
CAREER OPPORTUNITY 
UNITED STATES DISTRICT COURT, WESTERN DISTRICT OF TENNESSEE 

********************************************************************************** 
DATE:          November 14, 2019  
ANNOUNCEMENT NO.:  
POSITION TITLE: 
DUTY STATION:  
Classification Level: 
CLOSING DATE:   

20-05
Chambers Paralegal 
Memphis, TN 
JSP 7/01 - 11/10 ($42,053-  $80,912) 
Open until filled 

************************************************************************************ 

Position Overview: 
The Chambers Paralegal performs administrative and legal duties using legal terminology, procedures, 
and documents. Incumbents assist the judge in the daily activities of the office, performing administrative 
management, legal, and related paralegal duties as assigned by the judge.  

Duties and Responsibilities  
These representative duties are intended to provide general examples of major duties and responsibilities 
that may be performed under this landmark standard. 

(a) Review legal documents as assigned by the judge for completeness and accuracy.
Conduct legal research using source material or the internet. Compose and prepare
correspondence, procedural orders, and documents that may require substantial research
or analysis. Identify unique matters and undertake special handling requirements.

(b) Perform administrative duties, including using computer applications to prepare
documents and correspondence, reviewing legal documents submitted to the court for
completeness and accuracy, taking minutes at meetings, and other related duties.
Receive, screen, and refer questions in person or via telephone. Respond to basic
questions related to the status and scheduling of cases. Arrange and manage the judge's
schedule, continuously updating and coordinating with the judge, legal parties,
attorneys, the clerk's office, and other judicial officers and court unit executives.

(c) Screen cases for potential conflict. Maintain recusal list. Track and monitor calendars,
filings, hearings, etc. Review daily reports (electronic and paper) to identify new filings.
Assist with selection of law clerks and interns as requested by the judge.

(d) Maintain and update law libraries within the established budget. Maintain financial
disclosure information. Maintain chambers information storage and filing systems
(electronic and paper) for case filings, correspondence, publications, data, forms, and
other documents.

(e) File orders, notices, and opinions in the court's electronic filing system. Create and
update templates and standard documents for orders, motions, and other related
documents.
Make travel arrangements and prepare vouchers for travel advances and payments.
Arrange meetings and conference agendas. Maintain office supplies and inventory of
property assigned to chambers. Place calls for repair of office equipment.



 
(f) Coordinate the assignments of chambers staff. Distribute information and assignments to 

law clerks or other personnel. Provide orientation and training to law clerks and other 
personnel regarding judge's style and preferences, and court administrative protocols. 
Maintain and certify time, attendance, and leave records for chambers staff. Provide 
assistance on automated systems and software for chambers staff. 
 

(g) Monitor deadlines, prioritize tasks, and determine need for action by the judge. Monitor 
caseload, organize filings and correspondence related to cases, log motions and other 
actions, and update the case list. Compile and arrange information and data and prepare 
required periodic reports regarding court and non-court activities. 

 
(h) Manage budgetary, shared services, or facilities issues. 

 
 
Competencies (Knowledge, Skills and Abilities) 
 
Chambers Management 

(a) Knowledge of federal and local court administrative rules and protocols. Knowledge of 
legal terminology, Knowledge of security and safety issues affecting chambers. 
Knowledge of automated case management systems. Skill in interpreting court orders. 
Skill in managing, scheduling, and interpreting court calendar. Skill in planning and 
scheduling events. Skill in organizing work products. Skill in case management. Ability 
to accurately carry out complex instructions. 
 

(b) Skill in coordinating the assignments of others. Ability to manage time effectively and 
meet tight deadlines. Ability to work independently and set priorities under limited 
guidance and direction. Ability to prepare correspondence and documents under limited 
or general direction. 

 
Judgment and Ethics 

 Knowledge of and compliance with the Code of Conduct for Judicial Employees and court 
confidentiality requirements. Knowledge of financial disclosure rules. Knowledge of rules of 
disqualification. Ability to consistently demonstrate sound ethics and judgment. 
 

Information Technology and Automation 
Skill in the use of automated equipment and software including spreadsheet and database 
applications; as well as automated case management systems, legal research tools, and various 
other applications that support the court. Ability to conduct research of legal and/or non-legal 
materials on the internet and intranet. 
 

Paralegal Knowledge, Research and Analysis 
(a) Knowledge of laws, rules, and procedures applicable to the court. 

 
(b) Knowledge of how to conduct legal research and analysis. Knowledge of subject matter 

content as needed (such as scientific, technical, or economic expertise). Ability to 



conduct research utilizing all available resources, and to analyze complex concepts and 
complicated facts. 

 
Written and Oral Communication 

(a) Skill in writing and editing legal documents with considerable accuracy, speed, and 
attention to detail. Skill in grammar, style, and use of the English language, including the 
use of proper legal citations. 
 

(b) Ability to interact effectively and to maintain cooperative relationships with judges, 
chambers staff, and other court personnel, in order to support the work of a judge. Ability 
to communicate effectively with attorneys, parties, and jurors, as needed in order to 
provide or obtain information. Ability to convene meetings or make oral presentations to 
groups of judges, attorneys, parties, or jurors as needed. 

 
(c) Ability to synthesize the results of research, and to summarize and communicate those 

results (orally and in writing) in a clear and concise manner. 
  
Qualifications 

 For JSP-7 (minimum position grade level, completion of the requirements for a bachelor's 
degree from an accredited college or university, or a paralegal certificate from an accredited 
paralegal program. 
 

 For JSP-8, in addition to meeting the qualifications for JSP-7, requires: Six months of 
progressively responsible experience that is in or closely related to the work of the position 
that has provided the particular knowledge, skills and abilities to successfully perform the 
duties of the position. 

 
 For JSP-9, in addition to meeting the qualifications for JSP-7, requires: One year of 

progressively responsible experience that is in or closely related to the work of the position 
that has provided the particular knowledge, skills and abilities to successfully perform the 
duties of the position. 

 
 For JSP-10, in addition to meeting the qualifications for JSP-7, requires: Two years of 

progressively responsible experience that is in or closely related to the work of the position 
that has provided the particular knowledge, skills and abilities to successfully perform the 
duties of the position. 

 
 For JSP-11, in addition to meeting the qualifications for JSP-7, requires three years of 

progressively responsible experience that is in or closely related to the work of the position 
that has provided the particular knowledge, skills and abilities to successfully perform the 
duties of the position; or a juris doctor (JD) from a law school of recognized standing. 

Benefits: 
A benefits package is available and includes ten paid holidays per year, retirement benefits, a taxed 
deferred savings plan, paid vacation and sick leave, health insurance, life insurance, long-term care 
insurance, dental and vision insurance, and flexible spending accounts. This position is subject to 
mandatory electronic funds transfer participation.  
 



Employees of the U.S. District Court serve under “Excepted Appointments” and are “at will” 
employees, serving at the pleasure of the court.  Applicants are responsible for their own interview 
travel expenses.  The successful candidate will be subject to a reference, fingerprint and/or 
/background check.   

Qualified persons must submit resume’, cover letter and judiciary application (available on the 
court’s website: https://www.tnwd.uscourts.gov/employment-opportunities.php) detailing 
qualifications and experience via email to:  tnwdjobs@tnwd.uscourts.gov.  Subject line must 
contain: Job announcement 20-05 Chambers Paralegal.   

THE UNITED STATES DISTRICT COURT IS AN EQUAL OPPORTUNITY EMPLOYER   




