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Office of the Clerk 

Middle District of Florida 
 

POSITION ANNOUNCEMENT 
Human Resources Specialist 

 

 
The United States Bankruptcy Court for the Middle District of Florida is seeking qualified candidates for a Human 
Resources Specialist position. Under the direction of the Human Resources Administrator, the incumbent provides 
a full range of human resources services and support to all employees. The Human Resources Specialist performs 
a wide variety of duties related to human resources management and administrative services, including interpreting, 
administering, and ensuring compliance with the Guide to Judiciary Policy, the Human Resources Manual, the 
Policy Manual for the United States Bankruptcy Court, Middle District of Florida, and all internal controls related 
to human resources management. Routine travel to divisional offices in Jacksonville, Orlando, or Tampa is required; 
overnight travel for training outside of our district is required.  
 
Our Court strives to grow and maintain a productive, progressive, and positive culture, and we recruit staff that 
promote, reflect, and thrive in an environment that successfully meets our Court’s mission statement: “Our Court 
serves the public by processing and deciding bankruptcy cases with fairness, impartiality, and excellence, while 
treating everyone with dignity, integrity, and respect.” 
 
Representative Duties 
• Assist with development and administration of recruitment. 
• Prepare and distribute vacancy announcements, determine applicant qualifications, coordinate interview 

process, participate in interviews, and assist with reference checks.  
• Draft offer letters and submit new employee documents.  
• Maintain all recruitment related records including position announcements, position descriptions and interview 

information. 
• Coordinate and conduct HR orientation for new employees to include a review of personnel policies and 

procedures, and benefit options. 
• Serve as the benefits program coordinator for the court, including maintaining and distributing benefits 

materials, addressing routine benefits questions, and resolving benefits issues. 
• Administer background check and fingerprinting program by verifying applicant employment, checking 

references, taking employee fingerprints, completing and filing necessary forms, tracking and reporting results, 
and maintaining record keeping systems. 

• Process Facility Access Cards (FAC) for the issuance of credentials and identification to new employees. 
• Ensure compliance with FAC guidelines and department procedures. Maintain FAC related documents. 
• Maintain and monitor performance evaluations in the ePerformance application and ensure performance 

appraisals are completed as prescribed. 
• Assist with grievance and adverse action procedures. 
• Provide training on personnel policies and benefit options. 
• Perform training activities including the development of training materials and scheduling of resources. 
• Attend seminars and training courses related to human resources management and professional development. 
• Process a variety of personnel and payroll actions such as appointments, promotions, separations, within-grade 

increases, and changes to employee benefits.  

   

 
Location: Orlando or Tampa, Florida  Announcement No. 19-08 
Opening Date: August 12, 2019   Closing Date: August 23, 2019 
Starting Salary Range: $49,772 to $80,933 - CPS CL 27/1 to 27/61 
Salary is commensurate with experience & qualifications 
This position has promotion potential to a higher-level position 
 



• Monitor and ensure all staffing and payroll actions are processed in a timely and current manner.  
• Maintain accurate data to track employee qualifications for pay increases consistent with the judiciary pay 

standards and share this information with management. 
• Monitor employees’ time and attendance related records to ensure that transactions and records adhere to 

appropriate rules and regulations.  
• Assist with maintaining statistics for annual Fair Employment Practices System and Telework reports. 
• Maintain and update information on the human resources and training pages for the court’s intranet site.  
• Conduct training committee meetings and serve as the Chairperson of the Training Committee.  
• Recommend HR-related policy changes as appropriate. 
• Absent the Human Resources Administrator, provide guidance and advice to the Clerk of Court, Chief Deputy 

Clerk, managers, and employees on human resource matters, practices and procedures related to employee 
relations, disciplinary actions, performance management, benefits and related issues. 

• Other duties as assigned. 
 

Minimum/Required Qualifications 
• High school diploma 
• To qualify for the CL-27, the candidate must also possess a minimum of two years of specialized experience, 

including at least one-year equivalent to work at the CL-25.  
• Specialized HR experience includes progressively responsible experience in, or closely related to, the work of 

the position that has provided the knowledge, skills and abilities to perform the duties of the position and 
provided a knowledge of rules, regulations, and terminology of human resources management. For example, 
progressively responsible experience in at least one, but preferably two or more of the functional areas of human 
management and administration such as recruitment and staffing, benefits, training and development, 
classification, performance management, employee relations, and payroll and benefits administration. 

• Demonstrated ability to read, understand, and correctly apply policies, procedures, laws, guidelines, internal 
controls, and separation of duties rules. 

• Strong oral and written communication skills 
• Strong organizational and interpersonal skills 
• Knowledge and proficiency in Microsoft Office applications and the ability to grasp changing technology 
• Attention to detail required 
• Routine travel to divisional offices in Jacksonville, Orlando, or Tampa is required; overnight travel for training 

outside of our district is required. 
 
Court Preferred Qualifications 
• A bachelor’s degree from an accredited four-year college or university in Human Resource Management, 

Business Administration, Psychology, or another field closely related to the subject. 
• Professional Human Resource certification credentials or ability and willingness to obtain such credentials. 
• Human resources administration experience in the Federal Judiciary.  
• Exceptional project management skills, and the ability to make good decisions. 
• Ability to adhere to stringent deadlines is essential. 

 
Application and Selection Process  
To apply for this position, qualified applicants must submit 1) a cover letter addressing qualifications and relevant 
experience, 2) a detailed resume and salary history, and 3) a Form AO 78, Application for Judicial Branch Federal 
Employment, which is available on the U.S. Courts website at www.uscourts.gov/careers. 
 
Completed package must be submitted electronically to jobs@flmb.uscourts.gov . These documents must be 
submitted in a single PDF file. In the subject line reference Announcement No. 19-08. Zip files and faxes will not 
be accepted. Resume must contain an e-mail address and a daytime phone number. Failure to provide these 
documents may render your application incomplete and not eligible for consideration. For first consideration, 
applications must be received by August 23, 2019. Applications will be reviewed upon receipt and telephonic 
interviews may be conducted before the end of the application period. 
 
General Information 
• This position is classified as a high-sensitive position which requires a complete ten-year background 

http://www.uscourts.gov/careers
mailto:jobs@flmb.uscourts.gov


investigation. Appointment to this position is provisional and contingent upon the successful completion of the 
background check and investigation. 

• The court requires employees to adhere to the Code of Conduct for Judicial Employees available at 
http://www.uscourts.gov/rules-policies/judiciary-policies/code-conduct/code-conduct-judicial-employees.  

• Employees of the U.S. Bankruptcy Court serve under “Excepted Appointments” and are considered “at will” 
employees. All information provided by applicants is subject to verification. 

• The court reserves the right to modify the conditions of this job announcement, or to withdraw the 
announcement, any of which may occur without prior written or other notice.  

• The best qualified applicants will be contacted for interviews. Candidates for interviews must travel at their 
own expense. Current federal court employees may be interviewed via court video conference.  

• This court provides reasonable accommodations to applicants with disabilities. If an applicant needs reasonable 
accommodation for any part of the application and interviewing process, please notify the local human resources 
representative by email to jobs@flmb.uscourts.gov. The decision on granting reasonable accommodations will 
be made on a case-by-case basis. 

• Applicants are advised that false statements or omissions of information on any application materials or the 
inability to meet the conditions of the position may be grounds for non-selection, withdrawal of an offer of 
employment, or dismissal after being employed.  

• The position is subject to the mandatory electronic fund transfer (EFT) participation for payment of net pay 
(i.e., direct deposit). 

• Applicants must be U.S. citizens or eligible to work in the United States. 
• Due to the volume of applications usually received, receipt of individual applications will not be acknowledged; 

qualified applicants will be contacted for a personal interview. Selection status will be posted on the court’s 
website for all positions. 

• If selected for this position, the incumbent will be subject to a one-year probationary period. 
 
Employee Benefits 
The United States Bankruptcy Court is part of the Judicial Branch of the United States Government. Court 
employees are not included in the Government's Civil Service classification. They are, however, entitled to similar 
benefits as other federal employees. 
 
• Ten Paid Holidays; 
• Group Health, Dental, Vision and Life 

Insurance;   
• Long-Term Care Insurance; 
• Defined Benefit Pension Plan (FERS or FRAE); 
• Commuter Benefit Program;  
• Vacation Leave and Sick Leave; 

• Long-Term Disability Insurance; 
• Health and Dependent Flexible Spending 

Accounts; 
• Defined Contribution Plan (TSP) with Employer 

Match; 
• Employee Assistance Program.

 
Local Benefits 
• Telework; 
• On-site Federal Occupational Nurse; 

• On-site Fitness Center; and 
• Public Transit Subsidy

 
 
 

 
 

The United States Bankruptcy Court is an equal opportunity employer
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