
 
      UNITED STATES DISTRICT COURT 

WESTERN DISTRICT OF MICHIGAN 
PROBATION AND PRETRIAL SERVICES OFFICE 

 
Position Vacancy Announcement (Number 17-01) 

Supervisory Probation Officer 
    

   Open to Current Federal Probation and Pretrial Services Officers Only  
 

Opening Date:   October 14, 2016      
 
Closing Date:   Position open until filled. Priority consideration will be given to those 

applicants who apply by November 07, 2016 
 
Salary Range:   CL 29 - $67,537 - $109,801 (Pay Table RUS) 
    CL 30 - $79,806- $129,754 (Pay Table RUS) 

Salary dependent on selectee’s qualifications, experience, and current 
salary. The agency is unable to match locality pay for potential transfers. 

      
Promotional Potential:  Career ladder promotion potential to CL 30 without further competition 

if appointed at lower classification level.  
 
Area of Consideration:  This opportunity is open to current Federal Probation and Pretrial 

Officers only.  
 
Location of Position:   Lansing, Michigan 
 
Position Overview 
The United States Probation & Pretrial Services Office for the Western District of Michigan is accepting 
applications for a full-time, permanent Supervising U.S. Probation Officer to be assigned to the Lansing 
office. Our probation office currently employs approximately 50 staff in four locations. Our office is 
headquartered in Grand Rapids, MI, with branch offices in Kalamazoo, Lansing, and Marquette, MI.  
 
As an integral part of the management/leadership team, the Supervising Probation Officer (SUSPO) is 
responsible for driving and measuring organizational excellence, while leading staff, coordinating major 
office initiative, and fostering teamwork to achieve common goals. The incumbent will primarily 
supervise officers performing in both the supervision and pre-sentence missions, and along with other 
SUSPO’s, will implement evidence based practices. The management position requires coordination with 
other supervisors and direct coaching of line officers. The incumbent reports to the Deputy Chief  
Probation Officer or the Assistant Deputy Probation Officer.   
 
Representative Duties (which include, but are not limited to): 
• Directs the operations of assigned staff to deliver services to the Court.  Assures that time and 

performance quality schedules are met by establishing effective work processes.  Advises and assists 
directly with the work in progress as needed. This includes assigning and distributing work fairly, 
utilizing resources effectively, and delegating authority.  Reviews, revises, and approves work 
completed by others in pretrial services, presentence investigations, and/or post conviction 
supervision.  Ensures adequate staffing for work commitments.  

• Evaluates officer performance and utilizes performance improvement plans, mentoring techniques, 
and offers guidance when appropriate.  Monitors travel, leave, training, and working hours of 
subordinate officers.  Identifies training needs and conducts training when appropriate. 

• Provides leadership to the district with regard to effective supervision monitoring strategies and 
behavior change interventions. Leads meetings to provide direction and guidance to staff and 
participates in other meetings and trainings as necessary. 
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• Develops and maintains expertise/familiarity in all matters relating to presentence and the Federal 
Sentencing Guidelines.  Assist officers with guideline applications and sentencing recommendations.  

• Provides leadership in development of sentencing alternatives, utilization of community resources, 
and application of professionally sound case management principles.  Determines the adjustment of 
individuals under supervision in consultation with the assigned Probation Officer.  Assists in 
decision making for recommendations for early termination, extension of supervision, and probation 
revocation. Approve all recommendations to the Court or U.S. Parole Commission for issuance of a 
warrant or summons for revocation.  

• Support and maintain an operating environment focused on reducing recidivism.  Incorporate 
evidence based practices such as STARR, into a comprehensive organizational effort to improve 
offender management, pre-release investigations, and re-entry policies and practices. 

• Exercise judgment to balance the responsibilities or executing the court’s orders, protecting the 
public, and address the needs of those under supervision or investigation. Confers regularly with 
Probation Officers.  Provides direction and assistance to the officers on improving investigative, 
supervision and writing skills. Assists Probation Officers in meeting the needs of clients with 
complex problems and circumstances.  

• Serves as major communication catalyst and link between line staff and the administration, assuring 
implementation of administrative direction while concurrently providing information to the Chief 
Probation Officer for future administrative action.  Participates with the Chief Probation Officer and 
other administrative staff in development of programs and policies to increase the effectiveness of the 
office.  Recommends changes to enhance the overall capability, productivity, and quality of staff and 
organization. 

• Keeps officers informed of the policies and procedures of the organization.  Monitors operations to 
ensure expeditious handling of work for the court, institutions, and other authorities. 

• May perform duties and responsibilities required by line officers in their absence.  Has significant 
responsibility in dealing with other entities within and outside of the office.   

• Performs quality control by monitoring, conducting internal audits, and providing training and 
coaching of staff. 

• Makes decisions regarding controversial, expensive, or potentially damaging work situations. 
• Maintains responsibility for staff relationships and morale within the unit, encouraging loyalty and 

enthusiasm; maintains a supportive atmosphere; assists with fostering and perpetuating the Charter 
for Excellence. Assures a work environment that supports the desired culture of the district. 

 
Qualifications  
• Broad knowledge of the criminal justice system; 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.  Understanding of how other judicial 
processes and procedures relate to officers’ roles and responsibilities. 

• Knowledge of the roles, responsibilities and relationships among the federal courts, Parole 
Commission, and the Bureau of Prisons. Ability to work with law enforcement agencies at different 
governments levels, community service providers, and other courts.  

• Strong leadership and management skills, flexibility, initiative, and creativity. Ability to build and 
maintain trust and confidence with all staff, and foster collaboration and teamwork.  

• Excellent organizational skills essential to managing staff and the day-to-day functions of an office.  
Ability to exercise mature judgment, problem solve, and to manage multiple projects simultaneously. 

• Thorough understanding of PACTS and DSS and ability to use PACTS and DSS reports and data to 
analyze and guide the work of officers.  Ability to use data to assess trends and ensure evidence 
based practices.  

• Broad knowledge of management principles, practices, techniques and evidence based practices and 
skill in their application. A good understanding of program and service policies and procedures. Must 
be a perennial learner with the desire to be an expert in our changing field. 
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• Skilled in communicating effectively, both orally and in writing, with individuals and groups to 
provide information, facilitate meetings, influence decision-makers, and provide training; and must be 
skilled in using current information technology applications and capabilities.  A working knowledge 
of legal research techniques, database and spreadsheet software, and word processing applications.  

• Ability to demonstrate an understanding of the Charter for Excellence and exemplifies such in their 
day to day behavior.  

 
Required Education and Experience 
Completion of a bachelor’s degree from an accredited college or university in a field of academic study, 
such as criminal justice, criminology, psychology, sociology, human relations, or business or public 
administration.  This provides evidence of the capacity to understand and apply the legal requirements 
and human relation skills involved in the position. Completion of advanced degree in a related field of 
study from an accredited school is preferred.   
 
1. To qualify for a CL 29, an applicant must have three years of specialized experience, including at 

least one year as a CL 28 probation/pretrial services officer for the U.S. Courts (see definition for 
specialized experience below). 

 
2. To qualify for a CL 30, an applicant must have three years of specialized experience, including at 

least one year as a CL 28 probation/pretrial services officer and at least one year as a CL 29 for the 
U.S. Courts (see definition for specialized experience below). 

 
Specialized experience is defined as progressively responsible experience, gained after completion of a 
bachelor’s degree, in such fields as probation, pretrial services, parole, corrections, criminal 
investigations, or work in substance abuse/addiction treatment.  Experience as a police, custodial, or 
security officer, other than any criminal investigative experience, is not creditable.  The specialized 
experience must include progressively responsible administrative, technical, professional, supervisory or 
managerial experience that provides an opportunity to gain: skill in developing the interpersonal work 
relationships needed to lead a team of employees, the ability to exercise mature judgment, and knowledge 
of the basic concepts, principles, and theories of management and the ability to understand the managers 
policies applicable to the U.S. Probation Office.  
 
Benefits 
The incumbent will be eligible to receive benefits which include participation in the Federal Employees 
Retirement System, Federal Employee Health Benefits, Life Insurance, Thrift Savings Plan (similar to 
401 K plan) with employer matching contributions, optional dental and vision, optional long term care, 
optional flexible spending program, paid federal holidays, and accrued annual and sick leave. For 
additional information on employment with the federal courts, please visit www.uscourts.gov.  
  
Conditions of Employment 
• Applicant must be a United States Citizen or eligible to work in the United States.  
• Only qualified applicants will be considered for this position. If application does not provide all 

information requested, or if application packet is not complete, applicant may lose consideration for 
this position.    

• The Court reserves the right to modify the conditions of this job announcement, to withdraw the 
announcement, or to fill the position sooner than the closing date, any of which may occur without 
prior written or other notice. If a subsequent vacancy becomes available within a reasonable amount 
of time of the original announcement, the Chief U.S. Probation Officer may elect to select a candidate 
from the original qualified applicant pool without further advertising. More than one position may be 
filled from this announcement.  
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• The U.S. Probation Office is not authorized to reimburse candidates for interview or relocation 
expenses.   

• This position is subject to mandatory direct deposit for payment of net pay.  
• This position requires some travel.  If an office vehicle is not available, the incumbent is expected to 

use his/her personal vehicle and will be reimbursed for mileage, according to established per diem. 
• U.S. Probation Officers are subject to ongoing random drug screening, updated background 

investigations every five years and, as deemed necessary by management, for reasonable cause, 
subject to subsequent fitness-for-duty evaluations. 

• Reference checks will be conducted on top candidates.  
• A minimum of forty (40) hours of training is expected each year.  
• The court requires the incumbent to adhere to a Code of Conduct, Charter of Excellence, and Vision 

and Mission Statement.    
 
Application Procedures  
To be considered, qualified applicants must submit the following:  
 
1. A letter of interest that describes your interest in pursuing this position and how your skills and 

experience relates to the stated duties, responsibilities, and skills and abilities of the position. The 
letter should be no more than three pages, single space.  

2. Résumé 
3. AO78-Federal Judicial Branch Employment Application. The AO78 form can be found at 

http://www.miwp.uscourts.gov (Employment) 
    or at http://www.uscourts.gov/formsandfees/forms/AO078.pdf    
4. Copies of last two performance evaluations/appraisals.  If not available, please provide an 

explanation in the cover letter.   
5.  List of three professional references with current contact information. 
 
Interview Presentation:  Candidates chosen for an interview will be required to make a presentation, 
not to exceed 15 minutes, to the interview panel on the following:  
 

The ongoing development of congressional mandates, increase usage and reliance on 
information technology to improve our work product, continuous focus on outcome 
measurements, cultural issues that impact effective communication and accountability 
within the workforce, and the ability to manage our knowledge base are all reflective of 
the organizational culture which are being addressed in our organization. Please 
articulate, via your presentation, how your management philosophy and skills will assist 
you in leading and managing positive change in our organization. You are encouraged to 
focus on at least two of the above mentioned areas and cite past experiences as examples 
of how you have addressed such in your respective professional career.   

 
To receive priority consideration, qualified applicants must email all required documents in one pdf 
document by 5:00 p.m. on November 07, 2016, to: hr_probation@miwp.uscourts.gov . In the subject line 
of the email, indicate the vacancy announcement number (#17-01). Incomplete submissions will not be 
considered. All information provided by applicant is subject to verification.  The U.S. Probation Office 
will only communicate with those qualified individuals selected for personal interviews.  
 

The Federal Courts are Equal Employment Opportunity Employers. 
 


