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U. S. District Court 
  Southern District of Mississippi 

 
CHIEF DEPUTY CLERK (Type II) 

 Vacancy Announcement MSSD-2019-07 
 
POSITION  POSITION OVERVIEW  
 
CHIEF DEPUTY CLERK (Type II) 
       
        
 
LOCATION 
 
Jackson, Mississippi 
 
 
SALARY/TARGET 
 
JSP 14 - JSP 15 (with promotion potential 
to JSP 16 without further competition) 
 
The entry level salary range is $104,821 
through $123,298 (actual salary 
dependent on relevant experience and 
qualifications) 
 
 
POSITION AVAILABLE 
 
Designee – November 2019 
Chief Deputy - January 2020 
 
 
APPLICATION 
CLOSING DATE 
 
September 30, 2019 
 
ANNOUNCEMENT 
MSSD-2019-07 
 
 
 
The U. S. District Court, Southern 
District of Mississippi, is an Equal 
Opportunity Employer 

 
 

 
The United States District Court for the Southern District of 
Mississippi is seeking a senior level manager to serve as the 
Chief Deputy Clerk. The Chief Deputy Clerk reports directly to 
the Clerk of Court. In the absence of the Clerk, the Chief Deputy 
Clerk assumes the functions and responsibilities of the Clerk. 
The position requires interaction with judges, lawyers and other 
senior officials, within and outside the Judiciary. The incumbent 
serves as the office manager and supports the Clerk in key 
functional areas of court administration, works to enhance the 
productivity and efficiency of the Clerk’s office and the District 
Court, assists in policy development and implementation, and 
establishes long range priorities and goals.  
 
A new Chief Deputy Clerk may be appointed as a “designee” 
before the separation of a current Chief Deputy Clerk, for a 
maximum period of three months. The designee position will 
overlap as needed with the Chief Deputy and thereby support 
the orderly transition of responsibilities. A designee position is 
not applicable to or available for an employee who is being 
promoted within the current court unit. 
 
The Chief Deputy Clerk (Type II) assists the Clerk of Court in 
providing leadership, management and supervision of the Clerk’s 
Office and assists in organizational planning, development and 
implementation of office procedures and management of daily 
functions of the Clerk’s Office, including the following: operations 
(case management, courtroom services, records maintenance 
and public service), space and facilities, financial management, 
budget, statistical analysis and reporting, information technology, 
human resources, training, administration, while working with 
others to ensure that all employees are supporting the mission 
and goals of the Court. The Chief Deputy Clerk (Type II) also assists 
the Clerk of Court with management of the Court’s case 
management and electronic case filing (CM/ECF) database, 
financial management systems, long-range and strategic 
planning, application of the federal rules of procedure and local 
rules and assumes the duties of the Clerk of Court in his absence. 
Travel, particularly within the District, is required.  
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 REPRESENTATIVE DUTIES AND RESPONSIBILITIES   
 
The Chief Deputy Clerk (Type II) performs or manages duties and responsibilities such as the following: 
 
• Performs functions as directed by the Clerk of Court; 
• Assists the Clerk in reviewing and revising the organizational structure and improving organizational 

development within the Court;  
• Works with the Clerk and other members of the executive management team in defining, creating and 

implementing long- and short-term strategic goals;  
• Handles complex and sensitive matters while maintaining confidentiality; 
• Identifies issues and resolve disputes; 
• Ensures appropriate solutions are determined and implemented;  
• Assists the Clerk with administrative duties, including performance management, allocating resources, and 

implementing policies and procedures;  
• Communicates and responds to requests as needed;  
• Ensures compliance with the Guide to Judiciary Policy, the Human Resources Manual, applicable Administrative 

Office policies and procedures, reporting requirements, procurement practices and internal controls guidelines;  
• Prepares and analyzes statistical reports and other data from the court’s Case Management and Electronic Case 

Filing (CM/ECF) system; 
• Is responsible for the day-to-day functioning of CM/ECF and insuring quality control of the data therein; 
• Participates in budget preparation and management as needed. Verifies specific needs and costs and 

recommend changes and adjustments;  
• Facilitates the administration of the Court’s operations, including automation, space and facilities, security, jury 

administration, budget, procurement, human resources, audits, training, and planning; 
• Ensures consistency and uniformity of operations, as appropriate; 
• Provides the Clerk and other Court personnel with guidance on judiciary policy including explanations of 

processes, timelines and potential consequences; 
• Serves as a leadership resource for senior officials by formulating, recommending, implementing and evaluating 

organizational structure, policy and procedures; 
• Assists with developing and executing strategic and long-range plans of the Clerk’s Office and the Court; 
• Directs positive change by providing leadership with early warning of areas of organizational concern, critical 

analysis of systemic needs for improvement and recommending modifications; 
• Leads with a long-term view and builds a shared vision with others, guided by the Court’s mission statement, 

while acting as a catalyst for positive organizational change and influencing others to translate vision into 
action; 

• Establishes and adjusts goals, schedules, priorities and deadlines for completion of office-wide work 
assignments and coordinates work schedules; and 

• Performs other duties, as assigned. 
 

Operational Responsibilities:  
 
• Provides leadership, management, and supervision for the operations of the Clerk’s Office including the 

processing of cases, statistical reporting, case management, and serving as the custodian of official court 
records. Oversees operations and takes appropriate action to ensure effectiveness;  

• Formulates objectives and priorities while supervising the operations of the Clerk’s Office. Implements 
plans consistent with the long-term interests of the organization, including the support of courtroom 
personnel and equipment;  

• Directs the formulation, implementation, monitoring, and modification of organizational policy and court 
rules;  
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• Analyzes the overall processing of cases within the Court to ensure effective case assignment and proper 
case management. Develops insights to design new programs/processes while ensuring appropriate, 
standardized procedures throughout the District;  

• Oversees the jury operations of the Court. Identifies and analyzes problems and makes recommendations 
to improve juror utilization and attendance;  

• Responds promptly and effectively to judicial officer inquiries and requests, with thorough analysis of 
issues presented and with alternative solutions and recommendations, as appropriate;  

• Supervises preparation and submission of statistical reports relating to all cases filed, disposition of such 
cases, disposition of defendants in criminal cases, use of jurors, trials and pre-trials conducted, 
naturalization petitions and other reports required to reflect the workload of the Court;  

• Prepares comprehensive memoranda, reports, and correspondence; drafts administrative orders, 
proposed procedures and local rules; completes complex projects and performs other duties as assigned 
by the Clerk;  

• Conducts special studies as directed and prepares statistical and narrative reports; and 
• Oversees the Court’s training activities as directed by the Clerk.  

 
Administrative Responsibilities:  
 
• Assists in the development, implementation, and enforcement of policies and practices to secure staff and 

physical assets of the court unit, which may include oversight of: property management, training, 
emergency preparedness and disaster recovery activities, space and facilities needs, security, and, 
acquiring additional resources as needed;  

• Participates in and coordinates management team activities;  
• Assists with development of the budget and financial plan;  
• Adapts and installs new or improved methods, systems, and procedures for assuring accuracy of accounts 

and for facilitating the receipt, deposit, and disbursement of monies processed through the office;  
• Prepares, justifies, and administers the Court’s budget, while monitoring expenditures and using cost-

benefit analysis to set priorities;  
• Helps to oversee procurement and contracting to achieve desired results. Evaluates service delivery 

(internal and external) with an eye toward continuous process and service improvements and makes 
recommendations to the Clerk for implementation; and  

• Assists in the administration of annual and cyclical audits of the Court’s functions. 
 
 

EDUCATION AND QUALIFICATIONS 
 
Qualified candidates must have a performance history that demonstrates proven skills in management 
practices, administrative processes and procedures of the Court, including strong leadership, organizational, 
prioritization and problem-solving skills.  At a minimum, and subject to the substitutions noted below, all 
applicants should have a minimum of six years of progressively responsible management experience and a 
Bachelor’s degree from an accredited four-year college or university. 
 

SUBSTITUTIONS 
 

o Possession of a Master’s degree from an accredited university in fields such as business, 
public administration, political science, criminal justice, law, management, or related field 
may substitute for two years of progressively responsible management experience. 

o Possession of a Juris Doctor degree from an accredited law school may substitute for four 
years of progressively responsible management experience. 
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o Twenty or more years of progressively responsible service in a state or federal court clerk’s 
office may substitute for the requirement of a Bachelor’s degree. 

 
Qualified candidates must have excellent oral and written communication skills and computer proficiency; 
knowledge of sound financial controls and policies; ability to exercise mature judgment, high ethical standards 
and a positive work attitude; ability to adapt and lead in a changing work environment; and the ability to 
maintain confidentiality and effectively manage conflict.  Working knowledge of legal and court terminology 
is required. 

 
The successful applicant must consistently perform all duties of the office in a professional and friendly 
manner and must reside within reasonable daily commuting distance of the Thad Cochran United States 
Courthouse in Jackson, Mississippi. 

 
 

MISCELLANEOUS INFORMATION 
 

• Employees of the federal judiciary serve under “Excepted Appointments” and are considered “at-will” 
employees and can be terminated with or without cause at any time, with the exception of Probation Officers, 
who must be removed for cause per 18 U.S.C. 362.   

• The successful candidate is required to undergo a high-sensitive FBI background investigation.  Selectee may 
be appointed provisionally with retention dependent on a favorable employment suitability determination 
based on the FBI background investigation.  Selectee will be subject to background reinvestigations every five 
years.  

• The Court requires employees to adhere to the Judicial Code of Ethics and Conduct, which is available for review 
upon request. 

• Employees of the judiciary are required to use direct deposit for their salary payments. 
• Candidates must be citizens of the United States of America or be eligible to work in the United States.  
• The Court is not authorized to reimburse applicants for travel and/or relocation expenses. 

 
 

BENEFITS 
 
The judiciary offers a generous benefits package which includes: 
 

• 10 paid holidays 
• Paid sick and annual leave 
• Medical insurance options under the Federal Employees Health Benefits (FEHB) program (requires 

employee contribution) 
• Life insurance benefits under the Federal Employees Group Life Insurance (FEGLI) program (requires 

employee contribution) 
• Retirement benefits, including participation in the Thrift Saving Plans (tax deferred or Roth retirement 

savings) 
• Supplemental dental and vision benefits under the Federal Employees Vision and Dental Plan (FEDVIP) 
• Long term care plan options 
• Long term disability plan options 
• Flexible spending account options 
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APPLICATION PROCESS 

 
Qualified applicants should submit the following documents as a single PDF file:  
 

• A cover letter and resume of qualifications, education and employment experience, including references; 
• A completed Application for Judicial Branch Employment (AO 78), which is available at 

http://www.uscourts.gov/uscourts/FormsAndFees/Forms/AO078.pdf. 
 

The Court prefers that all applications be submitted by email to: 
 

 
hr_manager@mssd.uscourts.gov 

(subject: Chief Deputy Clerk – MSSD-2019-07) 
 
Please note:  When submitting via email, 
documents should be submitted as a single PDF 
document. 
  

 
 
The court will also accept applications by mail or hand delivery to:  
 

 
Arthur Johnston, Clerk 
U.S. District Court, Southern District of Mississippi 
501 E. Court St., Suite 2.500 
Jackson, Mississippi 39201 
 

MARK ENVELOPE: 
CONFIDENTIAL – MSSD-2019-07 

  
 
 
The Court reserves the right to modify the conditions of this job announcement, to withdraw the announcement, or 
to fill the position sooner than the closing date without prior notice.  

http://www.uscourts.gov/uscourts/FormsAndFees/Forms/AO078.pdf
http://www.uscourts.gov/uscourts/FormsAndFees/Forms/AO078.pdf
mailto:hr_manager@mssd.uscourts.gov
mailto:hr_manager@mssd.uscourts.gov

