John M. Domurad
Clerk of Court
Maurice L. Christopher
Chief Deputy
Lori M. Welch

Chief Deputy

Important Dates:
Open Date: August 18,2026
Close Date: Open Until Filled

Apply to:

Benefits Package
Health, Dental, Vision, Life, and Long-
Term Care Insurance
Flexible Spending Accounts
Student Loan Forgiveness
Federal Employee Retirement System
Thrift Savings Plan (5% match)
Flexible Work Schedule
Paid Annual and Sick Leave
Paid Federal Holidays
Paid Parental Leave
Paid Parking

On-site Fitness Facility

Conditions of Employment:
Applicants must be a U.S. citizen or
must be a lawful permanent resident
seeking U.S. citizenship.
Employment will be provisional and
contingent upon the satisfactory
completion of the mandatory
background investigation. Retention
depends upon a favorable suitability
determination.

Employees are subject to mandatory
electronic funds transfer.

Employees are considered “at will”.
Employees are required to adhere to
the for Judicial
Employees.

CAREER OPPORTUNITY

UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF NEW YORK

Position: Financial Specialist
Vacancy No: 26-DC-17
Classification: CL25-CL27
Starting Salary: $49,361 - $74,678*
Status: Full-time

Duty Station: Syracuse, NY

* Applications will be reviewed on a rolling basis. Starting salary is determined by education and

experience.

POSITION OVERVIEW

The United States District Court for the Northern District of New York is recruiting
for a Financial Specialist to join its Clerk’s Office team in Syracuse, NY. The
Financial Specialist performs administrative, technical, and professional work
related to financial and accounting activities for the Court, including ensuring
compliance with appropriate guidelines, policies, and internal controls. The
incumbent prepares, updates and processes a variety of accounting records
and financial statements. This position reports to the Financial Supervisor.

Duties include, but are not limited to the following:

. Maintain, reconcile, and review accounting records, consisting of a cash

receipts journal, registry fund, and deposit fund, as well as subsidiary ledgers for

allotments and other fiscal records. Perform basic accounts payable and

accounts receivable duties. Maintain and review the accuracy and

accountability of monies received and disbursed by the Court.

° Assist in the preparation, update, examination, and analysis of a variety

of regular and non-standard reports as requested by court units, Administrative

Office of the U.S. Courts, U.S. Treasury, financial institutions, or other

organizations or agencies. Design, develop, and maintain spreadsheet formats

and programs for analyzing financial information for the Court.

. Assist employees in creating and verifying deposit tickets daily.

. Process payments incurred by the Court. Perform reconciliation of

monies deposited, transferred, and disbursed by the Court. Calculate and

prepare financial statements according to established procedures.

° Receive, review, and process travel vouchers and travel advance

requests from chambers and Court staff. Check figures, postings, and

documents for correct entry, mathematical accuracy, and proper codes.

Communicate with individuals within the Court to respond to questions,

problems, or insufficiencies with voucher submissions and the status of

payment of vouchers.

. Review and reconcile Court travel card statements, and create and

submit accurate payment vouchers including collecting, reviewing, and

attaching supporting documents.

. Ensure that appropriate internal controls are followed for disbursement,
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transfer, recording, and reporting of monies. Review vouchers for payments related to expenses
incurred by the Court for appropriateness of payment. Assist with oversight of financial operations to
ensure compliance with internal controls, policies, and procedures.

Enter cases into Civil Criminal Accounting Module when judgments are received from chambers.

e Process victim restitution payments. Process incoming checks. Compile necessary information,
produce, and submit payments for processing. Maintain ledger of restitution payments and ensure
victims receive payments. Process returned checks and returned mail. Provide customer service to
victims and their representatives. Work with U.S. Attorney’s Office and U.S. Probation to reconcile
criminal debt accounts and receivable records.

e Balance deposit funds with both manual and General Ledger daily.

e Prepare reports and forms by compiling information. Use accounting software and systems to record,
store, and track information.

e Comply with guidelines, procedures, and policies established by the Administrative Office of the U.S.
Courts and the Court.

e Complete special projects as assigned and perform other related duties as required.

QUALIFICATIONS

Minimum Experience and/or Education Requirements:
Applicants should have a minimum of two years of specialized experience or have a bachelor’s degree from an

accredited institution majoring in accounting, finance, business management or similar fields of studies.

Required Competencies:

e Strong office and organizational skills, solid data entry and computer skills. Skill in using Microsoft Word,
Excel and financial and accounting systems. Skill and accuracy in working with numerical calculations.

o Knowledge of basic accounting principles, internal controls, and separation of duties. Knowledge of
financial systems and how to use automated systems to perform day-to-day activities.

e Ability to recognize errors and their probable causes. Ability to work well under pressure. Should possess
a high degree of accuracy while working in a fast-paced environment.

e Ability to communicate technical information effectively (orally and in writing) to end users in a manner
they can understand. Ability to interact effectively and appropriately with others, provide customer service
and resolve difficulties while complying with regulations, rules, and procedures. Ability to provide and
exchange accurate and timely information with individuals within and outside the court.

e The ability to maintain confidentiality is essential.

APPLICATION PROCEDURE

Consideration will only be given to those that apply through the court’s online applicant tracking system at:

Applicants must submit the following:

1. A letter of interest,

2. Acurrentresume.

3. Acompleted AO-78, Application for Judicial Branch Federal Employment (submitted via applicant system).

Application materials that do not adhere to this procedure will not be considered. Only candidates selected for interviews will be contacted.
Travel reimbursement in connection with the selection process and/or relocation is not authorized. No phone calls please. The United States
District Court, Northern District of New York reserves the right to modify the conditions of this job announcement, to withdraw the job
announcement or to fill the position earlier than the closing date. Any of which may occur without prior written notice. The Court provides
reasonable accommodations to applicants with disabilities. If you need reasonable accommodation, please notify human resources. The
decision on granting reasonable accommodation will be made on a case-by-case basis. EOE.
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