
 

UNITED STATES COURT OF APPEALS 
ELEVENTH CIRCUIT 
STAFF ATTORNEY’S OFFICE 
 

 
ABOUT THE STAFF ATTORNEY’S OFFICE: The United States Court of Appeals for the Eleventh Judicial Circuit has jurisdiction 
over federal cases originating in the states of Alabama, Florida, and Georgia, and the Staff Attorney’s Office serves the court as a 
central legal staff, assisting it in the disposition of federal appeals through the preparation of legal memoranda.  The Staff Attor-
ney’s Office has approximately sixty attorneys, including career supervisory staff attorneys and staff attorneys who serve stag-
gered two-year terms.  In addition to attorneys, the office has a team of support personnel who perform administrative, operation-
al, and supervisory functions.  
 
POSITION OVERVIEW: The Administrative Manager performs administrative and operational functions for the Staff Attorney’s 
Office and supervises a team of approximately six support staff members.   In addition to supervising and training support staff, 
the Administrative Manager assists the Senior Staff Attorney in developing budget estimates to fund all operating costs of the 
court unit and aids in developing and monitoring spending plans once budget allotments are received.  The Administrative Manag-
er is the Level 3 Contracting Officer for the office and oversees procurement.  The Administrative Manager directs, supervises, 
and monitors the compilation of data and the preparation of statistical reports pertaining to case flow.  The position also has ap-
peals processing and case management responsibilities, including use and supervision of automated case management tracking 
programs.  The Administrative Manager assists in providing human resource management services and advice to the court unit, 
including planning and developing personnel policies and procedures.  The Administrative Manager performs administrative sup-
port services for the Senior Staff Attorney and serves as the liaison to other court units.  
 
PREFERRED QUALIFICATIONS: Applicants should have a minimum of six years of relevant experience in an executive office 
environment dealing with budgetary and/or procurement matters.  Demonstrated management abilities and excellent communica-
tion and interpersonal skills are essential.  Knowledge of current information technology applications and capabilities (particularly 
word processing, spreadsheet, database, and case management applications) is required.  Proficiency in Windows, Word, JIFMS, 
CM/ECF, Excel, Adobe Acrobat, and Lotus Notes is highly desirable.   
 
MANDATORY QUALIFICATIONS: For placement at CL-27, at least two years of specialized experience is required, one of which 
must be equivalent to work at CL-25.  Specialized experience includes progressively responsible experience in at least one but 
preferably two or more functional areas of financial management and administration and/or procurement.  If the selected candi-
date starts this position at CL-27, he or she may later be promoted to CL-28 without further competition.  Likewise, if the selected 
candidate starts this position at CL-28, he or she may later be promoted to CL-29 without further competition.  
 
BENEFITS: Benefits include paid vacation based on federal years of service, paid holidays, sick leave, health and life insurance 
plans, long-term care insurance, Flexible Benefits Program, Federal Employees Retirement System, and Thrift Savings Plan. 
 
HOW TO APPLY: Send a resume, cover letter, and list of at least three professional references to Sara Gilibert, Manager for Re-
cruiting, Training, and Professional Development, Eleventh Circuit Court of Appeals, Staff Attorney’s Office, 56 Forsyth Street, 
N.W., Atlanta, Georgia 30303-2289. 
   
CONDITIONS OF EMPLOYMENT: Applicants must be U.S. citizens or must meet the requirements established by current appro-
priations law.  The selected candidate will be subject to a background check or investigation and subsequent favorable suitability 
determination as a condition of employment.  Selectees to high-sensitive positions such as this are subject to updated background 
investigations every five years.  All employees of the Judiciary are “at will” employees in the excepted service.  The U.S. Courts 
require employees to adhere to a Code of Ethics and Conduct which is available to applicants for review upon request.  Employ-
ees are required to use the Electronic Fund Transfer (EFT) for payroll deposit.  
 

THE UNITED STATES COURTS ARE EQUAL OPPORTUNITY EMPLOYERS. 

POSITION: Administrative Manager LOCATION: Atlanta, Georgia 

TYPE OF APPOINTMENT: Permanent/Full-time DEVELOPMENTAL SALARY RANGE: (CL 27-28) $48,448-$72,014 

FULL PERFORMANCE SALARY RANGE: (CL 27-28) $60,587-$94,436 

OPENING DATE: December 1, 2014 

CLOSING DATE: January 16, 2015 (or until filled) 
AREA OF CONSIDERATION: All Sources—Nationwide 
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