
United States District Court 
Central District of Illinois 

 

 
CAREER OPPORTUNITY                                                                                                                  

  Position Title:   Court Attorney 
Announcement Number:  2021-01 

  Position Type:   Full-time, Excepted Service 
  Position Location:   To be determined 
  Starting Date:    To be determined 
  Classification Level:   CPS 29/30/31 
  Salary Range:  $73,693 - $166,523 
 
     (Starting salary will depend upon the education, background, and prior work experience of the applicant) 

                                                                                                                                                       
  Opening Date: January 11, 2021               Closing Date:  February 1, 2021 
___________________________________________________________ 
 
The United States District Court for the Central District of Illinois is accepting 
applications for the position of Court Attorney. This position reports to the Clerk of 
the Court (under the direction of the Chief Judge) and falls under the Court 
Personnel System (CPS), not the Judiciary Salary Plan (JSP).  The Court Attorney 
would independently conduct legal research, review case records, compile and 
analyze statistics, draft proposed orders and memoranda for the purpose of 
providing procedural and substantive legal advice to the Clerk of the Court.  
  
Representative Duties 
 

• Conduct legal research and provide procedural and substantive advice on 
legal policy matters applicable to day-to-day clerk’s office and/or court 



activities. Conduct research on specific legal questions and report on the 
results of such research. 

• Analyze and interpret federal statutes and regulations, Administrative Office 
directives, policies and procedures, and court rules and orders affecting the 
operation and work of the Clerk’s office and the court. 

• Perform legal research and analysis; communicate (orally and in writing) 
results to Judges, Clerk of Court and court staff at all levels, and explain the 
proposed recommendations and choices to be made. 

• Provide developments in circuit case law and evolving legislation to legal 
personnel, Clerk of Court and Judges. 

• Develop and facilitate presentations, including visual presentations, for 
judges or staff regarding special projects or topics. 

• Revise or adopt procedures for filing and processing criminal and civil 
requests for relief at direction of Clerk of Court.  

• Comprehensively review local rules, administrative orders, reference 
manuals, and procedures. 

• Assist in the development of guidelines by which the federal and local rules 
are applied in cases filed with the court.  Review and draft changes to local 
rules, administrative orders of the court, forms and guidelines.   

• Draft administrative orders for review and consideration by the Chief Judge. 
• Monitor and evaluate existing and proposed legislation, laws, rules and other 

regulations to determine impact on court procedures or to suggest changes 
to improve clerk’s office or court policies or procedures.  Monitor, review, and 
report on policies and procedures of the Circuit Court.  

• Prepare responses to requests for assistance from the Administrative Office 
of the U.S. Courts, other Clerk’s offices, or as directed regarding proposed 
amendments to policies, codes, rules, and official forms.  Respond to surveys 
and requests for information relating to court procedures and provide 
editorial review of manuals and other information upon request. 

• Lead, participate, and/or observe district court committees. 
• Provide assistance in the development and implementation of Chambers 

Employment Recognition Program and Chambers Retreat Program. 
• Provide assistance in development and implementation of the Chambers and 

Clerk staff Orientation and related training. 
• Review, develop and implement EEO training; monitor circuit and national 

developments about the same. 
• Monitor developments regarding model grievance policy. 
• Develop Civics Outreach Program with curriculum (public/school field trip 

request forms, contact lists, mock trials, court tour options, job shadow 
opportunities, court family participation). Develop Naturalization videos/ideas 
to be used across the District. 

• Survey Court employees for improvement ideas—websites, recognition, 
procedures, etc. 

• Develop Mentorship Program to enable cross training and succession. 



• Coordinate development of public CM/ECF Manual with screenshots 
demonstrating common processes and ways to avoid common errors. 

• Survey other district courts for improvement ideas (website--court calendar, 
methods of payment, fee schedule, history of the district, step by step 
instructions for pro se filers, and other substantive and procedural 
improvements).  

• Provide assistance to Rock Island Architect and communicate developments, 
concerns, and needs as directed by Clerk of Court. 

• Ensure compliance with AO requirements and recommendations and 
statutory obligations (e.g., public access to opinions). 

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

• Other duties as assigned.  
 
Qualifications 
 
Graduation with a Juris Doctor (JD) degree from a law school approved by the 
American Bar Association or the Association of American Law Schools.  Applicant 
must be admitted to practice before the highest court of a state, territory, 
commonwealth, or possession of the United States.  To qualify for CL 29, applicant 
must have two years of specialized experience, including at least one-year 
equivalent to work at CL 28.  To qualify for CL 30, applicant must have three years 
of specialized experience, including at least one-year equivalent to work at CL 29. 
To qualify for the CL 31, applicant must have 4 years of specialized experience, 
including at least one-year equivalent to work at the CL 30.  

Specialized Experience  
 
Specialized experience is progressively responsible experience in the practice of 
law, in legal research, legal administration, or equivalent experience gained after 
graduation from law school. 

The following may be credited as one year of specialized experience: 

• Graduation in the upper third of law school class; 
• Membership on the editorial board of a law review of such a school; 
• Graduation from such a school with an LLM degree; or 
• Proficiency in legal studies that, in the opinion of the appointing official, is 

the equivalent of one of the above. 

Court Preferred Skills 

Experience in the federal judicial system, especially as a law clerk.  
Strong leadership and interpersonal skills.  Experience with electronic 
case filing systems, such as CM/ECF, proficiency in Westlaw and/or Lexis.  



Excellent academic credentials.  Superior research and writing skills.  
Strong organizational skills.  Ability to manage time effectively, set 
priorities, and meet tight deadlines. Ability to work independently under 
limited guidance and direction. Ability to synthesize the results of legal 
research and convey those results (orally and in writing) in a clear, 
concise, and objective manner. Ability to understand and accurately carry 
out detailed, complex, and evolving instructions. Ability to accept 
feedback and respond appropriately.  Applicant must be detail-oriented, 
reliable, with superb analytical skills, understanding of court processes, 
familiar with Federal Rules of Civil and Criminal Procedure, able to work 
as part of a team, a professional with integrity, and an aptitude for 
working well under pressure.  

How to Apply 
 
Qualified candidates are invited to submit a letter of interest, comprehensive resume 
of education and work experience, and an Application for Judicial Branch Federal 
Employment (AO 78), available at www.ilcd.uscourts.gov/employment, to:  
 
U.S. District Court, Vacancy 2021-01, 210 U.S. Courthouse, 600 E. Monroe Street 
Springfield, IL  62701.  
 
Application packets may also be emailed to joellen_rankin@ilcd.uscourts.gov. and 
must be received by the close of business on Monday, February 1, 2021. 
 
The U.S. District Court reserves the right to modify the conditions of this job 
announcement, to withdraw the job announcement, and/or to fill the position 
earlier than the closing date.  Any such actions may occur without prior written 
notice.  Participation in the interview process will be at the applicant’s own expense.  
The court will not pay for relocation expenses.  Only applicants selected for an 
interview will be contacted.   
 
The Court Attorney is an at will employee who serves at the pleasure of the Court 
and may be terminated with or without cause. As a condition of employment, the 
selected candidate must successfully complete a ten-year background investigation, 
and subsequent favorable suitability determination, and every five years thereafter 
will be subject to re-investigation. Judiciary employees are required to adhere to 
the Code of Conduct for Judicial Employees.  Applicants must be citizens of the 
United States or be eligible to work in the United States.  Direct deposit of salary 
payments is mandatory.  
 

THE U. S. DISTRICT COURT IS AN EQUAL OPPORTUNITY EMPLOYER  
  

http://www.ilcd.uscourts.gov/employment
mailto:joellen_rankin@ilcd.uscourts.gov

