UNITED STATES PRETRIAL SERVICES AND PROBATION
Northern District of Ohio

Sara Lioi, Chief Judge | Suzanne Evans, Chief U.S. Pretrial Services & Probation Officer

801 West Superior Avenue PROCUREMENT SPECIALIST | VACANCY #26-33
Cleveland, Ohio 44113
Duty Station: Cleveland, Ohio

Status: Full-Time Permanent Posted: August 25, 2026
Classification: CL 26/CL 27 Reports To: Budget Administrator
Salary Range* $56,773 -$92,269

Closing Date:  Open Until Filled. First consideration will be given to submissions

The U.S. District Court for received by September 11, 2026.

the Northern District of
Ohio currently holds court PoSITION OVERVIEW:
in Cleveland, Akron, Toledo,
and Youngstown and serves
the 6 million citizens of the
40 most northern counties
in the state. It is among the
17 largest U.S. district
courts.

The United States District Court for the Northern District of Ohio is seeking a
Procurement Specialist to join the Pretrial Services and Probation Office in Cleveland,
Ohio. The procurement specialist performs a broad range of procurement activities
requiring knowledge of procurement policies and practices. The incumbent assists in
performing administrative and technical work related to procurement activities which
include preparing specifications, negotiating service contracts, and preparing
purchase orders. (Promotion potential to CL 27 without further competition).

“Working Together, DUTIES AND RESPONSIBILITIES:
Making a_ leﬁ_eren”ce, These include, but are not limited to the following:
Changing Lives . . o o o
- Complete contracting officer training, pursuant to the Judiciary guidelines, for level
1,2,and 3.
H TO APPLY " : :
OWTO - Assess requests for goods and services by ensuring they are allowable under
Applicants must submit limitations, restrictions, and policies. ' . ' '
ONE PDF document to - Research and evaluate vendors, prepare contract specifications, obtain, and review
bids, and negotiate the terms and conditions of contracts.
containing the following: - Negotiate with vendors for the best price over contracted services and purchases.
Cover Letter - Obtain quotes from vendors for supplies, equipment, services, and furnishings.
Resume - Procure supplies, equipment, services, and furnishings from government and non-
Three profes.swnaI government sources through new contracts, competitive bids, or existing
references with contact government contracts.
information s . . . S .
- Process requisitions, purchase orders, and invoices in the Judiciary’s financial
Copy of college
; system.
transcripts . ) _
Copy of recent - Plan and coordinate time and delivery of purchases.
performance evaluation - Identify and maintain a list of vendors and sources of supply for goods and services.
Application for Federal - Maintain a variety of procurement logs and databases.

Judicial Branch
Employment found

The U.S. District Court for the Northern District of Ohio is an Equal Opportunity Employer.


http://www.ohnd.uscourts.gov/
mailto:apply@ohnd.uscourts.gov
https://www.ohnd.uscourts.gov/sites/ohnd/files/OHND%20Application%20Packet%20for%20Judicial%20Employment.pdf

JUDICIARY BENEFITS

Paid Annual Leave
Paid Sick Leave

Paid Holidays (11)
Pre-tax Benefit
Programs

Health Insurance
Vision/Dental Insurance
Group Life Insurance
Long-Term Care
Insurance

Defined contribution
retirement benefits
(FERS)

Thrift Savings Plan
(TSP)- 401 (k)-styled
program with up to 5%
match

Fitness center

CONDITIONS OF
EMPLOYMENT

Applicants must be U.S.
citizens or eligible to
work without restriction
in the United States.
Completion of FBI
background check
including fingerprint
records check.
Employment is
considered provisional
until the background
check is successfully
completed.

Employees of the federal
judiciary must adhere to
all Judicial Conference
regulations, follow the
policies in the Guide to
Judiciary Policy, and are
bound by the Code of
Conduct for Judicial
Employees.

Employees are
considered “at will”.
Employees are required
to use direct deposit for
payroll.

DUTIES AND RESPONSIBILITIES CONTINUED:

- Maintain detailed files, records, and materials related to procurements.

- Assist with cyclical and internal controls audits.

- Report building related maintenance and repair issues to the U.S. General
Services Administration (GSA) or its general maintenance contractor as needed.

- Adhere to the Guide to Judiciary Policy regarding procurement policies and
procedures.

- Adhere to the court’s internal control process, policies, and procedures.

- Serve as the Disposal Officer for non-IT property.

- Travel to divisional offices, same day or overnight, as needed.

- Lift 501bs.

- Perform other duties as assigned.

QUALIFICATIONS (MUST BE MET AT THE TIME OF APPLICATION):
Required:

- High School Diploma or equivalent.

- Applicants must have a least three years of specialized experience. Specialized
experience is progressively responsible purchasing experience that provided
knowledge of the rules, regulations, practices, and principles, of procurement; and
involved the routine use of automated financial and accounting systems or other

computer-based systems and applications such as word processing, spreadsheets,
or databases.

- To qualify for the CL 27 level, must have a minimum of one (1) year of federal
procurement experience.

- Excellent customer service skills.
- Ability to work both independently and collaboratively as part of a team.
- Ability to multitask and prioritize work assignments.
- Strong oral and written skills.
- Strong organizational, detail-oriented, analytical, and problem-solving skills.
- Ability to maintain confidentiality and handle sensitive records.
- Professionalism appropriate for a court environment.
- Attendance record and strong work ethic that indicates reliability and
commitment.
Preferred:

- Bachelor’s degree in business or finance from an accredited four-year college of
university

- Government purchasing experience.

- Knowledge of the accounts, procedures, and applicable financial automated
systems of the judiciary.

OTHER:

Due to the high volume of applications anticipated, the Court will only contact those
who will be considered for interviews. Applicants selected for interviews must travel
at their own expense and relocation expenses will not be reimbursed.

The Court reserves the right to fill more than the advertised number of positions with
this announcement, may modify the conditions of this job announcement, or may
withdraw the announcement, any of which may occur without prior written or other
notice.

The U.S. District Court for the Northern District of Ohio is an Equal Opportunity Employer.



