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POSITION ANNOUNCEMENT 
Financial and Budget Administrator 

 

 
The United States Bankruptcy Court for the Middle District of Florida is seeking qualified candidates 
for a Financial and Budget Administrator position with our Court. The Financial and Budget 
Administrator performs professional and managerial work related to supervision and oversight of all 
aspects of the financial and budgetary functions of the court, ensuring accuracy and completeness of 
data. The incumbent manages and oversees the court’s financial support systems and services, ensures 
proper maintenance and analysis of all court accounting records, and develops and implements office 
policies, procedures, and programs for financial management consistent with the Guide to Judiciary 
Policy. The position reports to the Chief Deputy. 
 
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 
• Manage and oversee day-to-day accounting operations of the court.  
• Supervise one employee by ensuring that work assignments are in accordance with established 

procedures; prepare employee performance evaluations and development plans; and incorporate 
effective leadership principles for maximum performance. 

• Maintain, reconcile, and review accounting records, consisting of cash receipts journal, registry 
funds and deposit funds, and subsidiary ledgers and other fiscal records. Perform basic accounts 
payable and accounts receivable duties. Maintain and review the accuracy and accountability of 
monies received and disbursed by the court.  

• Prepare the overall fiscal budget plan for review by the Clerk of Court and Chief Deputy. Manage 
the budget throughout the fiscal year. Recommend and perform reprogramming actions to cover 
projected account shortfalls. Assist with the coordination, preparation and submission of the annual 
budget report, and develop fiscal year spending plans. 

• Monitor daily fund balances and transfer funds as necessary. Reconcile daily receipts and process 
refunds, trustee payments, and unclaimed funds disbursements on a recurring basis. Ensure that 
funds are properly accounted for and reconciled with banking institutions and maintain reports and 
financial statements that document fiscal status. 

• Create payment authorization transactions in the automated financial management system (JIFMS) 
for various disbursements types such as travel reimbursement, purchase and travel card purchases, 
invoices, and serves as a first level approver responsible for ensuring that all payment request are 
legal, proper, and correct. 

   

 
Location: Orlando or Tampa, Florida  Announcement No. 19-04 
Opening Date: March 20, 2019   Closing Date: Open until filled 
 First Consideration Given to Applications Received by April 10, 2019 
Starting Salary Range: $48,951 to $95,388 - CPS CL 27/1 to 28/61 
 Salary is commensurate with qualifications experience 
 



 
• Prepare, update, examine and analyze many routine and non-routine reports as requested by the 

court, Administrative Office, U.S. Treasury, financial institutions, or other organizations or agencies. 
• Prepare and submit complex financial reports to the Administrative Office as prescribed by 

established judiciary schedules. 
• Perform reviews to ensure the court unit complies with the Guide to Judiciary Policy, internal 

controls, and general accepted accounting principles. Develop, revise, and monitor internal controls 
and policies to ensure a separation of duties and circumvent administrative errors or fraud, and 
establish controls that enhance existing processes. 

• Assist with the formulation, evaluation, and implementation of policies, procedures, and protocols 
related to financial operations and budgetary execution.  

• Advise Clerk of Court, Chief Deputy, court managers, or judges on court financial and budget 
matters.  

• Formulate recommendations for the overall improvement of the court’s financial processes and 
systems. 

• Ensure that appropriate internal controls for disbursement, transfer, recording and reporting of 
monies are followed. Review vouchers for payments related to expenses incurred by the court for 
appropriateness of payment. Maintain audit compliant files and documents related to the monetary 
aspects of financial reporting. 

• Oversee and align resources to support the court during internal and external financial audits 
including but not limited to the yearly Self-Assessment, the cyclical court audit and Court Registry 
Investment System (CRIS) audit. 

• Communicate effectively by creating clearly written reports that provide an accurate account of the 
court’s budgetary status and can clearly and concisely explain the methods used to reach the final 
product or recommendation. 
 

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.  
• To qualify for the CL-28, the candidate must also possess a minimum of two years of specialized 

experience, including at least one year equivalent to work at the CL 27 level.   
• Specialized 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. For example, progressively responsible experience in at least one, but preferably two or 
more of the functional areas of financial management and administration such as budgeting, 
accounting, auditing, or financial reporting that provided a knowledge of rules, regulations, and 
terminology of financial administration. 

• Ability to research and recommend solutions to resolve complex financial matters 
• Demonstrated ability to read, understand, and correctly apply policies, procedures, laws, guidelines, 

internal controls, and separation of duties rules. 
• Experience in database applications 
• 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 
• Ability to interact effectively and appropriately with the public, providing customer service and 

resolving difficulties while complying with regulations, rules and procedures 
• Ability to work successfully in a fast-paced, team environment 
• 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 business administration, 

finance, accounting, or other field closely related to the subject 
• Certified Public Accountant (CPA) or Certified Government Financial Manager (CGFM) credentials 
• Previous administrative experience with a federal court financial division or government accounting 

experience 
• Exceptional project management skills, and the ability to make good decisions 
• Ability to adhere to stringent deadlines is essential 
• An in-depth knowledge of Federal Judiciary policies, practices, regulations, and terminology related 

to court financial and budget administration 
• Knowledge of CM/ECF, JIFMS, FinSys, and JFinSys 

 
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. 18-04. 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 April 10, 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 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 
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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     Vacation Leave and Sick Leave 
Group Health, Dental, Vision and Life Insurance  Long-Term Disability Insurance  
Long-Term Care Insurance    Health and Dependent Flexible Spending Accounts 
Defined Benefit Pension Plan (FERS or FRAE)  Defined Contribution Plan (TSP) with Employer Match 
Commuter Benefit Program    Employee Assistance Program 
 
Local Benefits 
Telework      On-site Fitness Center 
On-site Federal Occupational Nurse   Public Transit Subsidy  

 
The United States Bankruptcy Court is an equal opportunity employer 
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