
UNITED STATES DISTRICT COURT           
NORTHERN DISTRICT OF MISSISSIPPI           

OXFORD DIVISION                        

911 Jackson Avenue, Suite 369                    
Oxford, MS 38655                     

                    
DAVID CREWS          ABERDEEN DIVISION 
Clerk of Court          301 West Commerce Street, #13 
           Aberdeen, MS  39730 
 

           GREENVILLE DIVISION 
305 Main Street, Suite 329 
Greenville, MS  38701 

 
 

NOTICE OF VACANCY 

                                                                                                                                                                                                                                                                                  
 

Announcement Number:  19-101 
Location:    Oxford, Mississippi 
Position Title:    Administrative Analyst  
Classification Level:   CL-25         
Salary Range:   $50,598 - $65,799 annually 
Type of Appointment:   Permanent, Full-time 
Opening Date:   November 13, 2018 
Closing Date:    December 14, 2018, or until filled 
____________________________________________________________________________________ 
Position Overview:  
 
This position will be based in Oxford, Mississippi and position is located within a shared administrative 
services department which serves judges and judicial staff, clerk’s office staff and probation staff.  This 
position provides a variety of administrative and technical assistance to ensure smooth and efficient 
management in the areas of procurement, budget and human resources. Responsibilities of this position 
may include, but are not limited to, the following: 
 

 Procure supplies, equipment, treatment services, contract services and furnishing from 
government and non-government sources through new contracts, competitive bids or existing 
government contracts.  Plan and coordinate time and delivery of purchases. 

 Assess requests for goods and services by ensuring they are allowable under limitations, 
restrictions, and policies, as well as determining availability of funds.  Review accounting 
records of each functional allotment and reconcile accounts.  Ensure that accounts have funds 
available for items being purchased.  Prepare spreadsheets and maintain databases to track 
certain expenditures. 

 Adhere to the Guide to Judiciary Policy on procurement practices.  Adhere to court unit’s 
internal control procedures. 

 Administer the reimbursable work authorization process, including preparing forms and 
paperwork, obtaining approval from judicial council, preparing invoices and payments, tracking 
expenses, etc. 

 Review, evaluate, verify and process vendor invoices and prepare payment requests.   
 Audit and process staff travel vouchers and prepare reimbursement entries. 
 Perform budgetary duties such as execute approved budget plans, prepare and submit the 

Electronic Status of Funds reports, process reprogramming entries, assist with monthly budget 
forecasting reports. 



 Serve as human resources assistant or liaison, tracking staff time and attendance and answering 
questions related to staff/law enforcement benefits, leave and pay; processing personnel related 
forms. 

 Process human resources and payroll actions, assist with recruitment activities and participate in 
other human resources responsibilities and initiatives, as required. 

 
Qualifications: To qualify for this position, an individual must have a high school diploma or 
equivalent; a bachelor’s degree from an accredited college or university is preferred.  Prospective 
candidates should have at least two years general experience, and at least two years specialized 
experience as defined below. 
 
The incumbent must demonstrate the ability to work with all levels of staff in an organized and 
professional manner, be detail-oriented, analytical, demonstrate exceptional knowledge and judgment, 
and possess strong verbal and written communications skills. 
 
General experience is progressively responsible clerical, office or other work that indicated the 
possession of, or the ability to acquire, the particular knowledge and skills needed to perform the duties 
of the position. 
 
Specialized experience is progressively responsible clerical professional or administrative experience 
that is in, or closely related to, the work of the position and which has demonstrated the particular 
knowledge, skills, and abilities to successfully perform the above-listed duties of this position and 
involves the routine use of automated software for word processing, database applications, data entry, 
spreadsheets and report generation.   
 
Benefits: 
 
Employees of the United States District Courts 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: 
 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 thereafter.  
 13 days of sick leave per calendar year. 
 A minimum of 10 paid holidays per year. 
 Participation in a retirement program with optional participation in the Thrift Savings Plan.  
 Optional participation in a federal health insurance plan of choice. 
 Optional participation in life insurance plan. 
 Optional participation in supplemental insurance programs, including group long-term care, 

group long-term disability, dental and vision. 
 Optional participation in the flexible spending account program for health and/or dependent care 

expenses. 
 
To Apply:  
 
Qualified individuals must submit the following: 
 A cover letter detailing how your experience relates to the position requirements 
 A resume detailing all relevant experience, education, and skills. 
 Application for Judicial Branch Federal Employment (Form AO-78) which may be downloaded 

from our website www.msnd.uscourts.gov.   



  
Failure to submit a complete and signed cover letter, AO-78, and resume will result in disqualification.  
Description of Work section on the AO-78 must be completed.  
 
Please mail your complete packet to: 

 Human Resources Dept. 
     Attn: Position 19-101 
     911 Jackson Avenue East, Suite 369 
     Oxford, MS 38655 
 
or email to:    HR@msnd.uscourts.gov  
     (Attachments must be saved as one PDF file) 
  
Conditions of Employment: 
 
 Applicants must be U. S. citizens or eligible to work in the United States.    
 The Court requires employees to adhere to the Code of Conduct for Judicial Employees which is 

available to applicants for review on the court’s website at www.msnd.uscourts.gov. 
 Employees are excepted service appointments.  Excepted service appointments are “at will” and 

can be terminated with or without cause by the court. 
 Prior to appointment, the selectee considered for this position is required to undergo a FBI 

Background Check and Investigation.  The selectee may then be appointed provisionally, and 
retention will depend upon a favorable suitability determination. 

 This position is subject to mandatory electronic fund transfer (direct deposit) of federal wages for 
court employees. 

 
General Information: 
        
 Work is performed in an office setting and professional/business casual attire is required. 
 Due to the volume of applications received, the court will contact only those individuals selected 

for interview.  Expenses associated with interviews or relocation will not be reimbursed. 
 The Court reserves the right to modify the conditions of this announcement, commence interview 

immediately, withdraw the announcement, or fill the position at any time, any of which actions 
may occur without notice. 

 
 

The United States District Court for the Northern District of Mississippi is an Equal Opportunity Employer 


