
Notice of Career Opportunity
______________________________________________________________________

      United States District Court
     Eastern District of Missouri

______________________________________________________________________

Posting Date: September 8, 2008

Position Title: Information Technology (IT) Manager

Salary Range: CL 29 $62,132 - $77,670
CL 30 $73,419 - $91,781 
Commensurate with qualifications and experience

Position Location: St. Louis, MO

Closing Date: Open until filled

Position Summary
This is a senior level professional, managerial position which provides leadership and supervision to
the information systems/technology department.  The incumbent reports to the District Court
Automation Council, consisting of a judge and court unit executives.  This position provides services
to the judges and staff of the District Court, Probation and Pretrial Services offices.  The incumbent is
responsible for the automated systems within the unit through introduction, application, operations,
coordination, and integration of all units serviced. The incumbent is also responsible for training
personnel in automated system(s) use and for coordinating and integrating all office automation
equipment within the court unit.  The position requires a strong customer service orientation and an
ability to communicate in a professional manner.

Representative Duties
• Communicates a clear and consistent strategy for matching information technology with the

objectives and mission of the court units served by the department.
• Direct daily operations of departments to include analyzing workflow, establishing 

priorities, developing standards, and setting deadlines. Supervise staff to include 
assigning and reviewing work, establishing standards, evaluating performance, and 
recommending personnel actions. 

• Develops short and long range automation improvement plans for the court, ensuring that 
changes can be implemented with minimal disruption to critical operations at the court site.

• Manages execution of implementation plans in the court for all major automated systems.
Adapts software and documentation; performs testing; establishes operating procedures; 
devises security systems for hardware, software and data.  Establishes training in system use
and capabilities.



• Manage courtroom technology and telecommunications capabilities.  Ensure web 
development and management, manage remote and mobile information systems and have 
oversight for equipment and property inventory. 

• Develops budget justification for systems equipment, upgrades and normal operations.  May
monitor or approve all expenditures for automation operations.

• Develop specific system applications to satisfy local court needs.  This may involve 
making adaptations to a national system, or it may mean participating in the planning for, and
the acquisition of a specific system for the court unit.  Maintains library of software, 
including documentation of locally developed material.

• Designs and develops special management reports as required for different units of the court.
• Oversees automation maintenance programs for all court units.

Qualifications Required

EXPERIENCE
Three to five years of specialized information technology and automation experience required.  Three
years of professional management experience preferred. 

Candidates must demonstrate proven skills in problem solving, resource management and staff
motivation.  They must be able to communicate effectively both orally and in writing.  

EDUCATION
A bachelor’s degree from an accredited four-year college or university is required.  A master’s degree
is preferred.

Conditions of Employment

Candidates must be able to show proof that they meet citizenship requirements for employment by the
United States Courts and must be able to pass a full background investigation, including a criminal and
credit check. 

Court employees must adhere to all Judicial Conference regulations, specifically the Code of Judicial
Conduct.

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

The United States District Court is a part of the federal judiciary.  Although positions in the federal
judiciary are comparable to civil service in salary, leave accrual, health benefits, life insurance and
retirements benefits, the IT Manager is an EXCEPTED service appointment.  The IT Manager is an
AT-WILL employee who serves at the pleasure of the court and, as a general rule, can be terminated
by the court with or without cause.

Benefits

Paid holidays Life Insurance
Paid sick days Long Term Care Insurance
Paid vacation Flexible Benefits
Family Medical Leave Act Provisions Federal Employee Retirement Plan
Health Insurance Benefits (variety of plans) Thrift Savings Plan with Investment Options



Application Procedures and Information

Qualified persons are invited to submit:

• letter of application
• current resume
• completed application for judicial branch employment, form AO-78 (available at

http://www.uscourts.gov/forms/AO078.pdf)
• contact information for three professional references 

Application materials may be submitted via mail or e-mail to the following address:

U.S. District Court 
Eastern District of Missouri
Attn: Nicole Rode (ITMGR-08)
Personal & Confidential
111 South Tenth St.
St. Louis, MO 63102

e-mail: nicole_rode@moed.uscourts.gov

Candidates meeting the minimum requirements will be screened and selected by the automation council. 
Candidates for interviews will travel at their own expense.

The court reserves the right to modify the conditions of this job announcement.

The United States District Court is an EQUAL OPPORTUNITY EMPLOYER.


