
United States Bankruptcy Court 
Northern District of Illinois Vacancy 
Announcement 

 
 
 
 
Position: Scanning Clerk  
 (2 positions) 
  
Location: Chicago, Illinois 

 
Salary: $13.63 Per Hour 

 
  Hours: 80 hours per pay period (Not to exceed 90-days) 
 
Posting Date:  June 7, 2016 

 

Closing Date:  June 14, 2016 Posting Number: 16-05 
 
Join the United States Bankruptcy Court’s team of energetic, career minded professionals! 
The United States Bankruptcy Court for the Northern District of Illinois is accepting 
applications for a temporary full-time Scanning Clerk.  The Office of the Clerk offers an 
opportunity for self-motivated individuals with excellent interpersonal, automation and 
analytical skills with a strong work ethic to launch or continue a career in public service.  
Our fast paced, prestigious environment consists of challenging and rewarding work, 
training opportunities, and the potential for advancement. 

 
Position Overview: This is a full-time position and is a temporary appointment not to 
exceed 90 days.  It is located in the Operations Department of the Clerk’s Office for the 
United States Bankruptcy Court, Northern District of Illinois. The incumbent scans and 
enters documents into our automated systems or routes for processing, assists with file 
inventory and verification of paper files for archiving and other duties as assigned. 

 
About the Court: The United States Bankruptcy Court for the Northern District of Illinois 
is located in Chicago, Illinois, with a divisional office in Rockford, Illinois. The Court has 
ten judges in Chicago and one judge in Rockford. The Court is one of the busiest 
bankruptcy courts in the United States with over 47,000 cases filed in 2015. 

 

Minimum Qualifications: Candidate must have a high school diploma or equivalent.  
 
The successful candidate must: possess excellent computer skills with a demand for 
accuracy and quality assurance; have good judgment with the ability to apply concepts to 
determine the appropriate action to be taken; have attention to detail; ability to 
communicate with others, orally and in writing; the ability to lift boxes up to 40 pounds; 
be dependable and have the ability to work independently with minimal supervision. 
 
 
 
 



Employee Benefits: Full-time temporary employees are not eligible for benefits. 
 
Notice to Applicants:  The United States Bankruptcy Court is part of the Judicial Branch of 
the United States Government. Court employees are considered AT-WILL and can be 
terminated with or without cause by the court.  
 
The final candidate will be required to satisfactorily complete a criminal background 
investigation.  The Court requires employees to adhere to the Code of Conduct for Judicial 
Employees which is available at   
http://www.uscourts.gov/rules-policies/judiciary-policies/code-conduct/code-conduct-
judicial-employees 
 
Direct deposit is required for employee salary compensation. Applicants must be United 
States citizens or eligible to work in the United States. The Court is a smoke free 
environment. 

 
How to Apply: In order to be considered for this position, go to 
https://tdi.ilnb.uscourts.gov/wwwroot/Employment/appform.cfm?ref=ba21c8dc&pos=
16-05  
and complete all questions and attach in PDF format your cover letter, resume, list of 
references and the Judicial Branch Federal Employment Application (AO 78) 
(including salary history). 

 
Applications for Judicial Branch Federal Employment (AO78) may be obtained from the 
Court’s website at: 

 
https://tdi.ilnb.uscourts.gov/wwwroot/Employment/application_for_employment.pdf 
 

Incomplete application materials will not be accepted. No facsimiles will be accepted. 
 
Only applicants who are selected for interviews will be contacted by the Court.  Applicants 
selected for interviews must travel at their own expense or be interviewed via telephone 
and/or video conference. 

 
The United States Bankruptcy Court reserves the right to amend the conditions of this job 
vacancy announcement, or to withdraw the announcement at any time without prior written 
or other notice. 

 
The United States Bankruptcy Court is an Equal Opportunity Employer. 
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