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United States Probation Office 
District of Nevada 

 

Probation Technician 
 

The United States Probation Office for the District of Nevada is currently recruiting a Probation Technician to provide technical, 
administrative, and clerical support to Probation Officers.  Intended as a career progression towards becoming a United States 
Probation Officer, this position affords an opportunity to learn about the criminal justice system, how federal probation serves 
and supports the needs of the U.S. District Court, and evidence-based practices. 
 

Announcement Number Job Title 
2022-09 Probation Technician 
Opening Date Closing Date 
September 22, 2022 
 

October 23, 2022 (or until filled) 
 

This announcement may close when we receive 75 applications, 
which may be sooner than the closing date. 

 

Number of Openings Type 
1 or more 
Duty Station:  Las Vegas, Nevada 

Temporary (one year and a day) 
Full-Time (40 hours per week), benefits eligible 

 

Salary Range (Depending on Experience) Promotional Potential 
$40,320-$65,578, CL-24 (Las Vegas) 
$44,539-$72,422, CL-25 (Las Vegas) 

Promotion to higher grade without further competition. 

Benefits 
 

Pay is only part of the generous total compensation package you receive while working for the United States Courts. 
Employees also receive 13 days of vacation for the first three years (which increases with tenure), 13 days of sick leave, 11 
paid holidays, retirement benefits, pension plan, and a Thrift Savings Plan (TSP) including a government match of up to 5%. 
Optional benefits include health and life insurance, dental and vision insurance, long-term care insurance, Flexible Benefits 
Program which includes health, dependent care, free parking, and an in-house fitness facility. Also included is the Federal 
Occupational Health (FOH)/Employee Assistance Programs (EAP). Student loan forgiveness is available to qualified individuals, 
pursuant to the Public Service Loan Forgiveness (PSLF) program.  
 

 

Apply To Required Documents 
careers@nvp.uscourts.gov 
 
Applications reviewed on a rolling basis. 

For consideration, applicants should submit: 
 Cover letter 
 Resume 

 
Position Overview 

Under the guidance of a Supervisory Probation Officer, the Probation Technician performs a wide range of duties associated with 
the supervision of federal offenders, conducting investigations, compiling criminal histories, and coordinating with collateral 
agencies..  Responsibilities include, but are not limited to, the following:    
 
 Assist officers in performing investigations (e.g., collateral, presentence, post sentence, etc.). 
 Assist in the supervision of select caseload(s), as needed. 
 Maintain and/or conduct case file reviews and advise officers of matters requiring attention.  
 Assist officers with the timely and accurate scanning of documents. 
 Record chronological entries in supervision case records, as needed. 
 Review forms completed by officers and request revisions, as needed.  
 Retrieve information from databases and generate periodic reports. 
 Update information in electronic records, including the Probation Automated Case Tracking Systems (PACTS).  
 Contact various local law enforcement and regulatory agencies to collect and record information for presentence and 

collateral investigative reports. 
 Conduct law enforcement and other record checks via various automated systems. 
 Perform custodial duties (e.g., inventory of office equipment and records maintenance). 

https://studentaid.gov/manage-loans/forgiveness-cancellation/public-service
mailto:careers@nvp.uscourts.gov
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 Maintain, update, and track paper and electronic files. 
 Type, format, edit, and finalize documents (e.g., presentence investigation reports, supervision case plans, and other 

correspondence) to the court. 
 Process incoming and outgoing mail. 
 Provide general office support, as needed. 
 Perform other duties as assigned. 
 

Minimum Qualifications 
High school graduate or equivalent and one (1) year of specialized experience.  Specialized experience is defined as progressively 
responsible clerical or administrative experience requiring the regular and recurring application of clerical procedures that 
demonstrate the ability to apply a body of rules, regulations, directives, or laws and involve the routine use of specialized 
terminology and automated software and equipment.  Such experience is commonly encountered in law firms, legal counsel 
offices, banking and credit firms, educational institutions, social service organizations, insurance companies, real estate and title 
offices, and corporate headquarters or human resources/payroll operations. 
 

Preferred Qualifications  
Undergraduate degree and one (1) year of specialized experience.  Because this role requires evidence of the capacity to 
understand and apply legal concepts and human relations skills, preference may be given to criminal justice, criminology, 
psychology, sociology, human relations, or business or public administration majors.  Preference also may be given to those 
with bilingual skills (English/Spanish). 
 
Ability to exercise sound judgment, maintain confidences, work harmoniously with others, exercise high ethical standards, and 
demonstrate integrity in meeting the vision and mission of the district.  Excellent computer knowledge and experience in 
Windows operating systems and Microsoft Office software.  Ability to produce a high volume of material accurately.  Excellent 
oral and written communication ability with a diverse range of individuals.  Ability to organize, oversee, and complete multiple 
projects simultaneously.  Detail oriented with strong organizational skills.  Dependable with commitment to regular attendance 
and the ability to work beyond traditional office hours. 
 

Conditions of Employment 
Candidates must be a U.S. citizen or authorized to work in the U.S., adhere to the Code of Conduct for Federal Judicial 
Employees.  In addition, candidates must: 
 
 Fair Chance to Compete for Jobs Act 

Due to the sensitivity level of this position, candidates invited for an interview will be asked about their criminal history 
prior to receiving a provisional offer of employment.  Candidates invited for an interview must complete Form AO 76 
(Federal Application for Employment) and must complete questions 18-20 regarding their criminal history.  Criminal history 
is not in itself disqualifying. 

 

 Background Investigation 
All new hires are required to complete an FBI fingerprint-based national criminal database and records check and pass a 
public trust suitability check.  Final candidate(s) also will be subject to a record check with law enforcement agencies and 
credit bureaus.  Positions designated as highly sensitive are subject to an additional background investigation. 

 

 Electronic Funds Transfer 
All employees are required to identify a financial institution for direct deposit of pay. 

 
The United States Probation Office is an equal opportunity employer 
and we are committed to the principles of diversity and inclusiveness. 

 
 
 
 
 

 
We reserve the right to modify the conditions of this job announcement or withdraw this job announcement, either of which may occur without prior written notice.  
If a subsequent vacancy of the same (or similar) position becomes available within six (6) months of this announcement, the Chief Probation Officer reserves the right 
to select a candidate from the original qualified applicant pool rather than re-advertise a vacant position.   

https://www.uscourts.gov/rules-policies/judiciary-policies/code-conduct/code-conduct-judicial-employees
https://www.uscourts.gov/rules-policies/judiciary-policies/code-conduct/code-conduct-judicial-employees

