
United States Probation and Pretrial Services Office, Eastern District of Arkansas 

 

Supervisory Probation Officer (Pretrial/Supervision)                  Job Announcement Number:  2013-03 

 

 

Salary Schedule Table 01 Ranges: 

CL 29:  $65,439 to $106,399 

CL 30:  $77,347 to $125,705 

 

 

Position Overview: 
 

The U.S. Probation and Pretrial Services Office for the Eastern District of Arkansas has an immediate opening 

for a Supervisory U.S. Probation Officer. The Supervising U.S. Probation Officer position requires experience 

in general management, project management, employee supervision, strategic planning, and training.  This 

position will manage a unit of probation officers who conduct pretrial investigations and/or provide supervision 

services. The supervisor will provide direction and guidance for unit staff and provide administrative oversight 

for the unit.  In-state and out-of-state travel is required.  More than one position may be filled from this 

announcement without further advertising. 

 

Employee supervision duties include, but are not limited to:  hire recommendations; performance and conduct 

counseling; performance appraisal; policy and procedure interpretation, instruction, development, and 

implementation; case reviews; and staff development. The Supervisory Probation Officer must have a working 

knowledge of the applicable national, federal, and local policies and procedures for probation and pretrial 

services.  The policies and procedures include the Guide to Judiciary Policy, and the federal monographs for the 

pretrial, presentence, and supervision units.  The supervisor is expected to provide assistance and support to unit 

staff to manage rehabilitative programs and services for defendant and offender populations, and prepare 

investigative reports for the Court, and the Bureau of Prisons.  A working knowledge of the federal judicial 

system is required.  Analytical acumen and good judgment are essential to be successful in this position. 

 

Opening Date: Friday, April 19, 2013  

 

Closing Date: Friday, May 10, 2013  

 

Position Location: There are three offices within the Eastern District of Arkansas: Pine Bluff, Jonesboro, and 

Little Rock.  The assignment to a duty station is at the discretion of the Chief Probation Officer.   

 

The U.S. Probation Office for the Eastern District of Arkansas offers some distinct advantages: 

 

- A collegial bench that fully supports the mission of the U.S. Probation and Pretrial Services Office;  

 

-The Brookings Institution MetroMonitor ranks Little Rock and its surrounding communities the fourth 

strongest economy in America, while The Wall Street Journal ranks it the sixth best real estate market; and  

 

- According to Forbes.com, the region is the second best "Bang-for-the-Buck" city and the nation's seventh best 

place for jobs. 

 

Education and Professional Work Experience Requirements: 
 

A minimum of a baccalaureate degree is required in one of the following academic disciplines:  business 

administration; public administration; psychology; sociology; social work; counseling; criminology; or criminal 



United States Probation and Pretrial Services Office, Eastern District of Arkansas 

 

Supervisory Probation Officer (Pretrial/Supervision)                  Job Announcement Number:  2013-03 

 

justice.  This is a management position which requires experience in general management, project management, 

employee supervision, strategic planning, and staff development. 

 

CL 29 Experience Requirement:  three years specialized experience is required, including at least one year as a 

CL28 Probation/Pretrial Services Officer in the United States Courts (federal judiciary). 

 

CL 30 Experience Requirement:  at least three (3) years of specialized experience is required, including at least 

one year as a CL 29 Probation\Pretrial Services Officer in the United States Courts (federal judiciary). 

 

There is no substitute for the specialized experience requirements at the CL 29 or the CL 30 classification 

levels.   

 

A minimum of one year of progressive, more responsible general management experience is needed. Post-

conviction supervision or pretrial services experience is preferred. 

 

Specialized experience must have included progressively responsible administrative, technical, professional, 

supervisory, or managerial experience that provided an opportunity to gain: (a) skill in dealing with others in 

person-to-person work relationships; (b) the ability to exercise sound and mature judgment; and (c) a 

knowledge of the basic concepts, principles, and theories of management and the ability to understand the 

managerial policies applicable to the U.S. Probation & Pretrial Services Office. 

 
Desirable Characteristics: 
 
As substantial personal contact with Judicial Officers, staff, the public, and other agencies is required, 
successful candidates must be able to maintain a professional demeanor, work harmoniously with others, and be 
responsive, courteous, and polite.  Successful candidates must be flexible and conscientious about detail and 
accuracy and must be able to balance the demands of varying workload responsibilities and deadlines.  
 
Our organization is looking for happy (positive outlook and want to serve others), helpful (fully involved self-

starter who utilizes skills independently and interdependently), curious (embraces learning to be an expert in our 

changing field), accountable (not about deadlines as much as about clear expectations designed to produce 

results), and be good to great at what you do. 

 

Background Investigation and Medical Standards: 
 

U.S. Probation Officers transferring to another district are not required to undergo a medical examination, drug 

testing, or the initial OPM background investigation.  However, the standards for the probation officer 

background re-investigation will apply. At the discretion of the receiving Chief U.S. Probation Officer, a drug 

test and/or medical exam may be requested if through direct observation or objective evidence an officer is 

unable to perform the job functions as defined in the medical guidelines. Also, at the Chief’s discretion, the 

most recent reinvestigation report completed on behalf of the officer may be examined. 

 

Application Procedures: 
 

Applicants must submit a cover letter, the October 2009 Judicial Branch Federal Employment (AO-78) 

application, KSA supplemental statement, copies of your last two performance evaluations, and detailed 

resume. Access and download the complete position description, the employment application, and this 

announcement by visiting the careers page at http://www.arep.uscourts.gov.  Application documents for the 

http://www.arep.uscourts.gov./
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Supervisory Probation Officer position will be accepted through the close of business Friday, May 10. 2013.  

Electronically transmit your application documents to arepdb_humanresources@arep.uscourts.gov.  

 

Supplemental Statement 

 

The supplemental statement is a document created/written by you expressing your knowledge, skills and 

abilities (referred to as KSAs) in response to the list below.  The supplemental statement is important in the 

application process since the responses to each KSA are rated, scored and compared amongst other applicants.  

Therefore, to receive full consideration, applicants should ensure the supplemental statement addresses all 

KSAs.  Otherwise, an applicant may be considered ineligible for this position.  The supplemental statement 

should not exceed six (6) single-spaced typed pages.  Applicants should respond in writing to the following 

KSAs.  Relevant examples of how the applicant has displayed the KSAs are encouraged.  
 

KSA #1 Receptive to change, new techniques, technology, etc.  Ability to take initiative or accept 

personal risk to implement an initiative or new idea.  Describe instances in which you have 

demonstrated this ability. 

KSA #2 Knowledge, skill, and ability in the area of managing, leading, and communicating with 

people.  This KSA includes staff development; establishing work measurement performance 

standards analyzing workload distribution; monitoring; controlling quality; motivating staff; 

managing and championing change; and empowering teamwork.  Describe at least one 

project where you effectively established a leadership role you employed to make the project 

a success. 

 

KSA #3 Broad knowledge of techniques in supervising defendants. Skill in supervising defendant's 

risk assessment, and developing appropriate alternatives and sanctions to non-compliant 

behavior. Skill in counseling defendants to maintain compliance to conditions of their release.  

 

KSA #4 Skill in communicating (orally and in writing) and working with judges, counsel, and other 

law enforcement agencies. Ability to interact and communicate effectively (orally and in 

writing) with people of diverse backgrounds, including law enforcement and collateral 

agency personnel at different government levels, community services providers, and 

defendants. Ability to interview and establish rapport with contacts at collateral agencies, 

defendants and their families/support systems, and others for the purpose of supervision and 

investigation.  

 

KSA#5 Broad knowledge of investigative techniques and skill in investigating defendant’s 

background, activities, finances, and determining legitimacy of their income. Broad 

knowledge of automated/internet resources and systems available for conducting background 

checks, criminal histories, and other similar information.  

 

 

 The U.S. Probation Office reserves the right to modify the conditions of this job announcement or 

withdraw the job announcement or to fill the position earlier than the closing date, any of which actions 

may occur without prior written notice. Hiring may be constrained by budgetary considerations. Internal 

applicants for JVA-2013-02 that wish to be considered for JVA-2013-03 must submit the complete 

application packet stated herein including the supplemental statement.  
 

An Equal Employment Opportunity Employer 
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Job Summary  

The Supervisory Probation/Pretrial Services Officer performs supervisory work related to the full range of 
probation or pretrial services officer law enforcement duties. The Supervisory Probation/Pretrial Services 
Officer primarily directs law enforcement officers assigned to the monitoring, investigation, and 
supervision of offenders/defendants. The incumbent also supervises certain technical and administrative 
staff. 

 

Representative Duties  

 Supervise professional law enforcement, technical, and support staff in their duties, including 
establishing standards, evaluating performance, handling minor infractions, and recommending 
disciplinary actions. Confer regularly with staff to provide direction and assistance in case 
situations and with general operational procedures. Receive, prioritize, and assign work to staff, 
ensuring that work is assigned fairly and equitably. Monitor time and attendance and evaluate 
and approve leave requests. Provide training and orientation for new staff members. Serve as a 
resource for officers and other staff to assist with performing work successfully and efficiently. 
Develop and implement training programs for officers and staff. Make recommendations 
regarding new hires, personnel actions, and terminations. 

 Review and edit written work, including case plans, correspondence, and reports submitted to 
the court. Ensure that recommendations made by officers to the court adhere to local and 
national policy and guidelines. Ensure adequate coverage for office activities, court 
appearances, etc. Conduct audits and reviews of case work. Analyze management reports for 
efficient distribution of work. Establish schedules and deadlines for completion of work. 

 Develop recommendations and advise the court on appropriate issues. Assist senior managers 
in the formulation and modification of office management policies. Assist in monitoring the work 
of vendors and contractors, including negotiating terms of agreement, evaluating work, ensuring 
that contract terms are met, and related activities. 

 Communicate and respond to management requests regarding case operations. Answer 
procedural questions for judges, staff, and the public. Provide customer service and resolve 
difficulties while complying with regulations, rules, and procedures. Abide by the Code of 
Conduct for Judicial Employees and court confidentiality requirements. Demonstrate sound 
ethics and good judgment at all times. Handle confidential and sensitive information 
appropriately. 

 Perform any or all duties of a probation or pretrial services officer, including investigating and/or 
supervising offenders/defendants. 

 

Competencies (Knowledge, Skills, and Abilities) 

 Demonstrate knowledge of the roles and functions of the federal probation and/or pretrial 
services office, including knowledge of the legal requirements, practices and procedures used 
in probation, parole, and/or pretrial services. Display knowledge of the roles, responsibilities, 
and relationships among the state and federal courts, U.S. Parole Commission, U.S. Marshals 
Service, Bureau of Prisons, U.S. Attorneys Office, Federal Public Defender’s Office, and other 
organizations. Exhibit an understanding of how other judicial processes and procedures relate 
to officers’ roles and responsibilities.  

 Display knowledge of federal law and the criminal justice system particularly as it relates to 
federal probation, pretrial services, and parole policies and procedures. Demonstrate 
knowledge of surrounding communities and available community resources. Display skill in 
investigative techniques and in investigating offenders’/defendants’ backgrounds, activities, 
and finances, and determining the legitimacy of their income. Exhibit an understanding of the 
Bail Reform Act, sentencing guidelines, statutes, Federal Rules of Criminal Procedure, 
applicable case law and changes in the law.  
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 Demonstrate skill in analyzing and summarizing legal concepts and issues, legal reasoning, 
and critical thinking. Display skill in supervising offenders/defendants, risk assessment, and 
developing appropriate alternatives and sanctions to non-compliant behavior. Exhibit skill in 
counseling offenders/defendants to maintain compliance to conditions of their release. 
Display skill in evaluating and applying sentencing guidelines. Demonstrate the ability to 
follow safety procedures. Demonstrate the ability to discern deception and act accordingly.  

 Apply knowledge of supervisory and employee management principles. Display performance 
management skills through assessing and documenting employees' performance against 
established goals and objectives within a specific rating period. Display an understanding of 
applicable employee rights, protections, and avenues of appeal. Use mediation and problem 
solving skills when managing conflicts in the workplace.  

 Display the ability to effectively represent the probation/pretrial services unit among work groups 
and between the court and external organizations. Demonstrate proficiency in problem solving, 
trouble shooting, and identifying alternative solutions. Display the ability to make timely and 
effective decisions. 

 Demonstrate skill in the use of automated equipment, including word processing, 
spreadsheet, database applications, and applicable automated systems, websites, and other 
computer-based systems used by the court. Display the ability to manage new local and 
national applications. Use computer software, internet, and automated systems to perform 
record checks, track detection test results, conduct research, compile criminal history 
information, and complete similar activities.  

 
 


