
 
 

U.S. Court of Appeals for the Fourth Circuit 
Office of the Clerk 

Position Announcement 19-01 
 

 
POSITION: CM/ECF Operations Specialist 

LOCATION: Fourth Circuit Clerk's Office, Richmond, Virginia 

SALARY/CLASSIFICATION LEVEL: $51,368 - $83,529 (CL 27) 

CLOSING DATE:  Apply by August 23, 2019- open until filled 
 

ABOUT THE COURT 

The United States Court of Appeals for the Fourth Circuit is one of twelve regional appellate courts within 
the federal judicial system. The court hears appeals from the nine federal district courts in Maryland, 
Virginia, West Virginia, North Carolina, and South Carolina and from federal administrative agencies. The 
court’s headquarters are in Richmond, Virginia. For more information about the Fourth Circuit Court of 
Appeals, please visit: http://www.ca4.uscourts.gov. 

 

POSITION OVERVIEW 
The CM/ECF Operations Specialists are responsible for system review and problem solving associated with 
the use of the Case Management/Electronic Case Filing (CM/ECF) system, and assist with the testing and 
implementation of new releases of this product.  The incumbents analyze operational procedures, gather input 
from users, recommend improvements to processes, and test procedures.  The incumbents also draft, update, 
maintain, and distribute all case management documentation. The CM/ECF Operations Specialists are 
responsible for the initial and ongoing case management training.  The incumbents assist systems staff for 
research and testing of software and software fixes and enhancements.  The CM/ECF Specialists are 
responsible for monitoring and measuring the level of data quality and quantity of work produced by the case 
management sections. 
 
• Plan and implement quality control audit procedures for the Case Management/Electronic Case Files 

(CM/ECF) system. Provide assistance to systems staff for research and testing of automation software and 
system fixes and enhancements. Participate in the planning for and implementation of new operating 
procedures. Act as liaison between systems personnel and non-automation staff in troubleshooting 
computer hardware/software problems and answering computer related questions.  

• Audit docket activity and the integrity of work product by comparing actual work against standards. 
Compile, analyze, and evaluate the measurement data collected. Prepare reports and present and explain 
findings to teams. Prepare reports and present and explain findings to case management teams.  

• Draft, revise, maintain, update and distribute the Docketing Manual, flow charts, case opening manuals, 
case management meeting minutes, and all other case management documentation.  

• Design and develop training programs as needed, including orientation and training for new case managers 
and in-service workshops on case management topics. Provide classroom training, one-on-one training, 
and presentations to case management.  

• Analyze and evaluate the procedures and tools (automated systems, forms, local rules, etc.) that are used 
by staff in the management of cases. Recommend improvement in processes and changes designed to 
improve overall quality, quantity, and efficiency of the work product.  

• Work closely with case management staff and systems staff in recommending and implementing new case 
management functionality.  Test new case management system releases from the Administrative Office.   
Assist with training and support of new case management system releases. 

• Participate in designing, modifying, and managing CM/ECF form template library.  Test templates prior to 
implementation.  Assist with writing code to automate form data inclusion to increase accuracy and 
efficiency. 
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• Participate in the configuration and maintenance of the user interfaces in CM/ECF including populating 
validation tables and creating or modifying a dictionary of data entry (docketing) events used in filing and 
recording documents with the court.  Assist with developing isConditionals and PreFunctions to 
manipulate the CM/ECF dictionary for accuracy and efficiency.  Verify dictionary changes before they are 
put into production.  Coordinate further testing with operations staff members. 

• Identify and evaluate future needs from the CM/ECF and interfacing systems, report those needs to 
management, and with approval, prepare and submit those requests to the Administrative Office. 

• Serve as a circuit representative on Administrative Office national working groups.  In conjunction with 
management, determine the court's requirements, express and advocate for local needs in the development 
of national programs.  

 

QUALIFICATION REQUIREMENTS 
The position requires a comprehensive knowledge of the federal Case Management/Electronic Case Filing System 
(CM/ECF) and federal and local appellate practice and procedure; skill in handling complex procedural matters; 
strong written and verbal communications skills; ability to write clear, concise documentation; strong 
teaching/training skills; ability to interact effectively with technical and non-technical staff; skill in using 
automated case management systems; skill in researching, identifying issues, and problem solving; skill in 
reviewing procedures, policies, and manuals and recommending and implementing improvements; ability to work 
independently with minimal direction or oversight; ability to lead a team in developing concrete suggestions and 
implementation plans for process improvement initiatives; leadership and teamwork skills, and tact and 
interpersonal skills are essential. 

 

EMPLOYEE BENEFITS 

Vacation time accrues at a rate of 13 days per year the first three years and increases with tenure. Sick days 
accrue at a rate of 13 days per year. Ten paid holidays are provided annually. A variety of employer- 
subsidized federal health insurance plans are available. Dental and vision coverage, life insurance, and long-
term care insurance are available. A flexible spending account program is provided. Employees participate 
in both the Federal Employees Retirement System (FERS) and the Thrift Savings Plan (similar to a 401(k) 
plan, with employer matching). The court offers a mass transit subsidy (budget dependent). 

 
 

CONDITIONS OF EMPLOYMENT 

Applicants must be citizens of the United States or be eligible to work in the United States and receive 
compensation. Appointment to the position is provisional pending a suitability determination by the Court, 
based on the results of a background check. Employees of the federal judiciary serve under “Excepted 
Appointments,” and are thus at-will employees who serve at the pleasure of the Court. Employees are 
required to use Electronic Funds Transfer (EFT) for payroll deposits. 

The Court reserves the right to modify the conditions of this job announcement, to withdraw the job 
announcement, or to fill the position sooner than the closing date, if a closing date is shown; any of these 
actions may occur without any prior notice. 

 
 

APPLICATION PROCEDURE 

To apply, please submit (1) a cover letter detailing your qualifications and experience as they relate to the 
requirements of the position and (2) a resume that includes the name, title, and contact information of three 
professional references.  Applications should be emailed to: 4cca-vacancy@ca4.uscourts.gov, with a 
subject line referencing “Job Announcement 19-01.” Applications should be received by August 23, 2019, 
to receive full consideration. 
 
The United States Court of Appeals for the Fourth Circuit is an Equal Opportunity Employer. 
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