
 
 

Vacancy Announcement 
 

Case Manager to U.S. Magistrate Judge 
 
Announcement #:  26-05 
 
Date Opened:  August 18, 2026 
 
Closing Date:  Open Until Filled 
 
Location:  U.S. District Court, One Exchange Terrace, Providence, RI  02903 
 
Salary Range:  CL26-27 ($68,581 to $76,981)  

Starting salary is commensurate with work experience, education, prior/present 
pay history and previous federal court experience. 

 
 
Position Overview 
 
The Magistrate Judge Case Manager is located in the District Clerk=s Office and reports to the Operations 
Manager. The incumbent manages the magistrate judge=s caseload and provides courtroom and other 
assistance through management of court calendars, attendance at court proceedings, and by recording 
minutes for both criminal and civil matters. 
 
Representative Duties 
 
$ Maintains a list of motions referred by the district judges; schedules these motions for hearings in 

a timely manner; attends the motion hearing; prepares and dockets minutes of hearing and 
dockets orders related to the rulings at such hearings. 

$ Opens criminal cases in CM/ECF. 
$ Attends all pre-trial criminal matters, takes minutes and records the proceedings on the docket. 
$ Processes the appointment of attorneys when such services are authorized for defendants in 

criminal matters. 
$ Schedules hearings and trials and sends notices to all counsel of record. 
$ Assists in the management and movement of case-related matters on the magistrate judge=s 

docket after consensual referral, from assignment to disposition. Includes entering judgments. 
$ Acts as a liaison between the Clerk=s Office, members of the bar and the Magistrate Judge to 

ensure that matters proceed smoothly and efficiently. 
$ Acts as a liaison between various government agencies for the purpose of coordinating 

miscellaneous criminal matters. 
$ Other duties as assigned. 
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SELECTION CRITERIA 
 
The successful candidate must possess good judgment, maturity and tact; be dependable, 
responsible and maintain confidentiality; be a proactive self-starter and demonstrate initiative in 
problem solving; be able to work quickly and harmoniously with others in a team-based environment; the 
candidate should present a poised, professional appearance and demeanor at all times. This position 
requires exceptional ability to communicate, articulate, and relate to coworkers and others with 
professionalism and integrity, as well as superb organizational, people and time-management skills with 
the ability to manage many changing priorities and demands at the same time. 
 
 
QUALIFICATIONS 
 
The successful candidate must have at a minimum a high school diploma or the equivalent.   
Candidate must possess excellent skills in the use of automation systems, including knowledge and 
proficiency in Microsoft Office.  Candidate also must have excellent organizational skills, and a 
demonstrated ability to work in a team environment, to be effective in both oral and written 
communication, and to handle multiple projects and tasks at one time. The candidate must have a 
positive attitude, deliver excellent customer service, and be service oriented.  
 
 
ADDITIONAL INFORMATION: 
 

• Applicants must be a U.S. citizen or be eligible to work in the United States. 
• This is an in-person position Monday to Friday 8:30 am to 5:00 pm, with ad hoc telework. 
• Employees of the United States District Court are “At Will” employees and are required to adhere 

to a Code of Conduct for Judicial Employees. 
• The selected candidate will be subject to a background investigation (including references, 

criminal history, and credit history) as a condition of employment.  This is a “high sensitive” 
position.  The person selected for this position will also be required to submit fingerprints for an 
FBI background check. 

• All appointments are subject to mandatory electronic funds transfer for payment of net pay. 
• To review our benefits package visit New Employee Information | District of Rhode Island | United 

States District Court 
 
 
HOW TO APPLY: 
 
Qualified applicants should submit an original: 
 

• Letter of interest 
• Detailed resume 
• Completed Application for Judicial Employment, form AO-78 (available at 

http://www.uscourts.gov/forms/AO078.pdf); Note: Questions on this form about salary are 
optional. 
 

 
 
Email* your application materials to: 
 

U.S. District Court 
Attn: Human Resources, #26-05 

One Exchange Terrace 
Providence, RI 02903-1779 

HR@rid.uscourts.gov  
 

https://www.rid.uscourts.gov/hrportal/new-employee-information
https://www.rid.uscourts.gov/hrportal/new-employee-information
http://www.uscourts.gov/forms/AO078.pdf
mailto:HR@rid.uscourts.gov


 
*Please include “Case Manager to U.S. Magistrate Judge 26-05” in the subject line of your email.  All 
documents should be in Adobe PDF format. 
 
Only applicants who are selected for interviews will be contacted by the Court. The Court reserves the 
right to modify the conditions of this job announcement, to withdraw the job announcement, or to fill the 
position sooner than the closing date, any of which actions may occur without prior written notice or other 
notice. 
 

THE UNITED STATES DISTRICT COURT IS AN EQUAL OPPORTUNITY EMPLOYER 
 
 

 


