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UNITED STATES DISTRICT COURT NORTHERN DISTRICT OF OKLAHOMA 
VACANCY ANNOUNCEMENT – CLERK OF COURT # FY 26-09 

 

BASIC INFORMATION         
Position Title:   Clerk of Court 
Employment Type:    Full-Time, Permanent 

Location:   Tulsa, Oklahoma 

Grade/Annual Salary Range: JSP 17/1 – JSP 17/10, $199,275 - $230,842  

Opening Date:   May 20, 2026 

Closing Date:   June 19, 2026    

Anticipated Report Date:   TBD 

POSITION OVERVIEW         
The United States District Court for the Northern District of Oklahoma is seeking qualified applicants for the 
position of Clerk of Court. The Clerk of Court is appointed by and serves the judges of the Court. This is a 
high-level management position which functions under the direction of the Chief Judge of the Court. The 
Clerk is responsible for managing the administrative activities of the clerk's office and overseeing the 
performance of the statutory duties of the office. The Court is comprised of 11 Judicial Officers and a Clerk’s 
Office staff of 31 employees. 
 
The Clerk’s Office of the United States District Court is a career-oriented organization focused on providing 
exceptional service to the court, members of the legal community and the general public. 

REPRESENTATIVE DUTIES / RESPONSIBILITIES          

• Consulting with and making recommendations to the judges regarding Court policies and 
procedures; 

• Directing staff responsible for the processing of civil and criminal cases, the issuance of process, and 
the maintenance of official records in the custody of the court; 

• Managing jury operations of the Court and making recommendations to improve juror utilization; 

• Directing, through subordinate personnel, the Court's financial service function including 
purchasing, juror payments, and accounting functions; 

• Managing personnel, vendors, and resources in the plan, design, procurement, installation, and 
implementation of automation and new technology for the Court; 

• Working with members of the bar and the public to improve the delivery of Court services; 

• Working with various governmental agencies on a variety of issues necessary to Court activities such 
as data processing, fiscal matters, and personnel; 

• Hiring and assigning personnel, as well as designing and managing training programs; 

• Managing staff responsible for automation and information technology services, statistical analysis 
and reporting requirements, inventory control, and human resources management; 
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• Assisting with the development and oversight of the Court budget to include the creation and 
implementation of long and short-term budget plans; 

• Conducting special studies as directed and preparing statistical and narrative reports; and, 

• Working closely with other court units and court committees. 

• Perform other duties, as assigned. 

EXPERIENCE / QUALIFICATIONS            
Minimum Required Experience/Qualifications 
A bachelor’s degree from an accredited institution is required, as is a minimum of 10 years of progressively 
responsible administrative experience in public service or business that provided a thorough understanding 
of organizational, procedural and human aspects of managing an organization. At least three (3) of the ten 
(10) years of experience must have been in a position of substantial management responsibility. 

Substantial management responsibility is defined as high-level administrative experience that provided a 
thorough understanding of the organizational, procedural and human aspects of managing an organization. 
Such experience typically includes financial management, space and facilities management, oversight of the 
information technology and human resources functions, and long and short-range planning. Possible titles 
indicative of the applicant having worked in a position that allowed for the acquisition of this experience 
within the Judiciary include any of the court unit executive or type II second-in-command positions, 
assistant deputy chief probation officer or assistant deputy chief pretrial services officer. Outside the 
Judiciary, such positions would include other executive management level positions in local, state or federal 
government, as well as president or vice president in charge of several departments or offices, head 
manager or owner-operator of a medium to large company. 

The successful candidate must be able to balance the demands of varying workload responsibilities and 
deadlines and possess excellent oral and written communication skills. The successful candidate should be 
a leader, motivator, highly organized, a good steward of resources, possess good judgment, initiative and 
be able to maintain a professional appearance and demeanor at all times. 

Law Practice Equivalent: 

An attorney who is in the active practice of law in either the public or private sector may substitute 
said active practice on a year-for-year basis for the management or administrative experience 
requirement. 

Educational Equivalents: 
Education in college or university of recognized standing may be substituted for a maximum of three 
(3) years of the required general administrative experience on the basis of one academic year of 
education equals 9 months of experience. A bachelor’s degree may be substituted for three (3) years 
of general experience. Preferably such degree should have included courses in law, government, 
public, business or judicial administration or related fields. 

A postgraduate degree in public, business or judicial administration from an accredited college or 
university may be substituted for one (1) additional year of the required general administrative 
experience, while a degree from an accredited law school may be considered as qualifying for two 
(2) additional years of the required general administrative experience. 
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Court Preferred Experience/Qualifications 
Preference will be given to applicants with a Juris Doctorate or a master’s degree in business or judicial 
administration, or a related field and substantial experience in a federal court. Excellent computer skills are 
highly desirable, including a working knowledge of networks sufficient to oversee the management of the 
organization’s automation needs. Excellent organizational, leadership and management skills. Experience 
and tenure in leading teams, managing budgets and financial plans, leading large multi-faceted projects, 
evaluating work processes and organizational impact, re-engineering or creating new organizational models 
and planning and implementing organizational change. Understanding of the Judiciary’s decentralized 
administrative model. Ability to effectively interact with Judges, the legal community, and other service 
providing agencies. Displays executive leadership skills, vision and innovation. 

Substantial knowledge of and experience in the operations and management of court services. Knowledge 
of the processing of civil and criminal cases, and Federal Rules of Civil and Criminal Procedure. Knowledge 
of the Guide to Judiciary Policy and Procedures. Skill in operational leadership and strong analytical skills. 
Ability to learn and adapt to change while leading an organization, to get results under challenging 
conditions, and inspire others to perform at a high level. Exhibit a presence that builds confidence in others. 
Should possess the ability to analyze problems from a fresh point of view and communicate own 
ideas/thoughts to others. 

JOB REQUIREMENTS          

• Must exhibit the highest standards of excellence, integrity, and customer service, and display, at 
all times and to all persons, a courteous, professional, and cooperative attitude. 

• Must have the ability to maintain strict confidentiality. 

• Must have the ability to take initiative and work successfully and collaboratively in a team- based 
environment where accuracy and attention to detail and procedure is critical. 

• Must have the ability to work calmly under pressure, handle multiple tasks simultaneously, and 
adapt easily to change. 

• Must have the ability to analyze problems and assess the practical implications of alternate 
solutions. 

• Must have the ability to prioritize tasks and work assignments and consistently meet deadlines 
and targeted goals. 

• Must have the ability to learn, understand, and use the Court’s software programs. 

• Must have the ability to learn, understand, and apply data quality principles/practices. 

• Must have the ability to learn and apply a body of rules, regulations, directives, or laws. 

• Must have the capacity to employ one’s knowledge, skills, and abilities in the resolution of 
problems. 

• Must have solid computer skills. 

• Must have excellent verbal and written communication and interpersonal skills. 

• Must be well organized, detail-orientated, and self-motivated. 

• Must be dependable and have a strong work ethic. 

• Must display a pleasant and positive attitude and be service oriented. 
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CONDITIONS OF EMPLOYMENT         
Only qualified applicants will be considered for this position. Applicants must be U.S. citizens. The Clerk of 
Court must meet applicable residency requirements. An FBI fingerprint check/background investigation will 
be conducted. The applicant selected will be hired provisionally pending successful completion of the 
investigation. Applicant must complete the optional background information (Questions 18-20) requested 
on The Application for Judicial Branch Federal Employment (Form AO-78). This position is subject to 
mandatory electronic fund transfer (direct deposit) for salary payment (bi-weekly). Judiciary employees 
serve under excepted appointments and are considered “at will”. Employees are required to adhere to the 
Code of Conduct for Judicial Employees which can be found here. 

BENEFITS         
A generous benefits package is available which includes a minimum of 11 paid holidays; paid annual and 
sick leave; health, life, and long-term care insurance benefits; flexible benefits, a retirement plan, a Thrift 
Savings Plan (401K), and wellness and employee assistance programs. For more information, please click 
here. Also, the Federal Courthouse has an onsite fitness center and parking is provided. 

OTHER         
Participation in the interview process will be at the applicant’s expense and relocation expenses will not be 
provided. The Court reserves the right to modify the conditions of this announcement, withdraw the 
announcement, or fill the position at any time, any of which may occur without prior written notice. 

APPLICATION INFORMATION / HOW TO APPLY         
Qualified applicants should submit one PDF document that contains: 

1. a cover letter which addresses qualifications, skills, and experience necessary to perform the job 
duties; 

2. a current/detailed chronological resume; 

3. a list of three professional references including current contact information; and 

4. a completed and signed Application for Judicial Branch Federal Employment (Form AO-78). The 
application form can be found here. The Optional Background Information on Page 5 of the 
application is required for this position. 

The application packet must be submitted ELECTRONICALLY, no exceptions, to okndhr@oknd.uscourts.gov. 
Questions can be directed to 918-699-4841. 

Incomplete applications may not be considered. Applications will be screened for qualifications and only 
the most qualified applicants will be contacted and selected for an interview. Participation in the interview 
process will be at the applicant’s expense and relocation expenses will not be provided. 

 

The United States District Court is an Equal Opportunity Employer 

 


