
 

 
UNITED STATES DISTRICT COURT– SOUTHERN DISTRICT OF IOWA 

 
POSITION:  Judicial Assistant/Paralegal 
    
LOCATION:  Des Moines, IA 
    
OPENING DATE: December 18, 2017 
    
CLOSING DATE: Open until filled; applications received by January 12, 2018 will receive priority 

consideration  
 
EXPECTED START DATE: February 12 or 19, 2018 
 
CLASSIFICATION LEVEL/SALARY RANGE:  JSP 9-11 ($49,765-$78,270); salary is based on experience and 
qualifications in accordance with the Judicial Personnel System. 
 
NOTICE OF VACANCY 
The United States District Court for the Southern District of Iowa is accepting applications for a Judicial 
Assistant/Paralegal to the Honorable Rebecca Goodgame Ebinger.  There are three offices within the Southern District of 
Iowa: Council Bluffs, Davenport, and Des Moines.  The duty station for this position is in the Des Moines office.   
 
POSITION OVERVIEW AND DUTIES 
The Judicial Assistant/Paralegal is responsible for the daily operation of judicial chambers and provides administrative 
support to the judge.  The ideal candidate will display initiative, good judgment, professionalism, follow-through, the 
ability to multi-task and readily adapt to fast-changing priorities, excellent organization skills, and a strong work ethic.  
The position requires confidentiality and discretion. The position will include scheduling work flow, appointments, and 
meetings; research and preparation of data and reports; drafting correspondence, including letters and emails; coordinating 
the hiring of law clerks and externs; organizing programs and receptions; arranging and maintaining the judge’s travel and 
hearing calendars; copying and filing; and management of the day-to-day operations of the office. 
 
REPRESENTATIVE DUTIES: 
Perform administrative duties, including using computer applications to prepare documents and correspondence, assisting 
in the review of legal documents submitted to the Court for completeness and accuracy, and other related duties. 
 
Receive, screen, and refer inquiries received via telephone or in person to appropriate personnel.  Respond to basic 
questions related to the status and scheduling of cases.  Professionally represent the chambers as the first, and sometimes 
only, contact with court users. 
 
Arrange and manage the judge’s schedule, continuously updating and coordinating with the judge, parties, attorneys, the 
Clerk’s office, other judicial officers, and court unit executives. 
 
Initiate and maintain chamber information storage and filing system (electronic and paper) for case filings, 
correspondence, publications, data forms, committee work, reports, and other documents.  Run Case 
Management/Electronic Case Files (CM/ECF) reports and perform docketing functions. 
 
Serve as an office manager for chambers, overseeing daily operations and relieving the judge of the responsibility of 
routine office matters to include maintaining office supplies and mail collection.  Prepare and send correspondence. 
 
Distribute information to law clerks or other personnel as directed by the judge.  Maintain the OSCAR system for annual 
law clerk hiring.  Oversee the law clerk (and potentially judicial extern) hiring process for review by the judge.  Prepare 



paperwork for all incoming and outgoing law clerks (and potentially judicial externs) for submission to Human Resources. 
Provide orientation to law clerks and any judicial externs regarding policies and procedures. Monitor and manage law 
clerk benefit time usage.   
 
Assist in guiding opinions and other documents through the editing process.  Edit, proofread, and review court orders for 
correctness with respect to spelling, grammar, punctuation, content, quoted material, math accuracy, The Bluebook: A 
Uniform System of Citation manual, style, and organization.  Work with law clerks to maintain the confidentiality of 
sensitive material in documents.  Finalize orders for judge’s signature and docket orders. 
 
Prepare annual and statistical reports.  Timely prepare and fulfill all reporting requirements for the judge, including but 
not limited to, Non-Case Related Travel Report, Financial Disclosure Report, and Privately-Funded Education Programs 
Report. 
 
Provide support to the judge for committee work and assist the judge in preparation of presentation materials. 
 
Arrange transportation and travel accommodations for the judge and chambers staff, ensure appropriate travel 
authorization is secured, and prepare travel vouchers.  Register the judge for attendance at various conferences and events.  
Schedule presentations for the judge, and organize and coordinate receptions with court personnel.  Responsible for 
ensuring travel and reimbursement expenses are in accordance with the court’s travel policies and regulations. 
 
Assist the judge in monitoring and reporting compliance with continuing legal education requirements. 
 
Thorough knowledge of J-Net, Guide to Judiciary Policy, Code of Conduct for United States Judges, Code of Conduct for 
Judicial Employees, and Ethics Opinions is expected. 
 
Maintain and update chambers’ library material. 
 
Act as courtroom deputy for hearings as necessary.  Handle case management issues in the courtroom deputy’s absence 
from office. 
 
Other duties as assigned. 
 
QUALIFICATIONS 
 
MINIMUM QUALIFICATIONS 
 
Two years of general administrative or clerical experience, and at least five years of specialized experience in law-related 
or court-related matters.  A Bachelor of Arts degree or other Bachelor’s degree may be substituted for two years of 
general experience. 
 
Superior verbal and written communication skills, including superior editing and proofreading skills, and good 
mathematical aptitude.  Ability to proofread is required. Strong interpersonal skills are required.  
 
Excellent organization skills and the ability to perform duties with effective prioritization and execution under pressure. 
 
Ability to work independently, anticipate needs and problems, and maintain drive and commitment to complete 
assignments. 
 
Proficient computer skills, including Word and Microsoft Office Suite.  Must have the ability to readily adapt to changing 
technologies and learn new systems as needed. 
 
Ability to maintain strict confidentiality of all office and judicial matters. 
 
PREFERRED QUALIFICATIONS 
 
College degree preferred, high school diploma or equivalent required. 



 
Ability to maintain confidentiality, demonstrate sound judgment, handle sensitive information, and exercise discretion at 
all times. 
 
Aptitude and experience dealing with court staff, federal agency officials, and the public. 
 
Demonstrated ability to exhibit the qualities of judgment, temperament, integrity, trustworthiness, and strong character 
required of a judiciary employee. 
 
Demonstrated knowledge of and skill in using personal computers and applications, such as word processing, 
spreadsheets, e-mail, and the internet.  Microsoft Office Suite, Lotus Notes, PowerPoint, Microsoft Publisher, 
WordPerfect, and the federal courts’ Case Management/Electronic Case Files (CM/ECF) system experience preferred. 
 
Demonstrated written communication skills, oral communication skills, and proofreading and accuracy in checking edits, 
quotations, and legal citations. 
 
Demonstrated ability to plan, organize, and prioritize multiple assignments and responsibilities in a fast-paced 
environment. 
 
Demonstrated organizational skills and an eye for detail. 
 
Demonstrated proficiency and accuracy in office protocols and administrative practices such as calendaring, travel 
planning, preparation of travel vouchers, typing, photocopying, assembling, filing, record keeping, telephone usage, and 
equipment maintenance. 
 
Demonstrated initiative and willingness to accept responsibility. 
 
Demonstrated personal and professional integrity and the ability to work well with professional legal staff and court 
personnel. 
 
Demonstrated ability to meet short deadlines in high-pressure situations. 
 
Demonstrated legal research and/or cite checking skills and familiarity with legal databases, such as Lexis, Westlaw, and 
the federal courts’ Case Management/Electronic Case Files (CM/ECF). 
 
BENEFITS 
Benefits include ten paid holidays, paid vacation and sick leave, and participation in the Federal Employees Retirement 
System.  Optional participation in Federal Employees’ Health Benefits Program, Federal Employees’ Group Life 
Insurance Program, Flexible Benefits Program, Federal Judiciary Long Term Care Insurance Program, and private long 
term disability insurance is also available. 
 
CONDITIONS OF EMPLOYMENT 
Employees must be United States citizens or eligible to work in the United States. 
 
Employees are required to adhere to the Code of Conduct for Judicial Employees which is available for review upon 
request.  A background investigation with law enforcement agencies, including fingerprint and criminal record checks, 
will be conducted as a condition of employment.  Any applicant selected for a position will be hired provisionally pending 
successful completion of the investigation.  Unsatisfactory results may result in termination of employment.  Employees 
of the United States District Court are at will and can be terminated with or without cause at any time. 
 
MISCELLANEOUS 
The Federal Financial Management Reform Act requires direct deposit of federal wages. 
 
The U.S. District Court for the Southern District of Iowa provides reasonable accommodations to applicants with 
disabilities.  If you need a reasonable accommodation, please notify human resources.  The decision on granting 
reasonable accommodations will be made on a case-by-case basis. 



 
The U.S. District Court for the Southern District of Iowa reserves the right to modify the conditions of this job 
announcement, to withdraw the announcement, or to fill the position sooner than the closing date, any of which may occur 
without prior written or other notice. 
 
The U.S. District Court for the Southern District of Iowa does not reimburse for expenses associated with interviews or 
relocation. 
 
APPLICATION INFORMATION 
Candidates must submit: (1) a resume and (2) a cover letter which addresses qualifications, skills, and experience 
necessary to perform the duties.  Applications submitted without both items will not be considered.  Only applicants 
selected for an interview will be notified. 
 
Application materials should be marked “confidential” and mailed or e-mailed to: 
 
 Mindi Decker, Human Resources/Training Manager 
 U.S. District Court, Southern District of Iowa 
 P.O. Box 9344 
 Des Moines, IA 50306-9344 
 E-mail: mindi_decker@iasd.uscourts.gov 
 
The United States District Court is an Equal Opportunity Employer. 


