
UNITED STATES BANKRUPTCY COURT  
SOUTHERN DISTRICT OF GEORGIA 

 

 
Vacancy Announcement #2005-02 

REPOSTING 
 
 
POSITION:  Generalist Clerk (Temporary appointment Not-to Exceed 9/30/2005 - Terms of 

appointment may be extended depending upon availability of future funding)  
 
LOCATION: Savannah, Georgia and Augusta, Georgia 
 
STARTING SALARY: CL 21/01 - CL 21/15  

Part-time 20 hours per week - Starting salary range $8,776 - $10,059 
Full-time 40 hours per week - Starting salary range $17,552 - $20,117  
Starting salary commensurate with work experience, education, and qualifications. 

 
CLOSING DATE: Open Until Filled.  
 
POSITION OVERVIEW: The duties and responsibilities include but are not limited to: 

 Sorting, classifying and filing case records;  
 Retrieving files, making copies of records for court personnel, attorneys and others, 
 Scanning documents,  
 Computer skills with a demand for accuracy and quality assurance, 
 Incumbent will maintain integrity of the filing system by such means as monitoring proper 

access to records and maintaining timely and accurate filing of the documents. 
 Incumbent may perform other clerical duties as assigned.   

 
QUALIFICATIONS: Qualified applicants must have general clerical, administrative or business 

experience that has provided basic knowledge of and skill in filing, telephone usage, 
record keeping and computer skills. Good communication and interpersonal skills are a 
must. A high school diploma, GED or the equivalent is required.  Undergraduate students 
will be considered.   

 
EDUCATIONAL SUBSTITUTIONS:  Education above the high school level in accredited institutions 

may be substituted for the general experience on the basis of one academic year (30 
semester or 45 quarter hours) equals nine months of experience. 

 
INFORMATION FOR APPLICANTS  
 
Employees of the United States Bankruptcy Court serve on an "AT WILL" basis and are required to 
adhere to a Code of Conduct.  
 

 More than one position may be filled from this announcement; 
 The applicants who best suit the needs of the court will be selected; 
 Due to the volume of applications received, communication will be with those individuals who 

will be invited to interview for the positions; 



 Final candidates are subject to background check; 
 The court reserves the right to modify the conditions of this job announcement or to withdraw 

the announcement without prior notice; 
 This position is subject to mandatory Electronic Fund Transfer (EFT) or direct deposit for 

payment of net pay. 
 The United States Bankruptcy Court is an Equal Opportunity Employer. 
 Applicant must be U.S. citizen or eligible to work in the United States. 

 
 

****Submit Resume via Facsimile or Mail to:**** 
United States Bankruptcy Court 

Confidential Announcement #2005-02 Reposting 
P. O. Box 8347 

Savannah, GA 31412 
 

or 
 

Fax to: 912-650-4135 


