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DUTIES AND RESPONSIBILITIES

REPRESENTATIVE DUTIES

UNITED STATES PROBATION AND PRETRIAL SERVICES
WESTERN DISTRICT OF WASHINGTON

SUPERVISING U.S. PROBATION AND PRETRIAL SERVICES OFFICER
(Open to current or former U.S. Probation and/or Pretrial Services officers only)

16-WAW-11
March 29, 2016
April 25, 2016

The U.S. Probation and Pretrial Services Office for the Western District of Washington is
currently accepting applications for a Supervising U.S. Probation and Pretrial Services Officer.
The assignment to a duty station is at the discretion of the Chief. Frequent travel within the
district is required as is some out of district travel.

The purpose of this position is to provide leadership for staff and to support for the decision-
making authority of the Chief U. S. Probation and Pretrial Services Officer with a focus on
coordination of investigative and supervision services. The SUSPO is responsible for driving
organizational excellence while leading and coordinating the major programs of the
organization.

e Assigns and schedules work in the unit, ensuring adequate resources are available for
investigative and supervision services.

e Reviews and evaluates all investigative and supervision work in the unit to ensure
accuracy, quality, timeliness, and adherence to statutes, judiciary and court policies,
procedures, and guidelines.

e Leads and champions evidence based practices within the district.

e Confers regularly with probation officers; assists officers in improving supervision,
investigative, and writing skills.

e Assists officers in meeting the needs of defendants with complex problems and
circumstances; provides leadership in the development of alternatives, utilization of
community resources, and the application of professionally sound case management
principles.

e Demonstrates, in communication and in action, a strong commitment to furthering the
Chief Probation and Pretrial Service Officer’s goals.

e Conducts unit staff meetings to provide direction and guidance to staff, identify
performance and operational problems, and develop creative solutions.

e Provides clear communication between line staff and senior management to implement
and accomplish the goals of the district.

e Evaluates the performance of officers in the unit on a consistent and timely basis.

e Fosters a positive work environment, promoting morale and encouraging dedication and
enthusiasm.

e Works collaboratively with a team of U. S. Probation and Pretrial Services supervisors.

e Promotes staff development through training, coaching, and facilitating professional
development.




QUALIFICATIONS

ADDITIONAL QUALIFICATIONS

PREFERRED QUALIFICATIONS

e Develops understanding and cooperative relationships with judges, the court family, other
law enforcement, community service agencies, and the public and provides consultation
concerning specialized service programs.

e Develops programs for enhancing the performance of excellence and service in the unit
and the district.

e Implements all new or revised policies, procedures, guidelines, or statutes as directed, and
communicates the rationale for such implementation to all assigned staff.

e Participates in administrative level planning.

e Performs additional duties as required by the Chief and Deputy Chief Probation and
Pretrial Services Officers.

e Knowledge of, and compliance with, the Code of Conduct for Judicial Employees and court
confidentiality requirements. Ability to demonstrate sound ethics and mature,
professional judgment as an objective, neutral officer of the court.

To qualify for this position, candidates must have at least three years experience as a U.S.
Probation and Pretrial Services officer including at least one year as a CL-28 probation officer in
the U.S. Courts.

e Broad knowledge of and experience with the criminal justice and U.S. Probation and
Pretrial Services systems;

e Strong skills in: leadership, flexibility, initiative, listening, courage and creativity;

e Ability to build trust and confidence with staff;

e Willingly listens and solicits feedback; gives feedback with courage and diplomacy;

e Ability to incorporate and analyze data;

e Demonstrated ability to work collaboratively within a team;

e Capability of dealing skillfully with others in professional work relationships;

e Commitment to upholding and promoting district’s mission statement;

e Professional written and verbal communication skills;

e Ability to exercise mature judgment, discretion, confidentiality and courage;

e Commitment to and demonstration of continued professional development;

e Strong work ethic and integrity;

e Proficient in using technology.

e Five years experience as a federal probation and pretrial services officer with experience in
pretrial, presentence, and post conviction supervision;

e Participation in administrative processes through active committee membership or special
assignments;

e Experience in training staff on policy and procedure matters or case management issues;
o Demonstrated interest in professional development and self-improvement;
e Master’s degree in a field relevant to corrections or management;

e Participation in the Federal Judicial Center’s Leadership Program. If the successful
candidate has not participated in the LDP, it is required after promotion.




SALARY RANGE

INFORMATION FOR
APPLICANTS

Court Personnel System Classification Level:
CL29, Step 1 — 61, $72,209 — $117,396
CL30, Step 1 - 61, $85,326 — $138,730
Depending on experience and qualifications

Submit a cover letter, resume, and a supplementary statement in 500 words or less: Based on
the following definition of Managerial Courage, provide one example of how you have
demonstrated this trait.

Managerial Courage:

e Provides clear direction

e Ensures that directives and decisions are aligned with core values (personal and
organizational)

e Reinforces court unit policies

e Takes decisive and timely action where appropriate and in the best interest of the
court

e Makes tough but informed decisions

e Makes the unpopular decisions

e Acknowledges and handles situations, even difficult ones, as they arise

e Provides staff with a complete picture of their performance and conduct, offering
action steps to help staff either change or improve future behavior

e Provides constructive feedback

e Speaks honestly and directly about situations, both positive and negative.

Human Resources (#16-WAW-11)
U. S. District Court

700 Stewart Street, Suite 2218
Seattle, WA 98101

or via e-mail (Word or Acrobat .pdf format) to:
seattle personnel@wawd.uscourts.gov

Only qualified applicants will be considered for this position. Applicants must be United
States citizens or eligible to work in the United States. Applicants selected for interviews
must travel at their own expense. Qualified applicants selected for interviews will be tested.

The United States District Court requires employees to follow a code of conduct which is
available upon request. Reference checks with current and former employers will be
conducted on top candidates. A background investigation with law enforcement agencies,
including fingerprint and criminal record checks, will be conducted as a condition of
employment. Any applicant selected for a position will be hired provisionally pending
successful completion of the investigation. Unsatisfactory results may result in termination of
employment.

The Federal Financial Management Reform Act requires direct deposit of federal wages.
The Court provides reasonable accommodations to applicants with disabilities. If you need a
reasonable accommodation, please notify human resources. The decision on granting

reasonable accommodations will be made on a case by case basis.

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



mailto:seattle_personnel@wawd.uscourts.gov

occur without prior written or other notice. In the event that a position becomes vacant in a
similar classification, within a 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.

The United States District Court is an equal opportunity employer and values diversity in the work place.




