
 

UNITED STATES BANKRUPTCY COURT 
EASTERN DISTRICT OF WASHINGTON 

 
Vacancy Announcement 19-02 

 

Position Overview: The Financial Specialist performs and coordinates administrative, analytical, technical and 
professional work related to financial, accounting, and budgetary activities of the court. The incumbent ensures 
the court’s compliance with internal controls and regulations affecting financial and budget processes and their 
interaction with other court processes. The position is located in the Bankruptcy Court Clerk’s Office in Spokane, 
Washington. 

Representative Duties: 

 Maintain, reconcile, and analyze accounting records, consisting of a cash receipts journal, registry fund, and 
deposit fund, as well as subsidiary ledgers for allotments and other fiscal records.  

 Review and/or perform accounts payable and accounts receivable duties and have responsibility for the 
accuracy and accountability of monies received and disbursed by the court. Review vouchers for payments of 
expenses incurred by the court for appropriateness of payment. Accept responsibility for files and documents 
related to the monetary aspects of case management 

 Prepare, update, and analyze a variety of accounting records, financial statements, and budget reports as 
required by the court, Administrative Office, U.S. Treasury, financial institutions, or other 
organizations/agencies; manage the month-end and year-end financial reporting process. 

 Assist in the preparation of the annual budget and associated spending plan for review by the court unit 
executive. Manage the budget throughout the year. Recommend and perform budget reprogramming actions 
to cover projected account shortfalls.  

 Ensure that the court unit is in compliance with the Guide to Judiciary Policy, internal controls, and generally 
accepted accounting principles. Maintain and update the court’s internal controls manual. 

 Manage court travel plan and maintain travel records. Serve as coordinator for the court’s government credit 
card accounts (purchase and travel cards). 

 Serve as Property Custodial Officer for the court. Maintain, reconcile, and track accountable property. 

Required Qualifications:  

 Knowledge of policies, practices, and terminology related to financial reporting and financial transactions and 
the overall fiscal reconciliation process; knowledge of standards and objectives of internal controls, skill in 
preparing financial reports, monitoring and reconciling account ledgers, and reconciling invoices, vouchers, 

Position Title:  Financial Specialist / Administrator 
Hours:   Negotiable 
Location:  Spokane, Washington 
Salary Range:  CL 27, Step 1-61 $48,951 to $79,617 

CL 28, Step 1-61 $58,700 to $95,388 
Closing Date:  Open Until Filled 
Note:   The salary and position title will be based on qualifications and experience. 



and records of payment; proficiency in the use of a wide variety of manual and automated financial 
management systems and cash management tools, and a strong knowledge of MS Word, Excel, and other 
Windows applications. 

 To qualify for placement at CL-27: two years of progressively responsible specialized experience in at least 
one, but preferably two or more of the functional areas of financial management such as budgeting, 
accounting, auditing, or financial reporting, or completion of the requirements for a bachelor’s degree from an 
accredited college or university. 

 To qualify for placement at CL 28: two years specialized experience, including at least one year equivalent to 
work at CL 27, or completion of a master’s degree or two years of graduate study in financial management or 
other closely related field. 

 The ability to exercise good judgment, make effective and timely decisions, and display a careful and 
deliberate approach in handling confidential information in a variety of contexts. 

 The ability to communicate accurately and professionally. 
 Strong attention to detail and organizational skills. 

Desired Qualifications: Bachelor’s degree in finance, accounting, or other relevant field; CPA studies and/or 
certification; prior financial experience in a court or legal setting. 

Employment Information: Employees of the United States Bankruptcy Court are entitled to similar benefits as 
other federal government employees, including:  

 Federal health insurance benefits; 
 Group life insurance and long term care options; 
 Flexible Benefits Program (pre-tax flexible spending for health care and dependent care); 
 Participation in the Thrift Savings Plan (similar to a 401k plan, with employer matching); 
 Participation in the Federal Employees Retirement System; 
 Paid annual and sick leave plus ten paid holidays per year. 

Court employees serve under excepted appointments and are considered “at-will” employees. As such, 
employment can be terminated with or without cause at any time. The Federal Financial Reform Act requires 
direct deposit of federal wages for court employees. Applicants must be U.S. Citizens or eligible to work in the 
United States. As a condition of employment, the selected candidate must successfully complete a background 
investigation with periodic updates every five years thereafter. 

The Court reserves the right to modify the conditions of this job announcement, to withdraw the announcement, 
or to fill the position sooner than the closing date, any of which may occur without prior written or other notice. In 
the event a position becomes vacant in a similar classification, within reasonable time from the original 
announcement, management may elect to select a candidate from the applicants who responded to the original 
announcement without posting the position. More than one position may be filled from this announcement. 

Application Process: Please send a letter of interest, resume, and application form AO-78 (available on the 
court’s website at www.waeb.uscourts.gov under Court Information/Court Job Openings) to 
personnel@waeb.uscourts.gov in PDF format. Please note Vacancy Announcement 19-02 on the subject line of 
the email. Applicants selected for interviews will be contacted. Due to the volume of applications anticipated, 
only candidates in consideration for this position will be contacted. This position will remain open until filled. 
Candidates must travel for interviews at their own expense. No relocation expenses will be provided. 

 

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


