
VACANCY ANNOUNCEMENT

CASE ADMINISTRATORS (4)
U.S. Courts Classification Level: 25 

($37,941 - $61,709, depending on qualifications)
Announcement No.  10-01

Application Closing Date: February 19, 2010
Projected Start Date: April 12, 2010

These positions are for a one year and one day term with benefits
and the possibility of becoming permanent positions.

Overview of Position

These are full-time positions located in the Bankruptcy Court Clerk’s Office.  The incumbent
manages the progression of bankruptcy cases and related adversary proceedings cases from
opening to final disposition by maintaining the official case records, monitoring the completion
of the required procedural steps, and performing the necessary noticing, administrative and
clerical tasks.

The successful candidate must have the following

Substantial knowledge of the Bankruptcy Code and Rules, local rules of court, and local court
procedures related to the processing of cases filed under the Bankruptcy Code.  Thorough
knowledge of the purpose and content of each document or event to make docket entries and take
the appropriate actions.  Knowledge of the interaction of the Bankruptcy Judges, Clerk’s Office,
United States Trustee, case trustees, debtors, and creditors.  Ability to perform a wide variety of
tasks on a number of cases at the same time.  Skill in the use of the automated systems.  Skill in
operating copying and scanning equipment.  Ability to communicate effectively with a wide
variety of individuals within and outside the court unit.

Conditions of Employment

As a condition of employment, the selected candidate will be subject to a background check.

Information for Applicants

Interested qualified applicants are asked to submit one PDF document that contains the cover
letter, résumé, and a list of three professional references (with contact information) by sending an
email to applications@tnmb.uscourts.gov  with the subject line Case Administrator, no later than
5:00 p.m.on February 19, 2010.

Unsuccessful applicants will be notified by mail.  Interviews will be scheduled by phone.  Do not
contact the court to inquire about the status of any application or the reason for rejection.

    An Equal Opportunity Employer
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