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VACANCY ANNOUNCEMENT #26-03       

CASE ADMINISTRATOR 
 

The United States Bankruptcy Court for the Southern District of Alabama is currently accepting 
applications for a full-time Case Administrator. This permanent position is located in the Clerk’s Office in 
Mobile, Alabama. We are seeking a skilled and highly motivated individual to join a collaborative, team-
oriented environment. The Court offers a positive workplace where employees take pride in their work 
and are committed to delivering exceptional public service.  

 
Position: Case Administrator 
Classification: CL24/1 – CL25/25 
Salary Range: $44,701 - $61,722, depending on experience 
Opening Date: September 28, 2026 
Closing Date: October 9, 2026 
 

POSITION OVERVIEW: 
     The Case Administrator oversees the administration of bankruptcy cases from initiation through final 

resolution. This includes maintaining official case files and records, tracking required procedural activities 
and deadlines, and completing necessary notices, administrative functions, and clerical tasks. The position 
reviews incoming court documents to ensure compliance with applicable federal and local rules. The Case 
Administrator also provides procedural information and customer service to court users and performs 
cashiering duties, including the collection and processing of court fees. 

 
REPRESENTATIVE DUTIES: 

  
• Greet members of the public, bar, and other court-related agencies at the court intake reception area. 
• Input data and make summary entries into the court’s Case Management/Electronic Case Filing 

(CM/ECF) system. 
• Assure the quality of all documents and proceedings entered on the automated docket sheet. 
• Perform various functions and are responsible for maintaining and processing case information and 

managing the progressions of cases from opening to final dispositions, in accordance with approved 
procedures and rules. 

• Answer and respond to telephone and in-person inquiries from the public, members of the bar, and 
other court-related agencies on case status, court procedures and filing processes. 

• Receive, stamp, and review incoming documents to determine conformity with appropriate rules, 
practices, and/or court requirements. 

• Scan documents received in paper format. 
• Make copies of records for court personnel, attorneys, and others. 
• Sort, classify, and file case records. 
• Process and distribute incoming mail. 
• Process and meter outgoing mail. 
• Inform customers of required fees, receive payments and issues receipts. 
• Perform electronic court recording of court proceedings.  

 



QUALIFICATION REQUIREMENTS: 
To meet the minimum requirements, applicants must have a high school diploma or equivalent and one 
year of specialized experience.  
 
General experience is progressively responsible clerical, office, or other work that indicates the possession 
of, or the ability to acquire, the knowledge and skills needed to perform the duties of the position.  
 
Specialized experience is progressively responsible clerical or administrative experience requiring the 
regular and recurring application of clerical procedures that demonstrate the ability to apply a body of 
rules, regulations, directives, or laws that involve the routine use of specialized terminology and 
automated software and equipment for word processing, data entry, or report generation. Such experience 
is commonly encountered in law firms, legal counsel offices, banking and credit firms, educational 
institutions, social service organizations, insurance companies, real estate and title offices, and corporate 
headquarters or human resources/payroll operations.   
 
This position requires attention to details, analytical skills, an exceptional customer service attitude, 
integrity, dependability, and excellent communication skills along with a work history that demonstrates 
effective problem-solving skills.  

PREFERRED SKILLS/REQUIREMENTS: 
Knowledge regarding the progression of bankruptcy cases from opening to final disposition, previous 
work experience in a court or legal environment, and working knowledge of the CM/ECF system are 
preferred. Proficiency in Microsoft Word and Adobe (or comparable pdf software) are also preferred. 
 
BENEFITS: 
Benefits include paid parking and access to an on-site fitness center at the assigned work location.  
 
The Court provides a strong federal benefits package and is eligible employer under the  Public Service Loan 
Forgiveness (PSLF) program.  
 
Employees may participate in a retirement plan, the Federal Employees Health Benefits (FEHB) program, 
and receive dental, vision, and life coverage, along with flexible benefits options.  More information about 
federal court benefits is available through the U.S. Courts career website  
https://www.uscourts.gov/careers/benefits. 
 
CONDITIONS OF EMPLOYMENT: 
Applicants must be U.S. citizens or eligible to work in the United States. (See Citizenship Requirements for 
Employment in the Judiciary for additional information.) Judiciary employees serve under excepted 
appointments. Judiciary employees are considered “at will” and are not covered by federal civil service 
classifications or regulations.  
 
This sensitive position is subject to mandatory electronic funds transfer (direct deposit) of payment of federal 
wages. The appointment is provisional and contingent upon successful completion of an FBI background 
check. As a condition of employment, the selected candidate will be subject to an FBI fingerprint check as a 
condition of employment, and may be subject to periodic updates. 

The U.S. Courts require employees to adhere to the Code of Conduct for Judicial Employees. 
 
APPLICATION PROCEDURES: 
Qualified applicants must submit ONE COMBINED PDF document containing the following to 
hr@alsb.uscourts.gov. 
 



1) Letter of interest explaining how your experience aligns with the position requirements. 
2) Resume outlining all relevant experience, education and skills. 
3) Completed Application for Judicial Branch Employment (Form AO 78), available on the court’s 
website (www.alsb.uscourts.gov). 
 
Applications that are incomplete will not be considered. Only applicants selected for further consideration 
will be contacted. Applicants will not receive notification if they are not selected. Please do not contact the 
Court to inquire about the status of your application. The U.S. Bankruptcy Court reserves the right to modify 
or withdraw this job announcement at any time without prior notice.  

 
Equal Employment Opportunity Employer 

 
 
 
 

 
 
 
 
 

 

 

 


