
United States District Court, Northern District of Indiana 
 204 Main Street 
 South Bend, IN  46601 
 www.innd.uscourts.gov 

 
   Vacancy Announcement Number: 2026-01 

 

VACANCY NOTICE 
 
Position Title: 

 
Pro Se Law Clerk – Full Time * 
(more than one position may be filled) 

 
Opening Date:  August 12, 2026 
 
Closing Date: Open until filled, with 
preference given to applications 
received by close of business August 
18, 2026 

 
Appointment Type: 

 
*This appointment and continued employment are subject to available Pro Se 
Law Clerk funding and dependent upon annual court allocations. 
 

 
Duty Station: 

 
Hammond, Fort Wayne, or South Bend (Indiana)  
 

 
Salary: 

 
JSP 11 to JSP 14** 
(Fort Wayne/South Bend Pay Table: JSP 11 to 14 $74,678 – $163,514) 
(Hammond Pay Table: JSP 11 to 14 $83,482 – $182,790) 
** Starting salary is commensurate with qualifications, experience, and is 
based upon Judicial Salary Plan (JSP) guidelines. Advanced step placement may 
be available for current or prior federal employees under highest previous rate 
rules. Pay is determined and based on employee’s official duty station; thus, 
applicable pay table may vary due to geographical location. 
 

 
 
Introduction:  
The United States District Court for the Northern District of Indiana is seeking qualified applicants for a 
full-time Pro Se Law Clerk. Pro Se Law Clerks are a significant resource for the federal court. The Chief 
Judge serves as the appointing authority for all Pro Se Law Clerk positions, with the Supervisory Pro Se 
Law Clerk being responsible for overseeing case assignments and workflow management. Pro Se Law 
Clerks provide substantive legal analysis, advice, and assistance on prisoner pro se cases pending before 
the District Court and on other court‐related legal issues. All Pro Se Staff Law Clerk positions are subject 
to available funding supplied by the Administrative Office of the United States Courts and dependent upon 
annual court filings. There is a lifetime limitation of four (4) cumulative years of term clerkship service with 
the United States Courts, however, service as a Pro Se law clerk is not charged against the four-year lifetime 
limitation.   
 
 
 

http://www.innd.uscourts.gov/
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Duties and Responsibilities: 
Duties include performing legal research and writing related to prisoner civil rights and habeas corpus 
cases, including immigration cases.  The position’s general responsibilities include: (1) substantive 
screening of civil complaints and habeas corpus petitions; (2) conducting independent legal research into 
issues raised by pleadings; (3) drafting appropriate recommendations, memoranda and orders for the 
Court’s approval; (4) keeping abreast of changes in the law; (5) monitoring dockets of pending civil actions; 
and (6) compiling statistics and preparing periodic reports to reflect the status and flow of cases.  In 
addition, the Pro Se Law Clerk communicates with District Court judges and other Court staff on legal 
issues relevant to prisoner pro se cases.   
  
Qualifications, Skills and Requirements: 
Graduation from an ABA-accredited law school and admission to a State Bar. Preference given to 
applicants with 2+ years of legal experience, especially federal law clerk experience. 
 
Candidate must have demonstrated one of the following accomplishments or proficiencies: (a) standing 
within the upper third of the law school class; (b) experience on the editorial board of a law review; (c) 
graduation with an LLM degree; or (d) proficiency in legal studies that, in the opinion of the appointing 
judge, is the equivalent of one of the above.  
 
Court-preferred qualifications include having a superior analytical ability, strong work ethic, ability to work 
within strict deadlines in a fast-paced environment, ability to take direction, excellent research and writing 
skills, proficient typing and computer skills, and the ability to work independently or as a team player.  
Legal experience in constitutional, criminal, civil rights, or habeas corpus law is strongly preferred. 
 
Conditions of Employment: 
Judiciary employees are required to adhere to the Code of Conduct for Judicial Employees. This position 
is classified as a sensitive position; therefore, the successful applicant will be hired provisionally pending 
the successful completion of a required criminal background check that includes FBI fingerprinting and 
ends with a favorable employment suitability determination. Reinvestigation may be required every five 
years thereafter. The selectee for this position is subject to a criminal record check and satisfactory 
adjudication by the employing office to be eligible for employment. Applicants must be United States 
citizens or eligible to work in the United States (i.e., permanent resident; permanent residents must be 
willing to apply for United States citizenship within two years of hire). All application information is subject 
to verification. Judicial Branch employees of the United States District Court serve under excepted 
appointments, are not under the Civil Service System, not subject to the employment regulations of 
competitive service, and are “at-will” employees, who can be terminated with or without cause by the 
Court. The successful candidate for this position will be required to comply with any court policy in place 
regarding vaccination. This position is subject to mandatory electronic fund transfer participation for 
payment of net pay. 
 
Benefits: 
The Federal Judiciary offers a comprehensive and diverse benefits package that includes paid federal 
holidays, annual and sick leave accrual, and retirement benefits under the Federal Employees Retirement 
System (FERS), which includes the Thrift Savings Plan, a 401k style retirement savings program with 
capped employer matching and automatic contributions. Benefits also include optional participation in an 
employer subsidized Federal Employees Health Benefits (FEHB) Program and Federal Employees Group 
Life Insurance (FEGLI) Program. Additional supplemental benefits include but are not limited to the 
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Federal Employees Dental and Vision Insurance Program (FEDVIP), and a Flexible Benefits Program. A 
Public Service Loan Forgiveness Program is available to certain eligible full-time employees with qualifying 
student loans.  Visit the website of the United States Courts for an overview of Federal Judiciary benefits. 
 
Application Process: 
Qualified applicants are invited to submit a cover letter, resume with professional references, two writing 
samples, law school transcript and an Form AO-78 (Federal Judicial Branch Application for Employment 
(uscourts.gov). The selectee for this position is subject to a criminal record check and satisfactory 
adjudication by the employing office to be eligible for employment. Due to the sensitivity level of this 
position, candidates may be asked about their criminal history prior to receiving a tentative offer of 
employment. Candidates completing the AO-78 must complete questions 19-21 regarding their criminal 
history. Criminal history is not in itself disqualifying. All available information, past and present, favorable 
and unfavorable, about the reliability and trustworthiness of an individual will be considered when making 
an employment suitability determination. Providing false and/or misleading information may be grounds 
for removal from the application and selection process, as well as disciplinary action if discovered after 
date of hire. Submit all material in a single pdf by email to humanresources@innd.uscourts.gov, 
referencing the Vacancy Announcement Number (2026-01) in the subject line. For priority consideration, 
all application packets must be received by close of business on August 18, 2026. Incomplete packets 
may not be considered. Verification of employment, education, and reference checks will be made prior 
to any offer of employment.  
 
Participation in the interview process will be at the applicant’s own expense. The Court will not pay 
relocation expenses. Only those applicants selected for an interview will be contacted. Applicants 
scheduled for an interview should advise Human Resources if any accommodation is necessary. 

 
The District Court of Northern Indiana reserves the right to modify the conditions of this job announcement, 
and/or withdraw it. If desired by the Court, more than one position may be filled from this announcement. 
Additionally, the Court reserves the right to reopen the posting to solicit applications from additional 
applicants should the Court deem this necessary. If a subsequent vacancy in a similar classification 
becomes available within a reasonable time of this announcement, the Court may elect to select a 
candidate from the original qualified applicant pool without further advertisement and competition. Any 
such action may occur without prior written or other notice. 
 

Indiana Northern District Court is an Equal Opportunity Employer. 

https://www.uscourts.gov/careers/benefits
https://www.innd.uscourts.gov/sites/innd/files/AO078A.pdf
https://www.innd.uscourts.gov/sites/innd/files/AO078A.pdf
mailto:humanresources@innd.uscourts.gov

