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 Ability to follow safety procedures.  
 Ability to compile and summarize information (such as background checks and criminal histories) within established timeframes.  
 Ability to organize and prioritize work, work independently with little or no supervision, and to exercise discretion. 
 Ability to work under pressure of short deadlines.  
 Ability to interact and communicate effectively (orally and in writing) with people of diverse backgrounds.  
 Skill in the use of automated equipment including mobile devices, word processing, spreadsheet, and database applications, and 

various other types of software.  
 Ability to be innovative and creative to contribute to a positive work environment. 
 
PREFERRED QUALIFICATIONS 
 Knowledge of the roles and functions of the federal probation and/or pretrial services offices, including knowledge of the legal 

requirements, practices and procedures used in probation, parole, and/or pretrial services. Knowledge of how other judicial 
processes and procedures relate to the officer’s roles and responsibilities. 

 Bilingual (Spanish/English) skills are preferred. 
 

REQUIRED EDUCATION 
Completion of a bachelor's degree from an accredited college or university in a field of academic study, such as criminal justice, 
criminology, psychology, sociology, human relations, or business or public administration, which provides evidence of the capacity to 
understand and apply the legal requirements and human relations skills involved in the position. 
 
REQUIRED EXPERIENCE 
In addition to meeting education requirements, applicants must also have specialized experience in the amounts shown in the table 
below: 
 

Level Minimum Experience 

CL-25 One year of specialized experience equivalent to work as a CL-23. 

CL-27 Two years of specialized experience, including at least one year equivalent to work as a CL-25. 

CL-28 Two years of specialized experience, including at least one year equivalent to work as a CL-27. 

 
Specialized Experience:  Progressively responsible experience, gained after completion of a bachelor’s degree, in such fields as 
probation, pretrial services, parole, corrections, criminal investigations, or work in substance/addiction treatment. Experience as a 
police, custodial, or security officer, other than any criminal investigative experience, is not creditable. 
 
Educational Substitution:  At the CL-25 level, one year of specialized experience may be substituted with an overall “B” GPA 
equaling 2.90 or better of a possible 4.0; standing in the upper third of the class; “3.5” average or better in the major field of study, 
such as business or public administration, human resources management, industrial relations, or psychology; election to membership 
in Phi Beta Kappa, Sigma XI, or one of the National Honorary Scholastic Societies meeting the minimum requirements of the 
Association of College Honor Societies, other than Freshman Honor Societies; or completion of one academic year (30 semester or 45 
quarter hours) of graduate work in a field of study closely related to the position.   
 
At the CL-27 level, two years of specialized experience may be substituted with the completion of a master’s degree in a field of study 
closely related to the position, or a Juris Doctor (JD) degree. 
 
MEDICAL REQUIREMENTS & EXAMINATION 
The duties of probation officers require the investigation and management of convicted criminal offenders who present physical 
danger to officers and to the public. In the supervision, treatment, and control of these offenders, these duties require moderate to 
arduous physical exercise, including prolonged periods of walking and standing, physical dexterity and coordination necessary to 
operate a firearm, and use of self-defense tactics. On a daily basis, these officers face unusual mental and physical stress because they 
are subject to danger and possible harm during frequent, direct contact with individuals who are convicted of committing Federal 
offenses.   
 
Prior to appointment, the selectee considered for this position is required to undergo an extensive medical examination and drug 
screening. Upon successful completion of the medical examination and drug screening, the selectee may then be appointed 
provisionally, pending a favorable suitability determination by the court.  
 
In addition, as a condition of employment, the incumbent will be subject to ongoing random drug screening, updated background 
investigations every five years, and as deemed necessary by management for reasonable cause, may be subject to subsequent fitness-
for-duty evaluations.   
 



The medical requirements for law enforcement officer and officer assistant positions are available for public review on the 
www.uscourts.gov website under Officer and Officer Assistant Medical Requirements.   
 
MAXIMUM ENTRY AGE 
First-time appointees to positions covered under law enforcement officer retirement provisions must not have reached their 37th 
birthday at the time of appointment. Applicants 37 or over who have previous law enforcement officer experience under the Civil 
Service Retirement System or the Federal Employees' Retirement System and who have either a subsequent break in service or 
intervening service in a non-law enforcement officer position may have their previous law enforcement experience subtracted from 
their age to determine whether they meet the maximum age requirement. 
 
BENEFITS 
Employees of the United States District Court are not covered by the Office of Personnel Management’s civil service classification 
system or regulations and are considered “at-will” employees. Judiciary employees are, however, entitled to the same benefits as other 
federal employees. These include:   
 Ten paid Federal holidays 
 Paid annual and sick leave 
 Retirement benefits under the Federal Employees Retirement System (FERS) 
 Tax Deferred Retirement savings and investment plan under Thrift Savings Plan (TSP) with employer matching contributions 
 Health benefits under the Federal Employees Health Benefits Program (FEHB) 
 Supplemental Dental and Vision Benefits offered through Federal Employees Vision and Dental Plan (FEDVIP) 
 Life insurance benefits under the Federal Employees Group Life Insurance Program (FEGLI) 
 Group Long Term Care Insurance through CNA  
 Flexible Benefits Program for health care reimbursement and child care reimbursement 
 Federal Employees Group Long Term Disability Program (FEGLTD) 
 Long Term Care Insurance through the Federal Judiciary or the Office of Personnel Management (OPM) 
 
APPLICATION PROCEDURES 
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 will be tested. Applicants must 
submit all of the following documents to be considered for this position. Incomplete packets will not be considered. Applicant 
materials submitted in addition to the required documents will not be considered or retained.      
 

1) Letter of Interest 
2) Detailed and current resume 
3) Completed Application for Judicial Branch Federal Employment (Form AO‐78). You may download this form from our 

website http://www.arwp.uscourts.gov/index.php/employment. Date of birth and undergraduate GPA must be reported on the 
application form. 

4) Official copy of all bachelor’s and master’s degree college transcripts. 
 
Email your complete packet to: hr@arwp.uscourts.gov (single PDF document preferred). Please reference the vacancy announcement 
number in the subject of the email.    
 
Due to the volume of applications received, only candidates who are selected for interviews will receive a response regarding their 
application and only applicants who are interviewed will receive a written response regarding their application status.   
 

__________________________________________ 
 

This position is subject to mandatory electronic funds transfer (direct deposit). 
 

The U.S. Probation Office provides reasonable accommodations to applicants with disabilities.   
If you need a reasonable accommodation, please notify human resources. 

 
If a subsequent vacancy of the same position becomes available within a reasonable time of the original announcement,  

the Chief U.S. Probation Officer may elect to select a candidate from the original qualified applicant pool. 
 

The U.S. Probation Office reserves the right to modify the conditions of this job announcement or withdraw the announcement,  
which may occur without prior written or other notice. 

 
The United States Probation Office for the Western District of Arkansas 
is an Equal Opportunity Employer and values diversity in the workplace. 

 
__________________________________________ 


