UNITED STATES DISTRICT COURT FOR THE DISTRICT OF UTAH
OFFICE OF PROBATION AND PRETRIAL SERVICES

VACANCY ANNOUNCEMENT

SUPERVISORY UNITED STATES PROBATION OFFICER

ST. GEORGE, UTAH
04-UTP-26

OPEN DATE: APRIL13, 2026 CLose DATE: May 1, 2026

The Office of Probation and Pretrial Services seeks applications for the position of Supervisory United States
Probation Officer. The position is a Court Personnel System classification level 29, with a promotion potential
to a CL 30 without further competition. This position will be permanently located in the St. George, Utah
office.

POSITION OVERVIEW:

We are seeking a motivated individual to serve in a critical leadership position. As an integral part of the
management team, the Supervisory U.S. Probation Officer is responsible for driving and measuring
organizational excellence, while leading staff, coordinating major office initiatives and fostering teamwork to
achieve common goals. A Supervisory United States Probation Officer is responsible for the quantity and
quality of services provided by a unit of probation officers and support personnel. The incumbent serves as a
positive role model, mentor, and coach for staff and has a variety of administrative and operational duties and
responsibilities. The incumbent must be committed to lifetime learning and performing as a self-starter as
he/she grows in the knowledge, skills, and abilities necessary to excel in this position. The incumbent leads by
example and demonstrates mature judgment, technical excellence, policy execution, staff development, and
maintains a service-based viewpoint. The incumbent shall be knowledgeable in the full range of operations and
services to the Court and public. This position is considered hazardous duty, which may require irregular work
hours, to include nights, weekends, and holidays. The incumbent may also be expected to travel.

REPRESENTATIVE DUTIES:

e 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 revocation of supervision. Approves all recommendations to the Court or U.S. Parole Commission for
the issuance of warrants or summons for revocation.

e Reviews all work in the unit, to include investigative reports, case records, correspondence, or other
assignments to ensure timeliness, accuracy, quality, and adherence to all policies, procedures, and
guidelines.

e Participates in management strategic planning to establish organizational goals. Conducts unit staff
meetings to identify performance and operation goals. Solicits and encourages feedback to develop
appropriate solutions to ensure effectiveness, equity, quality, and productivity.

e Encourages ongoing staff development by identifying training needs, responding to formal training
requests, providing job-related training and assessing performance standards.



e Maintains responsibility for staff working relationships within his/her unit. Encourages a positive and
constructive approach to the conduct of work and loyalty and respect for fellow co-workers to assure best
staff utilization; balances workload and utilization of available resources.

e Evaluates the performance of probation officers and/or support staff on a systematic basis, ensuring
accountability and acceptable work performance. Takes corrective action when needed.

e Supervises field travel of staff, to include review and approval of travel vouchers and compares as
appropriate, such travel vouchers to case files and investigative work for accuracy.

e Assumes the responsibility for handling of emergency, high profile, or sensitive supervision or investigative
situations.

e Answers procedural questions for judges, staff, and the public. Provides customer service and resolves
problems while complying with regulations, rules, and procedures. Abides by the Code of Conduct for
Judicial Employees and court confidentiality requirements. Demonstrates sound ethics and good judgment
at all times. Handles confidential and sensitive information appropriately.

e Responsible for positive staff relationships and morale within the unit, encouraging and promoting office
loyalty, pride, and enthusiasm. Maintains a supportive atmosphere for staff utilization of management
personnel and resources. Fosters a positive, participatory work environment and values diversity.

e Performs any or all duties of a probation officer, including investigating and/or supervising offenders.

Performs related duties as required/assigned by the CUSPO, DCUSPO and ADCUSPO.

QUALIFICATION STANDARDS:

SUPERVISORY REQUIREMENTS:

To qualify for a supervisor position, the incumbent must meet the qualifications standards applicable to
positions for the highest level of work effectively supervised. In the case of a supervised unit involving more
than one type of work having differing qualification standards, provided that the type of work constitutes a
substantial portion of the work in the unit and is not more than one level below the highest level of work
effectively supervised.

MANDATORY REQUIREMENTS:
Candidates must be current U.S. Probation Officer and:

e (CL-29: Candidates must have completed at least three years of specialized experience, including at least
one year equivalent to work performed at the CL-28 level.

e (CL-30: Candidates must have completed at least three years of specialized experience, including at least
one year equivalent to work performed at the CL-29 level.

SPECIALIZED EXPERIENCE:

Specialized experience is defined as progressively responsible experience in such fields as pretrial services,
probation, parole, criminal investigations or work in substance/addiction treatment, public administration,
human relations, social work, psychology or mental health. Additionally, the candidate should have
progressively responsibly administrative, technical, supervisory or managerial experience that provided an
opportunity to gain skill in developing the interpersonal work relationships needed to lead a team of
employees, the ability to exercise mature judgement; and knowledge of the basic concepts, principles, and
theories of management; and the ability to understand and implement the managerial policies applicable to
the U.S. Probation Office. Specialized experience must be earned after the completion of the bachelor’s
degree.
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Successful candidates must have demonstrated and sustained outstanding performance, as evidence in recent
performance evaluations and/or through reference checks. Additional qualifications include:

e Broad knowledge of criminal justice system and U.S. Probation systems

Strong leadership skills, flexibility, innovation and creativity

Strong communication skills both orally and in writing

Ability to maintain confidentiality

Demonstrated ability of skillfully dealing with others in professional work relationships
e Ability to address conflict professionally

e Commitment to uphold and promote the district’s core values

e Demonstrated dedication to ethics and integrity

e Participation in the FIC New Supervisor Program required within one year of promotion

PREFERRED EDUCATION:
Master’s degree and/or project management experience.

EDUCATIONAL SUBSTITUTIONS:
Completion of one academic year (30 semester or 45 quarter hours) of graduate study at an accredited
university in one of the accepted fields of study may be substituted for one year of specialized experience.

Completion of a master’s degree in a field closely related to the position, or a Juris Doctor (JD) degree, equates
to two years of specialized experience.

APPLICATION INSTRUCTIONS:
Interested and qualified applicants must submit:

1. Adetailed resume.

2. Aletter of interest that must include a narrative statement addressing your personal characteristics,
management philosophy, your experience in the pretrial, pre-sentence and post-conviction units and how
that experience supports your ability to provide managerial oversight to each area. This letter should be
no longer than four pages, single spaced.

3. Application for Judicial Branch Employment (AQ78)

4. Alist of three professional references.

ADDITIONAL REQUIREMENT:

Each candidate will be required, as part of the interview process, to prepare a presentation (no longer than 15
minutes) which addresses a suggested new practice, improvement to a current practice, or creative idea which
could positively benefit the office (i.e., increase efficiency, cost savings, and/or more effective use of
resources). The format of this presentation is at the discretion of each candidate (e.g., verbal only, PowerPoint,
or providing supplemental materials).

APPLICATION SUBMISSION:

The application form (AQ78) is available on the court’s website http://www.utd.uscourts.gov or at the
address listed below from 9:00 a.m. to 4:30 p.m. Monday - Friday. Applications will be screened for
qualifications and only the most qualified candidates will be contacted and selected for a personal
interview. Incomplete applications will not be considered. Completed application packages must be
emailed, delivered, or postmarked no later than May 1, 2026. Candidates selected for interviews
must travel at their own expense, and relocation expenses will not be reimbursed. Candidates who
are invited to interview may advise the Human Resources Office if an accommodation is necessary.
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https://www.uscourts.gov/sites/default/files/ao078.pdf
https://www.uscourts.gov/sites/default/files/ao078.pdf
http://www.utd.uscourts.gov/

Please email application packages in PDF format to UTD HumanResources@utd.uscourts.gov

Or mail or hand deliver to:

U.S. Probation & Pretrial Services
Attention: HR — SUSPO Vacancy
351 S. West Temple, Room 2.117
Salt Lake City, UT 84101
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