
UNITED STATES DISTRICT COURT 

SOUTHERN DISTRICT OF NEW YORK 
 

 
DATE:   June 8, 2016 

POSITION:  Generalist (Finance)  Multiple positions may be filled from this vacancy. 

LOCATION:   500 Pearl Street, New York, New York 10007 

TERM:   Permanent 

CLASS LEVEL:  Up to CL-25 

SALARY:   $29,197 - $71,932   

(Depending on qualifications and experience) 

CLOSING DATE:  June 22, 2016 

VACANCY NO:  16-18 

 

 

DUTIES AND RESPONSIBILITIES: The Financial Generalist will perform duties assigned in support of the review of 

pleadings and similar documents, and payments associated with the financial operations of the Clerk’s Office. Duties 

include: informing customers of required fees; receiving payments; issuing receipts; securing funds in a cash register; balance 

cash drawer; process credit card payments for filed documents and payments; collect filing fees; perform accounting of funds 

paid into the Court and for funds disbursed by the Court; maintain and analyze accounting records; reconcile variances 

between account summaries; review vouchers for validity and completeness prior to payment; prepare daily, monthly, 

quarterly, bi-annual, and annual reports; provide basic information to the public, the bar, and the Court; enter and retrieve 

data from an automated financial management database. The incumbent will review, and accept case initiating pleadings 

and other documents for filing that conform to the Federal Rules of Civil Procedure and the Local Rules of the Court. Open 

civil cases in the Case Management/Electronic Case Filing System and docket initial case opening events, in conformance to 

established court rules and procedures. The incumbent will also perform other duties as assigned. 

 

REQUIRED QUALIFICATIONS: To be considered for this position you must be a high school graduate, or equivalent.  To 

qualify for CL-23, you must have two years of general experience. To qualify for CL-24, you must have at least one 

year of specialized experience equivalent to work at the CL-23 level. To qualify for CL-25, you must have at least 

one year of specialized experience equivalent to work at the CL-24 level.  

 

GENERAL EXPERIENCE: Progressively responsible clerical, office, or other work that indicates the possession of, or the 

ability to acquire, the particular knowledge and skills needed to perform the duties of the position. 

 

SPECIALIZED EXPERIENCE: Progressively responsible clerical or administrative experience that provided 

knowledge of the rules, regulations, practices and principles, of financial administration and/or accounting; and 

involved the routine use of automated financial and accounting systems or other computer based systems and 

applications such as word processing, spreadsheets or databases.  

 

EDUCATIONAL SUBSTITUTION: College education may be substituted for general experience. 

 

REQUIRED SKILLS: Applicants must be skilled in data entry, word processing and possess the ability to type 50 word 

per minute.  

 

PREFERRED SKILL: Knowledge of legal terminology is highly desirable.  

 

APPLICATION  PROCEDURE: To be considered for this position, please submit a resume detailing your 

education and work  experience along with a cover letter. The cover letter must indicate the position for  which  you  

are  applying (including the announcement number),  and identify how your education and/or experience relate to 

the duties and responsibilities of the position. Resumes without the cover letter addressing the qualifications will not 

be considered.  Only candidates considered for the interview will be contacted. 
 
 
 
 
 



Please submit your resume and cover letter to: 

U.S. District Court 

500 Pearl Street 

New York, New York 10007 

ATTN: Human Resources, Suite 310 

Or Personnel@nysd.uscourts.gov 

 

Applicants must be U.S. citizens or lawful permanent residents seeking U.S. citizenship. Employees of the United States 

District Court are not included in the government’s Civil Service classification and are at-will employees. All employees are 

required to adhere to the Code of Conduct for judicial employees. The successful candidate for this position is subject to a 

background check. This position is subject to mandatory electronic funds transfer for payment of net pay. 
 

 
 

EQUAL OPPORTUNITY EMPLOYER 


