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CAREER OPPORTUNITY

UNITED STATES DISTRICT COURT
Western District of Tennessee
Probation and Pretrial Services Office

Vacancy # 26-08

Position: Data Quality Analyst I1

Classification: CL 27

Salary: $59,732 - $97,098 (based on qualifications and experience)
Duty Station: Memphis or Jackson, Tennessee

Introduction

The U.S. Probation and Pretrial Services Office, Western District of Tennessee, is
accepting applications for the position of Data Quality Analyst II in our Memphis,
TN or Jackson, TN office. The Chief U.S. Probation Officer will determine the duty
station. Occasional travel may be required.

Responsibilities

e Maintain accuracy and completeness of official case records from opening to
final disposition. Check the accuracy of daily data entries and review various
reports for accuracy. Maintain user log errors.

e Review entries made to the court. Verify accuracy of case openings.

e Monitor undeliverable email and take appropriate action.

e Prepare and distribute monthly and quarterly statistical reports. Generate
deadline and pending motion reports. Type, format, edit, and run reports.

e Generate, analyze, and report quality control information.
e Advise managers on trends in input errors and conduct corrective action.
Develop and revise procedures for data entry. Research and propose solutions

to various case management issues.

e Answer questions from Administrative Office staff, court employees, and the
public.

e Perform quality control over staff work. Train users on respective case
management systems.

e Generate deadlines and deficiency notices for missing documents. Archive
records.


https://www.tnwp.uscourts.gov/
https://www.tnwp.uscourts.gov/
https://www.tnwp.uscourts.gov/
https://www.linkedin.com/company/111963975
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Perform edits and corrective actions to ensure the accuracy of data, files, and
records.

Maintain awareness of CM/ECF changes and test new events.

Maintain CM/ECF user account information for internal court users,
government agencies, and external users.

Completes travel vouchers as directed by the Financial Administrator.

Enters travel vouchers and office bills into JIFMS for payments as directed by
the Financial Administrator.

Enters/tracks information on shared Excel spreadsheet for budgeting purposes.
Procurement of goods for the office.

Point of contact for PACTS 360 implementation and projects.

NISA Phase I & II coordination for new staff.

Perform other duties as assigned.

Education Requirements

growth and positive
change, while
protecting the public
and fostering
community safety.

Completion of a high school education. Education above the high school level
may be substituted for required general experience on the basis of one
academic year (30 semester or 45 quarter hours) equals one year of general
experience. Education may not be substituted for specialized experience
because operational court support positions require hands-on experience to be
credited as specialized experience.

Minimum Qualifications

Two years of specialized experience. Progressively responsible clerical or
administrative experience requiring the regular and recurring application of
clerical procedures that demonstrate the ability to apply a body of rules,
regulations, directives, or laws and involve the routine use of specialized
terminology and automated software and equipment for word processing, data
entry or report generation. Such experience is commonly encountered in law
firms, legal counsel offices, banking and credit firms, educational institutions,
social service organizations, insurance companies, real estate and title offices,
and corporate headquarters or human resources/payroll operations.

Preferred Qualifications

In addition to the minimum qualifications, preference will be given to
applicants with a bachelor’s degree in a related field of study and applicants
who can demonstrate the following skills and abilities:

o Ability to work under pressure with short deadlines while maintaining
a positive and professional demeanor.

o Ability to exercise discretion and sound judgment, maintain
confidentiality, and foster high ethical standards.



The U.S. Probation and
Pretrial Services Office
reserves the right to
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announcement without
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o Ability to interact and communicate effectively, both verbally and in
writing, with people of diverse backgrounds. This includes offenders,
law enforcement, and collateral agency personnel at different
government levels, and community service providers.

o Ability to think through, analyze, and interpret written communication.

o Strong organizational skills and attention to detail.

Competencies (Knowledge, Skills, and Abilities):

e Extensive knowledge of case opening, docketing, report development and
design. Knowledge of the Administrative Office reporting requirements and
deadlines. = Knowledge of the applicable Federal Rules of Procedure.
Knowledge of legal terminology. Extensive knowledge of how cases proceed
through the court system. Knowledge of internal control policy and procedures.

e Knowledge of court policies and procedures. Skill in proofreading, researching,
and problem solving. Skill in analytical and qualitative reasoning.

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

e Skill in reviewing procedures, policies, and manuals. Ability to communicate
orally and in writing. Ability to interact effectively and appropriately with the
public, providing customer service and resolving difficulties while complying
with regulations, rules, and procedures on administration. Ability to work
independently as well as interact with all workgroups within the office. Ability
to follow detailed instructions.

e Skill in the use of automated equipment including word processing and
spreadsheet applications, requisite court computer programs, automated case
management systems, financial records management systems, law enforcement
systems and applications, and related databases and applications.

e Skill in extracting information from databases. Skill in designing reports.
Benefits

Employees of the Judicial Branch are not included in the Government's Civil Service
classification. They are, however, entitled to the same benefits as other federal
government employees. Some of these benefits are set forth below:

o Full-time employees accrue 13 days of paid vacation per year for the
first 3 years of employment up to a maximum of 26 days per year at
the 15-year anniversary.

o Participation in a retirement program with optional participation in the
federal government's deferred compensation program, the Thrift
Savings Plan.

o Optional participation in a federal health insurance plan of choice.

o Optional participation in supplemental insurance programs, including
long-term care, long-term disability insurance program and dental and
vision insurance programs.



o Optional participation in the flexible spending account program for
unreimbursed medical, dental, and vision expenses; dependent care
expenses; and commuter expenses.

o A minimum of 11 paid holidays per year.

o Time-in-service credit for employees of other federal agencies, as well
as time for those with prior military service, for determining leave
accrual and retirement benefits.

Conditions of Employment

Employees of the United States Courts serve under “excepted service
appointments” and are considered “at will” employees. As such, employment
can be terminated at any time. Furthermore, Federal Civil Service
classifications do not apply.

Duty station assignments are at the sole discretion of the Chief Probation
Officer.

This position is subject to mandatory participation in electronic funds transfer
(EFT) for payment of net pay (i.e., Direct Deposit).

Applicants must be United States citizens or lawful permanent residents
currently seeking citizenship or intending to become a citizen after meeting the
eligibility requirement as outlined in 8 U.S.C § 1324b(a)(3)(B).

False statements or omissions of information on any application materials or
the inability to meet conditions of employment may be grounds for non-
selection, withdrawal of an offer of employment, or dismissal after being
employed.

All information is subject to verification and background investigation.

Applicants selected for interviews must travel at their own expense. Relocation
expenses are not authorized.

Application Process

Interested applicants must submit: (1) letter of interest; (2) a current resume;
(3) contact information for three professional references; (4) AO-78, Federal
Judicial Branch Application for Employment (Download from
http://www.uscourts.gov ); and (5) AO78B.

Applications should be sent as a single pdf to: tnwpjobs@tnwd.uscourts.gov
Applicants should include the announcement number (26-08) in the subject line
of their email. Candidates will be assessed on their relevant experience;

education and training; and the strength of their interview.

We will only communicate with those applicants selected for an interview.

The United States District Court is an Equal Opportunity Employer.
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