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Middle District of Florida  

400 W. Washington Street, Suite 5111 

Orlando, Florida 32801 
 

 

 

     Michael G. Williamson                   Sheryl L. Loesch 
Chief Judge                              Clerk of Court 

CAREER OPPORTUNITY 
Position Announcement No. 18-05 

 
Position Title:  Administrative Services Manager 
 
Location:  To be determined 
 
Salary Range:  CPS CL 29-01 to CL 31-61 ($68,640 to $155,073) 
Commensurate with qualifications and experience and in accordance with the Guide to Judiciary Policy 

 
Closing Date:  Open until filled  

First consideration given to applications received by January 31, 2018 
             
 
The United States Bankruptcy Court for the Middle District of Florida is accepting applications for the 
position of Administrative Services Manager. The court is comprised of eight (8) judges, one (1) 
recalled judge and a Clerk’s Office staff of 80 employees. The court has divisional offices in 
Jacksonville, Orlando, and Tampa and a satellite office in Ft. Myers.  
 
Position Overview 
The Administrative Services Manager reports directly to the Clerk of Court (Clerk) and performs 
professional and managerial work related to supervision and oversight, administrative services 
management and administrative services support. The Administrative Services Manager partners with 
the Information Technology (IT) Manager to assist the Clerk in the day-to-day management of the 
administrative functions in the Clerk’s Office. The incumbent primarily directs supervisors, and 
technical personnel performing high level, very specialized functions and ensures compliance with the 
Guide to Judiciary Policies and Procedures, Internal Controls, Internal Operating Procedures, local 
policies and other appropriate guidelines. The Administrative Services Manager provides managerial 
oversight of the following areas: budget; financial services; internal controls/audit; procurement; 
property management; human resources; staff development; planning and research; and space and 
facilities. Routine travel throughout the district is required. Duties may require working during non-
business hours. 
 
Position Duties and Responsibilities 

 Communicate with and advise supervisors, managers and Clerk on applicable administrative 
matters, procedures, and practices. Identify administrative areas needing improvement. 
Design and develop effective solutions to problems and manage appropriate procedures for 
accomplishing objectives. 

 Review, analyze, and interpret statutory, Judicial Conference, and Administrative Office 

  



 
 

 

 

directives and requirements for the administration of services; promulgate policies, 
procedures, and guidelines to meet these requirements. 

 Demonstrate commitment to quality by developing clear and thorough administrative policies, 
practices, and standards. 

 Direct, develop, and mentor staff involved in administrative service functions, including 
establishing standards, assigning and reviewing work, evaluating performance, and handling 
disciplinary actions. Provide direction to the team, conduct team meetings, provide relevant 
information, and delegate projects and work fairly and consistently. Oversee work projects 
and processes and provide guidance as required. Establish and adjust long range schedules, 
priorities, and deadlines.  

 Communicate clearly and effectively, both orally and in writing, to explain complex 
administrative, concepts to individuals and groups with varying experience and backgrounds. 
Interact effectively with the public and staff, providing good customer service and resolving 
difficulties efficiently while complying with regulations, rules and procedures. Facilitate, 
mediate, and negotiate complex and sensitive matters with judges, manager, Clerk of Court, 
and court staff, while maintaining confidentiality. 

 Assist the IT Manager with recommendations for technical automation needs for the court 
with the goal of resolving short and long term automation needs. 

 Assist the Financial Manager with the budget and annual spending plan; is the primary contact 
for all Space and Facility matters. 

 Assist the IT Manager with technology procurement. 

 Prepare comprehensive memoranda, reports, correspondence and other written 
communications. 

 Establish operation guidelines for new procedures and oversee the development of user-
friendly procedural manuals. 

 Analyze and interpret trends, statistics, and patterns to help the court anticipate challenges 
and opportunities for growth and change; and make recommendations to improve court 
administration. 

 Promote the court training program for employee development. Oversee the establishment 
and administration of continuing in-service training programs to ensure high quality service 
delivery through staff development. 

 May perform Certified Contracting Officer and Certifying Officer duties. 

 Oversee the Facility Access Card system and background checks for building access and keys. 

 Review budget, forecast spending patterns, conduct audits, review and/or approve 
transactions. 

 Perform other duties as assigned. 
 
Desired Skills and Characteristics  
The Court is seeking a candidate with strong leadership skills, and technical and administrative 
expertise that successfully meets the mission statement of our Court “Our Court serves the public by 
processing and deciding bankruptcy cases with fairness, impartiality, and excellence, while treating 
everyone with dignity, integrity, and respect”. The ideal candidate must have extensive “hands on” 
experience managing a small and diverse workforce; an exceptional customer service attitude and 
ability to promote a courteous, professional and cooperative attitude among staff at all levels of the 
organization; ability to analyze issues, recommend innovative solutions, and execute strategic changes 
to meet organizational goals; effectively lead staff to achieve the Court’s mission and vision; 
demonstrated leadership abilities with excellent interpersonal team building, oral and written 
communication skills; strong technology, data analysis and problem solving skills; and possesses the 



 
 

 

 

drive and personal commitment to excel in a challenging, dynamic and rewarding work environment. 
The Court seeks a collaborative, compassionate and ethical leader, with outstanding motivational 
ability. 

Minimum Qualifications 

The successful candidate must possess a minimum of six years of progressively responsible specialized 
experience in administrative, supervisory, managerial or professional work, which provided an 
opportunity for the applicant to acquire a thorough knowledge of court administration and 
organizational management. At least three years of the six years of experience must be in a position of 
substantial management/supervisory responsibility, where the candidate demonstrated effective 
leadership skills and employee relations expertise. The successful candidate should also be a highly 
organized team leader possessing tact, good judgment, poise, initiative and should maintain a 
professional appearance and demeanor at all time. The ability to meet the public, work harmoniously 
with others, and communicate effective both orally and in writing is required. Financial and 
procurement expertise and an understanding of information technology systems are essential. 
 
Desirable Qualifications 
A Bachelor’s degree from an accredited university is preferred. Substantial management experience in 
court administration at the federal level is highly desirable. Candidates must possess excellent 
problem-solving skills and exceptional organizational and project management skills and an 
understanding of the infrastructure, organization, and system of governance in the federal court 
system. Candidates also must be mature, responsible, tactful, capable of exercising sound initiative, 
and able to work harmoniously with others in a team-oriented work environment. 
 
Information for Applicants 

 Employees of the United States Courts are not included in the government’s Civil Service 
classification and are considered “at will” and therefore the appointee may be removed from 
this position at any time if, after reasonable on-the-job training, the appointee fails to perform 
at a satisfactory level. 

 Applicants must be United States citizens or lawful permanent residents actively seeking 
citizenship.  

 The Administrative Services Manager position is a High-Sensitive position within the federal 
judiciary. If a background investigation has not been completed within the past five (5) years, 
the final applicant(s) will have to complete a background check investigation, including a FBI 
fingerprint check. Employment will therefore be considered provisional pending the successful 
completion of the background investigation and retention depends upon a favorable 
suitability determination. Judiciary employees are required to adhere to the Code of Conduct 
for Judicial Employees. 

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

 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. 

 The Court reserves the right to modify the conditions of this job announcement or to 
withdraw the announcement entirely, either of which may occur without prior written or 
other notice. 

 All information is subject to verification. 
 



 
 

 

 

Application and Selection Procedures 
Qualified candidates are invited to apply by emailing the following to jobs@flmb.uscourts.gov. The 
email subject line should reference Administrative Services Manager Position.  
1) A cover letter detailing relevant experience and how they meet the desirable qualifications for the 
position. 
2) A chronological resume including educational, work, salary history, management experience. 
3) Completed AO-78 Application for Judicial Branch Federal Employment (available at 
www.uscourts.gov/careers).  
 
Verification of employment, education, and reference checks will be made prior to any offer of 
employment.  
 
Applications will be screened to identify the best qualified and suitable candidate. Only the best 
qualified candidates will be invited for a personal interview. Only those applicants selected for an 
interview will be contacted. Applicants selected for interviews must pay all travel expenses associated 
with the interview.  
 
Starting salary is commensurate with qualifications and experience and in accordance with the Guide 
to Judiciary Policy.  
 

 
The United States Bankruptcy Court is an equal opportunity employer 
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