CAREER OPPORTUNITY

UNITED STATES DISTRICT COURT
EASTERN DISTRICT OF KENTUCKY
VACANCY ANNOUNCEMENT - NO. 26-06

Position: Official Court Reporter
Location: Lexington, Kentucky
Salary Range: $95,454 - $109,772 (CR 1-4)

Based on Qualifications and Judiciary Policy

Closing Date: Open Until Filled

Applications will be reviewed on a rolling basis.

Position Overview

The United States District Court for the Eastern District of Kentucky is seeking qualified applicants for
the position of a full-time Official Court Reporter. Reporters are employees of the Clerk of Court and are
assigned to meet the verbatim reporting needs of District Court Judges, Magistrate Judges, and visiting
judges. Frequent travel to one of the five courthouses in the district (occasionally overnight) may be
required to meet the needs of the Court. The position will be filled in Lexington, Kentucky, and reports
to the Clerk of Court or designee.

Representative Duties

e An Official Court Reporter is responsible for the verbatim reporting of proceedings of United
States District Judges and Magistrate Judges.

e Incumbents will prepare transcripts of requested portions of proceedings for delivery to the
party or judge making the request in accordance with the time and cost limitations set by the
Judicial Conference and will concurrently certify and electronically file with the Clerk of Court a
copy of all transcripts prepared.

e Maintain accurate and legible records that are subject to audit.

e Perform administrative duties as required, such as billing for transcripts, financial and other
record keeping, preparation and filing of required Administrative Office reports, and responding
to official correspondence and telephone calls.



Requirements

Applicants must:

e Have at least one years of prime court reporting experience in the freelance field of service, or
in other courts, or a combination of the two.

e Have experience proficiently providing Realtime reporting.

e Have knowledge of and experience with computer-aided transcription (CAT). Must provide own
CAT system with Realtime capability.

e Possess and provide all necessary personal equipment and software, including up-to-date
software and hardware used to provide a Realtime feed to the Court during official court
proceedings

e Be a self-starter, mature, highly organized; possess tact, good judgment, poise, and initiative;
maintain a professional appearance and demeanor at all times. Strong team orientation and
customer service skills are required, as is the ability to communicate effectively, both orally and
in writing.

e Travel will be required as needed as court is held in five locations throughout the Eastern
District of Kentucky. Travel expenses are covered pursuant to guidelines of the Administrative
Office of the U.S. Courts.

Preferred Qualifications
e Possess Realtime certification

e Possess a Registered Merit Reporter certification
e All professional certifications must be up to date

Conditions of Employment

The position is an excepted appointment subject to background investigation, and all appointments are
provisional upon a favorable suitability determination. The position is eligible for federal benefits.
Applicants must be U.S. citizens or eligible to work in the United States. Employees of the U.S. District
Court are "at-will" employees. All appointments are subject to mandatory electronic funds transfer for
payment of net pay. The U.S. District Court for the Eastern District of Kentucky is an equal opportunity
employer and values diversity in the workplace.

About the Eastern District of Kentucky and Lexington

The United States District Court for the Eastern District of Kentucky covers a broad geographic

area encompassing sixty-seven urban and rural counties. Located in the heart of Kentucky’s Bluegrass
Region, Lexington is the state’s second largest metropolitan area. World-renowned for its natural
beauty, Lexington is home to excellent public, private, and parochial schools, along with numerous
recreational and entertainment opportunities, a thriving arts community, and a variety of strong
healthcare choices. Geographically situated within a day’s drive of two-thirds of the nation’s
population, Lexington offers all the benefits of a metropolitan area while still providing an opportunity
for rural and outdoor activities given its proximity to an abundance of lakes and streams and the nearby
Appalachian Mountains. Sometimes referred to as the “Horse Capital of the World,” Lexington’s



excellent quality of life has frequently been recognized in national rankings of affordability, livability,
education, health care, creativity, young people, families, business, and careers. For example, Lexington
has been prominently included in the following rankings of American cities: Best Cities to Live; Best
Cities to Buy a House; Best Cities for First-Time Homebuyers; Best College Towns; Best Cities for New
College Grads; Best Cities for Young Professionals; Best Cities to Raise a Family; 50 Best Places to Travel;
Most Scenic Towns in North America; Top Global Destinations to Visit; Most Affordable Cities to Live and
Work; Best Cities with the Highest Salaries and Lowest Costs of Living; Best Places to Live on a $60,000
Salary; Best Cities for Eating Out Affordably; Best Foodie Towns; Best Places to Retire; 10 Most
Diversified Metro Economies; Best Places for Business and Careers; Best Cities for Entrepreneurs;
Friendliest Cities; Safest Cities; Most Caring Cities; Most Educated Cities; Most Pet Friendly Cities; Most
Charitable Cities; Best Cities for an Active Lifestyle; Top 50 Cities to Live in Worldwide; and 50 Places of a
Lifetime. In short, Lexington offers a quality of life that is second to none. Combined with a local court
culture that is congenial, cooperative, and professional, this position provides an excellent opportunity
for the selected candidate.

Application Procedures and Additional Information

To apply, please submit a cover letter, resume, copies of applicable certificates, and contact information
for three references to: courtreportervacancy@kyed.uscourts.gov. Please make sure you note the
location for which you are applying.

This documentation should be consolidated into a single electronic file in pdf format and attached to the
email. INCOMPLETE SUBMISSIONS AND SUBMISSIONS THAT ARE NOT RECEIVED IN A SINGLE PDF FILE
MAY NOT BE CONSIDERED.

The Court reserves the right to modify the conditions of this vacancy announcement at any time, or
withdraw it, without prior notice. Travel to interview and relocation expenses will not be reimbursed.

Only applicants selected for interview will be contacted. No phone calls, please.
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