UNITED STATES PROBATION OFFICE
NORTHERN DISTRICT OF OKLAHOMA

Position Title: Supervisory United States Probation Officer
Post-Conviction Unit
Full-Time/Permanent Vacancy
Announcement # FY 26-05
Location: Tulsa, Oklahoma
Salary Range: CL 30
Opening Date: April 7, 2026
Closing Date: April 30, 2026
Start Date: To Be Determined

$5,000 Relocation Bonus available if currently residing 50 miles outside of the
geographical area.

The United States Probation Office serves the United States District Court for the Northern
District of Oklahoma, which includes 11 counties. The Probation Office currently has 44
employees, including 17 line officers, 8 Special Offender Specialists, 2 Probation Officer
Assistants, and support staff. The management structure consists of the Chief, Deputy
Chief, five Supervisory Probation Officers, and one Probation Support Supervisor.

The United States Probation Office for the Northern District of Oklahoma is seeking an
accomplished and self-motivated individual with excellent interpersonal and technical
skills and a strong work ethic, for the position of Supervisory U.S. Probation Officer in the
Post-Conviction Unit.



Primary Duties

Supervises Probation Officers and Assistants in their duties, including establishing
standards, evaluating performance, handling minor infractions, and recommending
disciplinary actions.

Assesses and documents officers’ performance against established goals and objectives
within specific rating periods.

Participates in making recommendations of personnel actions such as work improvement
plans, grievances, promotions, and other human resources functions to the Deputy Chief
and Chief U.S. Probation Officer.

Confers with staft to provide direction and assistance on cases and with general operational
procedures.

Receives, prioritizes, and assigns work to staff, ensuring that work is assigned fairly and
equitably. Establishes schedules and deadlines for completion of work.

Reviews and edits written work, including reports submitted to the court. Ensures that
recommendations made by officers to the court adhere to local and national policy
guidelines.

Ensures adequate coverage for office activities, court appearances, etc.
Monitors time and attendance, evaluates and approves leave requests.
Develops recommendations and advises the court on appropriate issues.

Assists the Deputy Chief and Chief U.S. Probation Officer in the formulation and
modification of office management policies.

Answers procedural questions for judges, staff, and the public.

Provides customer service and resolves difficulties while complying with regulations,
rules, and procedures. Abides by the Code of Conduct for Judicial Employees and court
confidentiality requirements.

Demonstrates sound ethics and good judgment at all times. Handles confidential and
sensitive information appropriately.

Performs all duties of a Probation Officer, including investigating and/or supervising
offenders/defendants.

Serves as a resource officer for officers and other staff to assist with performing work
successfully and efficiently.

Develops and implements training and orientation programs for officers and staff.

Provides training and orientation for new staff members.



Required Qualifications

e The applicant must be a U.S. Probation Officer with at least three years of
experience at the CL-29 level.

e The applicant must have a master’s or juris doctorate degree, unless waived by the
chief judge.

How to Apply

In order to apply, submit an updated resume and letter of interest to Human Resources at
okndhr@oknd.uscourts.gov by the closing date.

The United States Probation Office is an Equal Opportunity Employer
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