
United States Court of Appeals for the Fourth Circuit 

Career Opportunity 
 

Interior Design Assistant 
 

 

Announcement #: 2018-IDA      Location: Richmond, VA 

Appointment: Fulltime/Career  

Grade/Salary:   CL-28 ($60,440-$98,216) with promotion potential to CL-29 ($71,849-

$116,823) without further competition. Salary is commensurate with 

qualifications in accordance with the U.S Courts Guidelines. 

Closing Date: Open until filled.  Application packages will be reviewed upon receipt. 

 

Position Overview  

The Interior Design Assistant performs administrative, technical, and professional work related to 

interior design as well as related projects, ensuring compliance with appropriate guidelines, policies, 

and approved internal controls. The incumbent researches, coordinates, and provides support for 

new construction projects, remodeling of existing spaces, and tenant alterations. Responsibilities 

include planning, design, technical review, and financial management planning for space and design 

projects within the Fourth Circuit. 

 

Representative Duties  

 Serves as a liaison between the client (Judges and court personnel) and the interior contractors as 

well as furniture, carpet, and finishing vendors.  

 Accurately reviews the space and determines furniture dimensions and equipment requirements.  

 Researches furniture, equipment, carpet, fixtures, and finish specifications. Obtains and reviews 

samples, schedules, catalogs, drawings, etc. for discussion with client. Makes recommendations or 

modifications as necessary to ensure building themes and color schemes fit the client and the 

design intent. 

 Thoroughly assesses requests for goods and/or services by ensuring they are allowable under local 

and national policies and procedures. Negotiates as necessary with vendors, and develops accurate 

cost proposals and funding requests. Makes suggestions and provides recommendations to client as 

necessary.  

 Prepares specification, solicitation, statements of work, and requests for qualifications and/or 

proposals that are thorough, clear, and meet customer requirements.  

 Oversees the procurement of all related items and services. Reviews, evaluates, and verifies receipt 

of products and/or services, and prepares payment requests. 

 Plans and coordinates delivery of purchases, develops moving plans, and coordinates the 

relocation of court assets during and following construction. 

 Updates property inventories and conducts reconciliations. Assists with the disposal and 

disposition of excess and surplus court property and assets. 

 Assists with or manages special projects and performs other duties as assigned. 

 

Qualifications  

Required Qualifications 

 Bachelor’s degree from an accredited college/university in interior design or related field.  

 Two years (full-time) of specialized experience involving space coordination and design.  (One year 

equivalent to work at CL-27.) 

 Ability to conduct in-depth research, analyze options, and manage complex projects and issues.  

 Spatial reasoning and problem-solving skills. 

 



 Ability to evaluate and to tactfully advise as to whether or not proposed purchases will meet client 

needs and design intent. 

 Excellent communication skills, both oral and written. 

 Skill in negotiating terms and conditions of services and contracts with vendors and in preparing 

and maintaining documents and detailed records. 

 Detail-oriented, organized, able to successfully manage and shift between multiple priorities and 

tasks and meet stringent deadlines, and committed to excellent customer service.  

 Strong ability to work independently and collaboratively both with team members and in cross-

agency environments. 

 Thorough working knowledge of CAD, MS Office products, publishing applications, Internet 

searching, and various other types of design-related software applications. 

 Ability to stand for long periods of time.  Ability to frequently bend, stoop, walk, crouch, and 

work in cramped positions. Ability to lift up to 35 lbs. and move furniture. 

 Ability to drive and travel on short notice and sometimes stay overnight. 

 

Preferred Qualifications  

 Master’s degree from an accredited college/university in interior design or related field. 

 Interior Designer Certification. 

 

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 Agency-

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). The court offers a mass transit subsidy (budget dependent). 

 

Application Procedure  

To apply, email (1) a cover letter detailing your qualifications and experience as they relate to the 

requirements of the position; (2) a resume that includes the name, title, and the contact information of 

three professional references; and (3) an AO78–Application for Employment, located at 

http://www.uscourts.gov/forms/human-resources-forms/application-judicial-branch-federal-employment  

to the HR Administrator at ce04_vacancy@ca4.uscourts.gov in a single PDF document. Please include 

the title of the position in the subject line of the email, and please note the name of the website where this 

announcement was located in the cover letter. Receipt of applications will be acknowledged. Following 

acknowledgment, only those selected for an interview will be contacted. Reimbursement for interview-

related travel expenses or any relocation costs incurred by the successful applicant is not provided. 

 

Conditions of Employment  

Applicants must be citizens of the United States or meet requirements under current law. Employees of 

the federal judiciary serve under “Excepted Appointments,” and are thus “at-will,” and as such, can be 

terminated with or without cause. Employees are subject to the Judicial Code of Ethics and Conduct, 

which is available to applicants for review upon request. All applicant information is subject to 

verification. The appointment to the position is provisional pending a suitability determination by the 

Court based on the results of a FBI background check that includes fingerprinting. 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 written or other type of notice.  

 

The U.S. Court of Appeals for the Fourth Circuit is an Equal Opportunity Employer. 

http://www.uscourts.gov/forms/human-resources-forms/application-judicial-branch-federal-employment
mailto:ce04_vacancy@ca4.uscourts.gov

