful applicant, if necessary. 

The initial appointment to this position is provisional pending the successful completion of the required security and suitability 
background checks and/or investigations. The U.S. District Court is a drug-free work place and the applicant selected will be 
required to participate in a drug screening test prior to employment. 
 

All information provided by applicants is subject to verification and background investigation. Applicants are advised that false 
statements or omission of information on any application materials or the inability to meet the following conditions may be grounds 
for non-selection, withdrawal of an offer of employment or dismissal after being employed. 
 

The position is subject to the mandatory electronic fund transfer (EFT) participation for payment of net pay (i.e. Direct Deposit). 
 

Non-citizens may be interviewed and considered for employment, but employment offers will only be made to individuals who 
qualify under one of the exceptions in 8 U.S.C. §1324b(a)(3)(B). In most cases, this means that an offer of employment cannot 
be made unless the candidate is a lawful permanent resident who is seeking U.S. citizenship as explained below. Under 8 U.S.C. 
§1324b(a)(3)(B), a lawful permanent resident seeking citizenship may not apply for citizenship until he or she has been a 
permanent resident for at least five years (three years if seeking naturalization as a spouse of a citizen), at which point he or she 
must apply for citizenship within six months of becoming eligible, and must complete the process within two years of applying 
(unless there is a delay caused by the processors of the application). Non-citizens who have not been permanent residents for 
five years will be required to execute an affidavit that they intend to apply for citizenship when they become eligible to do so. 
 


