
UNITED STATES COURT OF APPEALS FOR THE FEDERAL CIRCUIT 
 

 
 

POSITION VACANCY ANNOUNCEMENT 
 

 
ANNOUNCEMENT NO.:        CAFC-16-04 
            
OPEN:       March 7, 2016  
CLOSE:    Open until filled 
           
POSITION TITLE, GRADE Case Processing Clerk     
AND SALARY: CL 24/25 ($38,706 - $69,471) 
 In accordance with current recruitment, promotion 

and/or demotion policies 
 
LOCATION OF POSITION:  United States Court of Appeals for the Federal Circuit 
     717 Madison Place, N.W. 

Washington, D.C. 20439 
 

About the Court 
The United States Court of Appeals for the Federal Circuit was established under Article III of 
the Constitution on October 1, 1982. The court was formed by the merger of the United States 
Court of Customs and Patent Appeals and the appellate division of the United States Court of 
Claims. The court is located in the Howard T. Markey National Courts Building on historic 
Lafayette Square in Washington, D.C. 
 
The Federal Circuit is unique among the thirteen Circuit Courts of Appeal. It has nationwide 
jurisdiction in a variety of subject areas, including international trade, government contracts, 
patents, trademarks, certain money claims against the United States government, federal 
personnel, veterans' benefits, and public safety officers' benefits claims. Appeals to the court 
come from all federal district courts, the United States Court of Federal Claims, the United 
States Court of International Trade, and the United States Court of Appeals for Veterans Claims.  
 
The court also takes appeals of certain administrative agencies' decisions, including the United 
States Merit Systems Protection Board, the Boards of Contract Appeals, the Patent Trial and 
Appeal Board, and the Trademark Trial and Appeals Board. Decisions of the United States 
International Trade Commission, the Office of Compliance, an independent agency in the 
legislative branch, the Government Accountability Office Personnel Appeals Board, and the 
Department of Justice Bureau of Justice Assistance also are reviewed by the court.  
 
Position Overview  
The Case Processing Clerk position is located in the Clerk’s Office, and under the direction of 
the Chief Deputy Clerk, is responsible for processing case information and assisting Clerk's 
Office staff with the progression of cases from opening to final disposition in accordance with 
approved internal controls, procedures, and rules.  The position performs a variety of duties 
including intake and cashier duties, receiving and filing documents, docketing, noticing, 
official case record maintenance, and responding to standard inquiries from chambers, court 
staff, counsel, and the public. 



 

Responsibilities of the Case Processing Clerk include, but are not limited to: 
 
Process standard appeals cases from opening to closing in accordance with policies and 
processing standards.  Review the accuracy, timeliness, and quality of data entered into the 
case record.  Ensure that case records and related information are accurate and accessible.  
Monitor timely progression of assigned cases.   
 
Process new notices of appeal and appeal-related documents and make timely and accurate 
entries and summary entries in the automated system for all documents and proceedings, 
according to established standards.  
 
Docket initial opening events and other docket entries promptly and accurately, as applicable.  

 
Receive and stamp incoming filings and documents, check for prior filings, and process in 
accordance with policy.  Verify timely receipt of documents and verify that the requirements of 
the Federal Rules of Appellate Procedure, jurisdiction, and court are met.  
 
Process e-mails received from electronic filers, chambers and other offices according to 
established timelines and standards.  Review attorney and chambers’ entries for quality 
assurance, as applicable.  
 
Scan case documents and records into the case management system/electronic case filing 
(CM/ECF) system.  Ensure all correspondence regarding a case is uploaded or noted in the 
CM/ECF system. 
 
Maintain the integrity of the filing system (paper or electronic) by monitoring proper access to 
records and maintaining timely and accurate filing of documents.  

 
Process and reconcile credit card and ACH payments for filed documents.  Ensure that funds 
received are secured at all times and accurately balanced at the end of the day. 

 
Meet deadlines in setting schedules for briefings and record preparation.  
 
Create cover sheets in the Slip Opinion application for official publication of court documents.  

 
Assist in determining appropriate documents/records to be sent to the National Archives 
Center, in accordance with the retention/disposal policy.  Accurately certify court documents. 

  
Routinely ensure system users receive appropriate documents and notices of docket activity.  
Route and distribute briefs, appendices, and records to chambers. 

 
Advise all appropriate individuals of pending matters that would prevent an appeal from 
moving forward.  

 
Respond to routine procedural questions and status of cases appropriately and in accordance 
with local and appellate procedures.  Inform customers of required fees.   
 
Verify attorney’s authority to practice.  Monitor for release of sealed documents.   

 
Complete administrative tasks and projects for the Clerk’s Office and provide support to Case 
Managers, as needed. 
 
 



 

Required Education and Experience 
Possession of a Bachelor’s degree in Paralegal Studies, Administration of Justice, Public Policy 
or other related field.   

Specialized Experience: One year of progressively responsible clerical or administrative 
experience requiring the regular and recurring application of clerical or administrative 
procedures that demonstrate the ability to apply a body of rules, regulations, directives, or laws 
and involve the routine use of specialized terminology and automated software and equipment 
for word processing, data entry and report generation.   

To qualify for the CL 24:  Applicants must have one year of specialized 
experience equivalent to work at the CL 23 (GS 7) level. 

To qualify for the CL 25:  Applicants must have one year of specialized 
experience equivalent to work at the CL 24 (GS 8) level. 

Work experience in a court or legal environment is preferred. 
 
Application Process and Information: 
Application packages should include a cover letter and an Employment Application (Form AO-
78 – Visit the court’s website at www.cafc.uscourts.gov and click on “Human Resources” link).  
Completed application packages may be emailed or mailed to: 

E-Mail: cafcjobs@cafc.uscourts.gov 

U.S. Court of Appeals for the Federal Circuit 
717 Madison Place, NW, Suite 410-HR 
Washington, DC  20439 
Attention: Case Processing Clerk CAFC-16-04 
 
 

Other Information 
Only those applicants selected for an interview will be contacted and must travel at their own 
expense.  Reimbursement for travel and/or relocation is not available.   

The court reserves the right to modify the conditions of this announcement, commence 
interviews immediately, withdraw the announcement, or fill the position at any time, any of 
which actions may occur without notice. 

This is an “Excepted Appointment” and “At Will” position.  Federal Government Civil Service 
classifications or regulations do not apply.  As a condition of employment, applicants must 
successfully complete an FBI Fingerprint and Background Check.  This position is subject to EFT 
(direct deposit of earnings).  Must be a U. S. citizen or eligible to work in the United States.  

Non-Citizens may be interviewed and considered for employment, but employment offers will 
only be made to individuals who qualify under one of the exceptions in 8 U.S.C.§ 
1324b(a)(3)(B).  Under 8 U.S.C.§1324b(a)(3)(B), a lawful permanent resident seeking 
citizenship may not apply for citizenship until he or she has been a permanent resident for at 
least five years (three years if seeking naturalization as a spouse of a citizen), at which point he 
or she must apply for citizenship within six months of becoming eligible, and must complete 
the process within two years of applying (unless there is a delay caused by the processors of the 
application).  Non-citizens who have not been permanent residents for five years will be 
required to execute an affidavit that they intend to apply for citizenship when they become 
eligible to do so. 

The United States Court of Appeals for the Federal Circuit is an Equal Employment 
Opportunity employer. 

http://www.cafc.uscourts.gov/images/stories/employment/AO_078.pdf
http://www.cafc.uscourts.gov/images/stories/employment/AO_078.pdf
http://www.cafc.uscourts.gov/
mailto:cafcjobs@cafc.uscourts.gov

