
U.S. Bankruptcy Court  

Eastern District of New York 

Office of the Clerk 
 www.nyeb.uscourts.gov 

 CAREER OPPORTUNITY, FY20-04 

POSITION TITLE: Human Resources Assistant 

POSITION TYPE: Full-time, Permanent 

OPENING:  March 4, 2020 

DUTY STATION: Brooklyn, NY   

CLASSIFICATION: CL25/01 - CL25/61 

SALARY RANGE: $48,880 - $79,508         
Salary is based on qualifications and experience.          

CLOSING: Until Filled 

Position Overview: 

The United States Bankruptcy Court for the Eastern District of New York is accepting applications for the 
position of Human Resources Assistant.  The incumbent provides administrative and technical support for 
human resources programs, personnel transactions, and/or training activities, in accordance with approved 
policies and procedures.  The incumbent reports to the Human Resources Specialist. 

Representative Duties: 

• Assist with processing a variety of human resources and payroll actions such as appointments,
promotions, separations, terminations, within grade increases, and changes to benefit elections.
Maintain automated personnel record system.

• Assist with recruitment efforts, such as preparing and distributing announcements, coordinating
interviews, and conducting reference checks.  Assist with creating and classifying position
descriptions.  Assist in administering background and investigation checks, employment tests, and
issuing credentials and identification cards.

• Assist with onboarding Chambers, Clerk’s Office staff and interns.

• Process Workers’ Compensation claim forms and Temporary Continuance of Coverage requests.
Gather data for required reports, such as Telework and Fair Employment Practices.

• Assist with researching, developing, and recommending human resources related procedures or
policies for the court.

• Assist with benefits program coordination including maintaining and distributing benefits materials,
processing forms, and addressing routine benefits questions and resolving benefits issues.

• Assist with training activities related to human resources matters within the court unit, such as
maintaining training records, assisting with preparing materials and resources, and scheduling
resources (e.g., meeting rooms, web-based resources, etc.)

• Perform reception duties by greeting visitors/callers in person and on the telephone, answering routine
questions, and directing visitors/callers to the appropriate person or department.

• Perform other duties as assigned.

 U.S. Bankruptcy Court, EDNY     
Alfonse M. D'Amato U.S. Courthouse  
290 Federal Plaza     
Central Islip, NY 11722 C
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U.S. Bankruptcy Court, EDNY     
Conrad B. Duberstein U.S. Courthouse  
271-C Cadman Plaza East, Suite 1595 
Brooklyn, NY 11201-1800 



Qualification Requirements: 

The successful candidate is required to have a high school diploma or equivalent; however, a bachelor’s 
degree in Human Resources Management, Business, or Public Administration is preferred.  A minimum of 
two (2) years of work related clerical or administrative experience is required.  The candidate must also 
have one (1) year of specialized administrative experience in applying knowledge of the rules, regulations, 
procedures and practice of human resources administration, and involving routine use of automated human 
resources systems.  The candidate should be able to work independently as well as in a team environment 
and possess a strong work ethic.  Ability to maintain confidentiality and consistently demonstrate sound 
judgment, and experience in handling sensitive material is required.  The candidate should possess strong 
organizational, analytical, and verbal and written communication skills.  The incumbent must be proficient 
in the use of automated equipment including word processing in Microsoft Word, spreadsheets in    
Microsoft Excel, and database applications, as well as automated human resources systems and other   
computer-based systems used to process human resources information and transactions.   

Benefits: 

The United States Bankruptcy Court offers an excellent working environment.  Court employees are     
covered by the Court Personnel System and are entitled to benefits listed on the United States Courts 
website at https://www.uscourts.gov/careers/benefits which include: 

10 Paid Federal Holidays Thrift Savings Plan     
13 Annual Leave Days (per year for the first three years) Federal Employees Group Life Insurance   
20 Annual Leave Days (after three years) Long-Term Care Insurance 
26 Annual Leave Days (after fifteen years) Federal Employees Dental/Vision Plans      
13 Sick Leave Days Federal Employees Retirement System     
Federal Employees Health Benefit Plan  Fitness Center Membership (fee required) 
Flexible Spending Accounts:       

HealthCare Reimbursement Account
Dependent Care Reimbursement Account 

Excepted Appointment: 

The United States Bankruptcy Court is part of the Judicial Branch of the U.S. Government.  All applicants 
must be U.S. citizens or permanently eligible to work in the United States.  The Federal Financial        
Management Reform Act requires direct deposit of federal wages.  All court employees are required to  
adhere to a Code of Conduct.  Judiciary employees serve under excepted appointments (not civil service) 
and are at will employees. 

Conditions of Employment: 

As a condition of employment, the selected candidate must successfully complete an Office of Personnel 
Management background investigation including an FBI National Criminal History Fingerprint check.  
Employment will be considered provisional, pending a favorable suitability determination based on the 
results of the background investigation. 

Application Process: 

Qualified applicants should submit a resume, cover letter referencing Career Opportunity FY20-04, list of 
professional references (at least three), and Application for Judicial Branch Federal Employment (AO78). 
The application can be found at: https://www.nyeb.uscourts.gov/sites/nyeb/files/AO_078.pdf.  All          
documents should be emailed in PDF format to: resumes@nyeb.uscourts.gov.  Applicants who fail to     
submit a complete application package will not be considered. 

Only applicants selected for an interview will be contacted.  Phone calls will not be accepted.  The 
Court reserves the right to modify, withdraw, or fill the Career Opportunity at any time, any of 
which may occur without prior written or other notice. 

Applicant must be a U.S. citizen or eligible to work in the Federal U.S. Court System 

The U.S. Bankruptcy Court is an Equal Opportunity Employer 
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https://www.uscourts.gov/careers/benefits
https://www.nyeb.uscourts.gov/sites/nyeb/files/AO_078.pdf

