UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF WEST VIRGINIA

VACANCY ANNOUNCEMENT #2015-04

POSITION TITLE: Supervisory Probation/Pretrial Services Officer

SALARY RANGE: CL29/CL30
*Starting salary depending upon qualifications and salary history

OPENING DATE: March 6, 2015

CLOSING DATE: Open until filled. Applications received by COB on March 20, 2015 will be
given priority consideration

POSITION LOCATION: Northern District of West Virginia — Clarksburg Point of Holding Court

The U.S. District Court for the Northern District of West Virginia is seeking a Supervisory
Probation/Pretrial Services Officer. The Supervisory Probation/Pretrial Services Officer reports
directly to the Chief U.S. Probation Officer and assists in the administration and management of
federal probation and pretrial services for the Northern District of West Virginia, with offices in
Clarksburg, Elkins, Martinsburg, and Wheeling, West Virginia.

Duties/Responsibilities:

The Supervisory Probation/Pretrial Services Officer performs supervisory work related to the full
range of probation or pretrial services officer law enforcement duties. The Supervisory
Probation/Pretrial Services Officer primarily directs law enforcement officers assigned to the
monitoring, investigation, and supervision of offenders/defendants. The incumbent also
supervises certain technical and administrative staff.

e Supervise professional law enforcement, technical, and support staff in their duties,
including establishing standards, evaluating performance, handling minor infractions, and
recommending disciplinary actions.

e Confer regularly with staff to provide direction and assistance in case situations and with
general operational procedures. Receive, prioritize, and assign work to staff, ensuring that
work is assigned fairly and equitably. Monitor time and attendance and evaluate and
approve leave requests.

e Provide training and orientation for new staff members. Serve as a resource for officers
and other staff to assist with performing work successfully and efficiently. Develop and
implement training programs for officers and staff. Make recommendations regarding
new hires, personnel actions, and terminations.

e Provide leadership and mentoring to all staff to ensure implementation, consistency
amongst staff and all staff are meeting and/or exceeding expectations.




Review and edit written work, including case plans, correspondence, and reports
submitted to the court. Ensure that recommendations made by officers to the court
adhere to local and national policy and guidelines. Ensure adequate coverage for office
activities, court appearances, etc. Conduct audits and reviews of case work. Analyze
management reports for efficient distribution of work. Establish schedules and deadlines
for completion of work.

Develop recommendations and advise the court on appropriate issues. Assist senior
managers in the formulation and modification of office management policies. Assist in
monitoring the work of vendors and contractors, including negotiating terms of
agreement, evaluating work, ensuring that contract terms are met, and related activities.
Communicate and respond to management requests regarding case operations. Answer
procedural questions for judges, staff, and the public. Provide customer service and
resolve difficulties while complying with regulations, rules, and procedures. Abide by the
Code of Conduct for Judicial Employees and court confidentiality requirements.
Demonstrate sound ethics and good judgment at all times. Handle confidential and
sensitive information appropriately.

Perform any or all duties of a probation or pretrial services officer, including investigating
and/or supervising offenders/defendants.

Qualifications:

CL-29 To qualify at the CL 29 level, the applicant must have two years of specialized experience
including at least one year as a CL 28 U.S. Probation/Pretrial Services Officer in the U.S. Courts

CL-30: To qualify at the CL 30 level, the applicant must have two years of specialized experience
as U.S. Probation/Pretrial Services Officer including at least one year at the CL-29 level.

Specialized experience is progressively responsible experience and/or knowledge in the fields of
pretrial and presentence investigations and pretrial and post-conviction supervision in the United
States Probation/Pretrial Office gained after completion of a bachelor’s degree.

Required Skills/Experience:

Applicants must possess the following:

Leadership skills, good analytical skills, good judgment, and a high degree or level or
integrity is critical to be successful in this position.

Build and maintain effective work relationships with peers and management

Contribute to a positive work environment

Communicate effectively verbally and in writing

Develop and execute short-term and long-term goals

Use creativity and innovation in problem solving and implementation of solutions
Display time management skills, be detail-oriented and have the ability to handle multiple
tasks simultaneously.



In addition, as a condition of employment

e Prior to appointment, the selectee considered for this position will undergo a drug
screening. Upon successful completion of drug screening, the selectee may then be
appointed provisionally pending a favorable suitability determination by the court.

e In addition, as a condition of employment, incumbent will be subject to ongoing random
drug screening, updated background investigations every five years and as deemed
necessary by management for reasonable cause, may be subject to subsequent fitness-
for- duty evaluations.

e The medical requirements for law enforcement officer and officer assistant positions are
available for public review on the USCourts.gov website under Officer and Officer
Assistant Medical Requirements.

Application Procedure:

To apply for this position, qualified candidates must submit:

o a letter of interest

o a completed standard form AO 78, Federal Judicial Branch Application For Employment,
which can be downloaded from:
http://www.uscourts.gov/uscourts/formsandfees/forms/A0078.pdf

Please mark your documents “confidential” and send to:

Terry L. Huffman, Chief U.S. Probation Officer
United States Probation Office

P.O. Box 248

Wheeling, WV 26003



