FEDERAL DEFENDERS or SAN DIEGO, INC.

THE COMMUNITY DEFENDER ORGANIZATION FOR THE SOUTHERN DISTRICT OF CALIFORNIA

POSITION ANNOUNCEMENT

Position: Administrative Officer Location: San Diego, CA
Application Deadline: open until filled Posted: June 3, 2024

Federal Defenders of San Diego, Inc., (FDSDI) is hiring an Administrative Officer, a high-level
position that reports to the Executive Director. The Administrative Officer manages the administration
and operations in support of two law offices, 145+ staff and interns, and supports our mission of
providing diligent, zealous, and respectful criminal defense representation.

The Administrative Officer is a one-of-a-kind position. We are looking for a leader who can act
independently, manage finite resources effectively, and understand the relationship between a
Community Public Defender office and the U.S. Court system. The Administrative Officer may
supervise at least three staff members with administrative, financial, or information technology
responsibilities.

Duties and Responsibilities: The Administrative Officer acts as the principal advisor to the Executive
Director on all aspects of office administration and management, and ensures compliance with
national, state and local policies by acquiring knowledge of current requirements and staying informed
of changes to the Guide to Judiciary Policy, the Defender Services Operations Manual, applicable
state and federal statutes, GSA rules and regulations, and directives from the Administrative Office of
the U.S. Courts, Defender Services Office, and other agencies as needed.

General administration, management, and supervision:

* Directly assists with day-to-day operations, process improvement, policy development, and short-
and long-term strategic planning.

* Supervises and/or directs administrative, financial, human resources, and IT functions.

» Works to recognize issues and improve office management, efficiency, and effectiveness.

* Develops and maintains internal controls to ensure adequate separation of duties exists for financial,
procurement, property management, and human resource functions.

Budget and financial management:

» Manages financial operations, develops spending plans, and oversees accounting functions, including
the disbursement of appropriate funds.

» Formulates the annual budget, develops caseload projections, analyzes staffing needs and resource
allocation, and prepares hiring plans.

* Prepares monthly variance reports, status of funds reports, and workload reports for review and
approval by the Federal Defender.

Procurement of government goods and services:

* Determines the need for, and directs procurement of, supplies, equipment, furnishings, and
professional services in compliance with judiciary procurement policy.
* Trains and supervises employees responsible for various procurement duties.



Human resources and personnel management:

* Advises on staffing, position classification and compensation, employee performance and evaluation,
dispute resolution, benefits administration, and personnel policies, in collaboration with the Personnel
Administrator.

* Develops strategies to recruit and retain a diverse workforce, in collaboration with the Personnel
Administrator.

* Collaborates with the Personnel Administrator on a comprehensive onboarding program for all new
employees and interns, and facilitates offboarding and exit interviews.

* Conducts performance evaluations for administrative staff.

Property management:

* Collaborates with case management, custodial, disposal, and procurement administrators to manage
records storage systems and accountable property inventories.
* Prepares for the San Diego office remodel and space refresh project in 2025.

The Administrative Officer provides mentorship, ensures employees are adequately trained to perform
their assigned duties, and manages leave and attendance. The position requires travel between the San
Diego and EI Centro offices and occasional out-of-district travel for attendance at administrative, case
management, and/or financial conferences.

Qualifications:

Federal Defenders of San Diego seeks an Administrative Officer who is a trusted and reliable
individual with a heart for public service, uses good judgment, and appreciates the importance of
diversity and teamwork. The Administrative Officer must be able to work individually and
collaboratively and perform their responsibilities with a strong sense of ethics and integrity. They
understand and value well-run administration; budget and financial management; human resources;
information technology, space, and facilities management; and procurement, property, and records
management.

The successful Administrative Officer is a self-starter and innovative thinker who identifies issues and
works to resolve them. If they don’t know the answer to a question, they pursue self-education and
seek assistance until they do. They are organized and able to handle multiple tasks. They are dedicated
to serving clients by supporting the office as a whole. They are respectful to their colleagues and show
appreciation for their roles. Above all, they maintain high standards for treating clients and colleagues
with empathy and understanding.

Requirements:

To qualify a person must have at least three years of general experience and three years of specialized
experience. Some higher education from an accredited college or university, preferably with a
concentration in public administration, public policy, business administration, management or related
field, may substitute for some of the required experience. Current or prior Federal Defender or law
office experienced is preferred, as is progressively more responsible administrative, technical,
professional, supervisory, or managerial experience in at least one or more of these functional areas:
budget and finance, human resources, purchasing or procurement. A bachelor’s or advanced degree
from an accredited college or university is also preferred. Offers are contingent upon applicants being
fully vaccinated against COVID-19 as of hire date.



Salary and Benefits:

Salary will be commensurate with experience and number of individuals supervised. The starting salary
range is: JSP 11/1 ($82,633) to JSP 14/1 ($139,176). The position does include employee benefits
including health and life insurance as well as a 401k plan. Salary is payable only by Electronic Funds
Transfer (direct deposit). This position is at will and is subject to the availability of funds. Employment
is subject to a satisfactory background investigation. This position offers one day of telework per pay
period. Full-time telework is not available.

Office Information:

The Federal Defenders of San Diego provides legal counsel for low-income individuals who face
federal criminal prosecutions in our district, which covers San Diego and Imperial counties. Our
attorneys represent clients at all stages of proceedings including pre-charge, at trial, on appeal, and
post-conviction. Our staff of 145+ employees includes administrators, attorneys, case managers,
investigators, paralegals, and social workers.

How to Apply:

Interested applicants are invited to apply by submitting a single pdf document that includes a cover
letter, resume, and three references via email to the attention of:

Kasha Castillo, Executive Director
Hiring@fdsdi.com
Subject: Administrative Officer Position — San Diego

Position open until filled. Please, no telephone inquiries.

Commitment to Diversity, Equity, & Inclusion:

Our office values diversity and is committed to equity and inclusion. We aspire to embody values
of mutual respect, collaboration, openness, and humility that honor the people we represent. Our
representation is better when members of the defense team and staff members have diverse
backgrounds and experiences. In our hiring, we seek individuals who share these values. We
embrace the unique backgrounds, social identities, and lived experiences our employees bring to
our office. We are interested in applicants’ talent, diligence, and desire to see that all people are
treated fairly and respectfully — no matter the allegation or circumstance.
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