UNITED STATES DISTRICT COURT
EASTERN DISTRICT OF WISCONSIN
OFFICE OF THE CLERK

Vacancy Announcement#: 20-02

Case Administrator
CL-25-$44,130 - $71,181
[Starting salary up to $55,190 based on qualifications and experience]
Future promotional opportunity to CL-26 without further competition
Position open until filled, with preference given to applications received by October 23, 2020

This position is located in the Clerk’s Office of the U.S. District Court. Case Administrators perform a variety of
duties and are responsible for maintaining the official case record and processing case information in accordance
with approved internal controls, procedures, and rules. They manage the progression of cases from opening to
final disposition, including preparing court notices, scheduling and clerking court hearings, monitoring the
completion of required procedural steps, and preparing case documents for appeal.

Representative Duties

Receive and review incoming documents to determine conformity with appropriate rules, practices, and/or court
requirements.

Answer routine inquiries regarding case status and provide assistance to the public as authorized, maintaining the
confidentiality of sensitive matters.

Schedule and attend court proceedings. Manage courtroom, including assuring presence of all necessary
participants and organizing exhibits. Take notes of proceedings; prepare electronic minutes.

Perform case management duties to ensure the accuracy, timeliness, and quality of all documents and proceedings
in the court’s automated electronic filing system (CM/ECF). Perform quality assurance checks on electronically
filed documents. Compile accurate statistical reports.

Act as liaison between the clerk’s office, attorneys, the public, and the judge to ensure that cases proceed smoothly
and efficiently.

Perform electronic filing of initiating documents, notices, minutes, decisions, and orders and judgments in
CM/ECF.

Provide relief for other case administrators, intake clerks, and cashiers as needed.

Minimum Qualification Requirements

Requires a minimum of three (3) years of experience in progressively responsible administrative, technical or
professional positions, preferably in a court or legal setting. Education may substitute for experience up to two
(2) years. Proficiency with Microsoft Office applications. Advanced skill in written and oral communications,
including the writing, editing, and proofreading of documents. Knowledge of court rules, policies, and procedures.
Ability to maintain confidentiality and work with a variety of individuals and agencies. Skill in administrative
matters--file maintenance, record keeping, and reporting. Bachelor’s degree preferred.



Federal benefits package. Applicant must be a U.S. citizen or eligible to work in the United States. The selected
candidate will be subject to a background check as a condition of employment. Only candidates selected for an
interview will be contacted. Submit one PDF including (1) cover letter, (2) resume, (3) essay describing a project
or accomplishment that you consider to be most significant in your career or your own personal growth [limited
to one page, single-spaced], and (4) Form AO 78, Federal Judicial Branch Application for Employment [available
at www.uscourts.gov/employment] to: employment@wied.uscourts.gov

THE UNITED STATES GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER

This court provides reasonable accommodations to applicants with disabilities. If you need a reasonable accommaodation for any part of the application
and interviewing process, please notify human resources at 414.297.3130. The decision on granting reasonable accommodations will be made on a
case-by-case basis.



