Position:
Posting Date:

Closing Date:
Salary:

Vacancy Number:
Position Location:

Information Systems Assistant

November 9, 2016

16-04

Chicago, lllinois

Open until filled

Classification Level 23 - $35,124 - $57,102

Promotional Potential: CL24, 25, 26

Position Overview: This entry level, career-track position is located in the U.S. Pretrial Services

Office and is responsible for performing end user support activities for computer based systems. The

incumbent will provide help desk support for end users and provide technical support in installing and
configuring computer hardware and software programs. Assignments will become progressively more
complex over time. Must be able to travel to other locations such as the Western Divisional courthouse
in Rockford, Illinois and out of district training programs.

Representative Duties:

e Respond to help desk calls and e-mails, log computer problems, and assist with routine

problems; problems that are not quickly resolved are escalated to the next level. Assist users on
applications currently in use. Assist with creating user accounts and providing end user training

as needed.

e Prepare routine reports and monitor inventory. Assist in the installation of upgrades or new or

revised off-the shelf/desktop releases. Assist with the set-up, configuration, installation and
documentation of hardware and software. Assist with deployment and/or excessing of IT
equipment and all mobile technology including phone systems.

Required Qualifications:

To qualify for the position, candidates must have a high school diploma. A Bachelor’s Degree from an
accredited college or university in a related field of study is preferred but not required.

Desired Qualifications:

e General knowledge of hardware and software programs.
e  Familiarity with a variety of technologies such as telephone and wireless systems, routine
hardware maintenance of electronic devices, audio visual services and equipment.
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Conditions of Employment:

The incumbent will be appointed provisionally, pending the results of an Office of Personnel
Management (OPM) background investigation and a favorable suitability determination by the Chief
U.S. Pretrial Services Officer. All information provided by applicants is subject to verification. Applicants
are advised that false statements or omission of information on application materials may be grounds
for non-selection, withdrawal of an offer of employment or dismissal after being employed.

U.S. Pretrial Services reserves the right to amend or withdraw any announcement without written notice
to applicants.

Application

Please forward cover letter with salary history, government application form OF306 and resume to:

U.S. Pretrial Services Office
Administrative Operations Supervisor
219 South Dearborn Street, Room 15-100
Chicago, IL 60604-1706.

Pretrial Services HR@ilnpt.uscourts.gov

Http://www.gsa.gov/portal/forms/download/115354.

Resumes and form OF306 will be screened and only selected applicants will be contacted for an
interview. Due to the anticipated large response to this announcement only those interviewed will be
notified.

THIS OFFICE IS AN EQUAL OPPORTUNITY EMPLOYER


mailto:Pretrial_Services_HR@ilnpt.uscourts.gov
http://www.gsa.gov/portal/forms/download/115354

Position: Pretrial Services Receptionist
Full-time temporary (one year and one day)

Posting Date: November 9, 2016

Vacancy Number: 16-05

Position Location: Chicago, lllinois

Closing Date: Open until filled

Salary: Classification Level 22 - $28,347 - $46,109

In consideration of future budgetary conditions the Court may continue the temporary appointment or
approve conversion to a permanent position.

Primary Duties

*greet visitors/callers in person and by phone *check messages and forward as needed
*manage incoming and outgoing mail *maintain copier room

*prepare folders for new intake *distribute faxes

*maintain supply stock in mail area *maintain all office directories
*maintain Office Visits daily log *scan and upload documents/photos
*maintain certified mail log and postage log *perform other related duties as needed

Qualifications

To qualify for this position, the applicant must be a high school graduate or equivalent. For placement
at salary levels above minimum up to and including step 25 (considering any court-preferred skills and
an evaluation of the quality of any general experience), one or more years of general office experience.

General office experience may include the following

*ability to type

*skill in using personal computers and software applications, specifically Windows 7, Excel, and Word
*ability to communicate effectively in writing and orally

*good knowledge of office procedures, practices, and processes

*knowledge of proper grammar usage

*general knowledge of the criminal justice system and legal terminology

The successful candidate should also possess the following

*ability to maintain confidentiality *ability to work in a team setting

*ability to meet required deadlines *maintain concentration despite interruptions
*fluency in Spanish is preferred, but not required
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All information provided by applicants is subject to verification and background investigation including a
criminal record check before an employment offer is made. Applicants are advised that false statements
or omission of information on application materials may be grounds for non-selection, withdrawal of an

offer of employment or dismissal after being employed.

U.S. Pretrial Services reserves the right to amend or withdraw any announcement without written notice
to applicants.

Application
Please forward cover letter with salary history, government application form OF306 and resume to:

U.S. Pretrial Services Office
Administrative Operations Supervisor
219 South Dearborn Street, Room 15-100
Chicago, IL 60604-1706.

Pretrial Services HR@ilnpt.uscourts.gov

Http://www.gsa.gov/portal/forms/download/115354.

Resumes and form OF306 will be screened and only selected applicants will be contacted for an
interview. Due to the anticipated large response to this announcement only those interviewed will be
notified of the selection outcome.

THE UNITED STATES COURTS IS AN EQUAL OPPORTUNITY EMPLOYER
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Position Announcement #16-01

January 10, 2016

Career Opportunity
UNITED STATES PRETRIAL SERVICES OFFICER
UNITED STATES DISTRICT COURT
Northern District of lllinois

Applications are now being accepted for the purpose of filling the Permanent/Full Time Position of
Pretrial Services Officer with a duty station of Chicago, lllinois. Pretrial Services Officers assist in the
administration of justice and promote community safety, gather information, supervise defendants,
interact with collateral agencies, prepare reports, conduct investigations, and present recommendations
to the Court. Position 16-01 is an announcement with career potential to CL28 with the following
information including grade and salary range as permitted by any budgetary constraints.

CLOSING DATE: Open Until Filled

SALARY RANGE: Classification Level 25 - $44,760 - $71,629
Classification Level 27 - $51,986 - $84,500
Classification Level 28 - $62,305 - $101,292

POSITION DESCRIPTION: The Pretrial Services Officer, as a pretrial release investigator and supervision
officer, is responsible for providing meaningful assistance to the U.S. District Court in its deliberations and
decisions concerning pretrial release of defendants accused of violating federal statutes, and for insuring
public safety through the monitoring and supervision of defendants placed under supervision by the
Court.

REPRESENTATIVE DUTIES

e Gathers and verifies background information concerning persons charged with a federal criminal
offense when they are arrested or summoned to court.

e Ability to query and interpret law enforcement automated criminal records systems to obtain
and verify information.
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e Evaluates information and prepares a report for the judicial officer prior to the Initial
Appearance hearing with an assessment of risks of non-appearance and danger to the
community.

e Makes recommendations regarding bail and/or release or detention of the defendant.

e Attends court hearings to represent Pretrial Services, provide additional information, and to stay
current of the case status and requirements of the court’s orders.

e Testifies in court when necessary.

e Communicates with other organizations and personnel (U.S. Marshal Service, other law
enforcement agencies, Bureau of Prisons, treatment agencies, and attorneys) concerning
defendants’ behavior and conditions of supervision. Identify and report violations of the Order
Setting Conditions of Release and implement appropriate alternatives and sanctions.

e |nvestigates violations, prepares written reports for the court, and recommendation action to be
taken by the court.

e Conduct community contacts.

e Perform all other duties as assigned.

This list is intended to reflect typical duties and does not include all duties or special work assignments.
A United States Pretrial Services Officer must be able to manage multiple priorities in a fast paced work
environment to perform at an acceptable level. The workload is case driven and extremely time
sensitive. Work in excess of 40 hours per week may be required to meet the demands of the court.

Employees may conduct travel necessary to the performance of statutory duties. A driver’s license and
access to a vehicle is required. The ability to prepare well written reports in a short period of time, apply
effective time management skills, and work with limited supervision will ensure acceptable performance
of the duties assigned and required by law.

TRAINING: All newly appointed officers are subject to a one year probation period. During that time,
on the job training will be received for a period of approximately four months. The officer will also
attend a formal national training session for 6 weeks at the Federal Law Enforcement Training Center
(FLETC) in Charleston, South Carolina.

QUALIFICATIONS REQUIRED

Applicant must be a United States citizen or provide documentation proving eligibility to work in the
United States.

EDUCATION: The minimum requirement for consideration as a U.S. Pretrial Services Officer is completion
of a bachelor degree from an accredited college or university in a field of academic study (such

as social work, criminology, psychology, sociology, human relations, business or public administration)
which provides evidence of the capacity to understand and apply the legal requirements and

human relations skills involved in the work of the position; an overall grade point average of 2.90 or
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better on a 4.0 scale (3.6 on a 5.0 scale) or completion of one academic year (30 semester or 45
quarter- hours) of graduate work in a field of study closely related to the position.

Completion of a graduate degree in a closely related field of study (criminal justice, social work) qualifies
for the CL27 level.

EXPERIENCE: Applicants are required to have one year specialized experience to qualify. Experiencein
such fields as probation, pretrial services, parole, corrections, criminal investigations or work in
substance/addiction treatment may be creditable. Experience as a police, custodial, or security officer,
other than any criminal investigative experience, is not credible.

MEDICAL: Prior to a law enforcement officer (LEO) appointment, the selectee considered for this
position will undergo a medical examination and drug screening. Upon successful completion of the
medical examination and drug screening, the selectee may then be appointed provisionally, pending a
favorable suitability determination by the Court. In addition, as conditions 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.

The medical requirement and the essential job functions derived from the medical guidelines for pretrial
services officers and officer assistants are available for public review at
http://www.uscourts.gov/FederalCourts/ProbationPretrialServices/OfficerMedicalRequirements.

A Pretrial Services Office screening committee, composed of administrative and line staff officers, assists
the court in screening and evaluating applicants. Applicants interviewed will be given a written
assessment exercise.

Prior to appointment, applicants considered for this position will undergo a full background investigation
by the Office of Personnel Management.

OTHER QUALIFICATIONS:

Unquestioned integrity and exemplary character.
e Lessthan 37 years old at time of appointment. (Title 5, U.S.C. Chapters 83 & 85)
e Sound health
e Fluency in Spanish is helpful but not required

BENEFITS: Employees of the United States Pretrial Services Office are not subject to the regulations of
the Civil Service Commission. They are, however, federal employees of the Judicial Branch and are
entitled to most of the same benefits as other federal government employees.

e Upto 13 days paid vacation per year for the first three (3) years of employment, thereafter, 20
to 26 days per year, dependent upon the length of federal service.


http://www.uscourts.gov/FederalCourts/ProbationPretrialServices/OfficerMedicalRequirements
http://www.uscourts.gov/FederalCourts/ProbationPretrialServices/OfficerMedicalRequirements
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e A minimum of ten (10) paid holidays per year. Mandatory participation in the federal retirement
system and social security program. NOTE: This position is covered under the Federal Hazardous
Duty retirement provisions with mandatory retirement at age 57.

e Optional participation in the federal health insurance program of your choice.

e Optional participation in the flexible spending program for health and childcare.
e  Optional participation in the commuter reimbursement program.

e Optional participation in a group life insurance program.

e Optional participation in the Thrift Savings Plan (similar to a 401k).

When computing leave accrual and retirement benefits, time in service with other federal agencies, as
well as time for prior military service, is taken into consideration.

U.S. Pretrial Services reserves the right to amend or withdraw any announcement without written notice
to applicants. If a subsequent vacancy of the same position becomes available within one year of the
original announcement, the Chief U.S. Pretrial Services Officer may elect to select a candidate from the
original applicant pool.

HOW TO APPLY: Application must be made on government application forms AO78 & OF306.

e AO78 “Federal Judicial Branch Application for Employment” can be found at
http://www.uscourts.gov/uscourts/FormsAndFees/Forms/AO078.pdf.
e OF306 “Declaration for Federal Employment” http://ww.opm.gov/forms/pde_fill/of0306.pdf.

Interested candidates should submit a cover letter, current resume (two page limit) and school
transcripts for both undergraduate and graduate degrees (copies are acceptable) with the application
packet. Mail application packet to:

Attention of the Administrative Operations Supervisor - Confidential #16-01
U.S. Pretrial Services Office, 219 South Dearborn Street, Suite #15-100
Chicago, lllinois 60604-1706
Or you may submit electronically via email to: Pretrial_ Services_ HR@ilnpt.uscourts.gov

Incomplete application packets will not be considered. The U.S. Pretrial Services Office is not
authorized to reimburse candidates for interview or relocation expenses.

THE UNITED STATES COURTS IS AN EQUAL OPPORTUNITY EMPLOYER
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April 20, 2016
Position Announcement #16-03

NOTICE OF PART-TIME POSITION VACANCY

UNITED STATES PRETRIAL SERVICES OFFICE
UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF ILLINOIS

The United States Pretrial Services Office for the Northern District of Illinois is currently
accepting applications for the Part-time position of Student Intern - When Actually Employed
(WAE) Appointment. This position will be filled as permitted by budgetary constraints. The
Pretrial Services Student Intern provides support to the office at the headquarter location in
Chicago.

DUTY STATION: Chicago, Illinois
CLOSING DATE: Open until filled
SALARY: The current range for salary is CL 22

Classification Level 22 - $28,347 - $46,109
($13.63 - $22.17 Per Hour)
HOURS: 40 hours per pay period

WAE:

This is a When-Actually-Employed (WAE) Appointment. There is no pre-determined work
schedule and compensation is based on the actual hours worked. WAE employees may not
exceed 80-hours per pay period.

PRIMARY DUTIES:

* Perform receptionist duties by greeting visitors/defendants in person and/or on the
telephone directing them to the appropriate staff member.

* Process outgoing mail/receiving mail and routing to the appropriate staff member.

* Assist Officers with administrative duties such as scanning, shredding, copying, filing,
Conduct database searches, chronological entries, etc.

* Assist in conducting criminal record checks through local/national law enforcement
databases.

* Maintain Chain of Custody Log/Files for Drug Testing Lab.
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* Electronically file office reports in court docket system.
* Code cases in database system.
* Perform other duties as assigned.

OUALIFICATIONS
Applicant must be a high school graduate or equivalent.

* Applicant must be currently enrolled as a part-time or full-time student pursuing an under
graduate or graduate degree in social work, criminal justice, criminology, psychology,
sociology, human relations, or a related field of study. Proof of enrollment must be
provided.

* Ability to communicate effectively both orally and in writing.

Skill in using personal computers and software applications in a Microsoft Windows

environment, scanners, copy machines, data entry, and Microsoft Office.

Flexibility in adapting workplace changes.

Ability to maintain confidentiality

Ability to work in a team setting

Ability to meet required deadlines, maintain tracking systems related to cases

Ability to maintain concentration despite interruptions

Ability to type

Good knowledge of office procedures, practices, and processes

Extensive knowledge of proper grammar usage and the ability to edit efficiently

General knowledge of the criminal justice system and legal terminology

Fluency in Spanish is helpful, but not required

*
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GENERAL INFORMATION:
Applicants must be U.S. citizens or eligible to work in the United States and have a valid
driver’s license.

* Work generally performed in an office setting. Some local travel may be required.

* Incumbent may have contact with persons with violent backgrounds

TO APPLY: Application must be made on government application forms AO78 & OF306.

e AO78 *“Federal Judicial Branch Application for Employment” can be found at
http://www.uscourts.gov/uscourts/FormsAndFees/Forms/AOQ078.pdf.

e OF306  “Declaration  for  Federal = Employment” can be found at
Http://www.gsa.gov/portal/forms/download/115354.

Interested candidates should submit a letter of interest and current resume (two page limit) with
the application packet to the following:

Attention: The Administrative Operations Supervisor — Confidential #16-03
U.S. Pretrial Services Office, 219 South Dearborn Street, Suite #15-100
Chicago, Illinois 60604-1706
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Application packets may also be submitted electronically via email to:
Pretrial_Services HR@ilnpt.uscourts.gov.

Incomplete application packets will not be considered. The U.S. Pretrial Services Office is not
authorized to reimburse candidates for interview or relocation expenses. Applicants interviewed
will be given a written assessment exercise. School transcripts may be requested as part of the
final selection process. Due to the volume of applications received, U.S. Pretrial Services will
only communicate with those qualified individuals who will be interviewed. Applicants called
for an interview will be given written skills exercises.

NOTICE TO APPLICANTS:

Pretrial Services requires employees to adhere to a Code of Conduct which is available upon
request. The applicant will be subject to a background criminal record check before an
employment offer is made. The courthouse is a smoke-free environment. Direct Deposit is
required for payment of compensation for employees.

BENEFITS:

When-Actually-Employed (WAE) Appointments are excluded from retirement, life insurance
coverage, Thrift Savings Plan (TSP), leave accrual, and supplemental benefits.

THE UNITED STATES COURT IS AN EQUAL OPPORTUNITY EMPLOYER
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