
     Case Administrator 

U.S. BANKRUPTCY COURT  
SOUTHERN DISTRICT OF CALIFORNIA 

 
Salary: CL‐24 $40,619 ‐ $66,015 depending on qualifications                                                                         
Promotional potential to the CL-25 $44,851 - $72,934 level                                                                                                                                                                                     
without further competition                                                        
Posting Dates: Tuesday, April 24, 2018 – Friday, May 18, 2018 

 
The United States Bankruptcy Court in San Diego is seeking highly qualified candidates for the full‐time 
position of Case Administrator. The incumbent is responsible for maintaining and processing case 
information and managing the progression of bankruptcy case proceedings from opening to final 
disposition, in accordance with established internal controls, procedures, and rules. Case Administrators 
perform customer service, cashier duties, process mail, answer and route incoming phone calls. 
 
Representative Duties 
• Case Administrators docket, notice, manage the progression of cases, maintain official case 

records, monitor the completion of required procedural steps, review filed documents to 
determine conformity with federal and local rules. 

• Ensure that all orders and automated entries are appropriately and accurately docketed, 
generate and monitor reports, transmit records and close cases in accordance with 
established procedures. 

• Provide quality customer service by answering and routing incoming calls and furnishing basic 
information to the public, bar, and the court, without giving legal advice. 

• Open bankruptcy cases in Case Management/Electronic Case File (CM/ECF) system, 
collect fees, and check electronic data for quality assurance. 

• Process and sort incoming and outgoing mail in accordance with established procedures and 
internal control requirements.  

• Receive cash payment or process credit card payments, issue receipts, secure funds in cash 
register drawer, and balance the cash register drawer each day. 

• Operate a variety of copying and records equipment, assist the public in use of computerized 
databases and maintain closed case archive information.  

 
Minimum Qualifications 
To qualify for the position of Case Administrator, an applicant must have: 
• A high school diploma or equivalent. 
• Two years general work experience, which include a significant amount of customer/public 

interaction. 
• One-year full‐time experience in an office or administrative environment requiring the regular 

application of clerical procedures and involving the routine use of specialized terminology and 
software for word processing/data entry. Such experience is commonly encountered in law 
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firms, banking and credit firms, educational institutions, social service organizations, insurance 
companies, real estate and title offices, and corporate headquarters or human 
resources/payroll operations. 

• Candidate must possess exceptional communication skills since frequent contact is with a wide 
variety of individuals within and outside the Judiciary. 

 
Preferred Qualifications 
• Completion of a Bachelor’s Degree. 
 
Employee Benefits 
The United States Bankruptcy Court is part of the Judicial Branch of the United States Government. 
Court employees are covered by the Court Personnel System (CPS). Court employees are 
considered at‐will and are not covered by federal civil service classifications or regulations. Court 
employees are, however, entitled to the same benefits as other federal employees. These benefits 
include: 
• 13 days paid vacation for the first three years employment, 20 days after three (3) years, 26 days 

after fifteen years; 
• 13 days paid sick leave per year; 
• 10 paid holidays per year; 
• Choice of medical, dental and vision coverage from a wide variety of plans; 
• Federal Employees Life Insurance; 
• Federal Employees Retirement System; 
• Tax deferred retirement savings and investment plan under the Thrift Savings Plan; 
• Long-Term Care Insurance Program; 
• Flexible Spending Program; 
• Commuter Benefit Program (dependent on fiscal year funding); 
• Continuing Education Assistance Program (dependent on fiscal year funding). 

Please visit http://www.uscourts.gov/careers/benefits for additional information on benefits. 
 
Information for Applicants 
The selected candidate(s) will be subject to a background check as a condition of employment. 
Applicants must be U.S. citizens or eligible to work in the United States. Employees are required to 
use the Electronic Fund Transfer (EFT) for payroll deposit. The United States government is an equal 
opportunity employer. 

 
How to Apply 
Submit your cover letter and resume through the court’s website at:  
http://www.casb.uscourts.gov/html/jobs.htm 

 
Resume and cover letters will be accepted through FRIDAY, May 18, 2018. 

 
The Bankruptcy Court reserves the right to amend the conditions of this job vacancy 
announcement, or to withdraw the announcement at any time without prior written or 
other notice. 

http://www.casb.uscourts.gov/html/jobs.htm
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