
 UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF NEW YORK

DATE: JULY 30, 2012
POSITION: MEDIATION SUPERVISOR

          LOCATION: 500 Pearl Street
New York, New York

CLASS LEVEL: Up to CL 30
SALARY: Up to $109, 022

(Depending on qualifications and experience)
CLOSING DATE: AUGUST 31, 2012
ANNOUNCEMENT NO: 12-09

EQUAL OPPORTUNITY EMPLOYER

DUTIES AND RESPONSIBILITIES: The Mediation Supervisor plans, develops and implements the
court-annexed alternative dispute resolution program (ADR) on a district wide basis. Assists with formulating
policies and procedures related to the ADR-Mediation Program and works with Clerk of Court, committees of the
Court and advisory groups in rules and procedures designed to achieve ADR related court goals.  Coordinates
training, prepares materials, performs evaluation of program operations and participates in the evaluation of
applicants to the Mediation Panel. Organizes educational seminars on ADR for judges, court staff, attorneys, and
other professionals. Gathers data, analyzes statistics, and prepares annual reports and summaries of judicial ADR
activities. The incumbent will supervise the Mediation Unit staff, currently three people, maintain and manage the
Mediation Panel consisting of approximately 500 mediators, develop and communicate office policies and
procedures to the Court and members of the bar, and oversee the day to day operations of the Court’s ADR-
Mediation Program. The incumbent will coordinate the annual training effort of Mediation Panel members,
perform orientations for new Panel members, and ensure that the Mediation Panel is current and adequately
maintained to support the Court’s growing ADR-Mediation Program.   Travel may be required to other divisional
offices on a regular basis. The incumbent will perform other duties as assigned. The position reports to the Chief
Deputy Clerk of the Southern District of New York.

REQUIRED QUALIFICATIONS: To qualify for the full CL-30 level (above step 1), more than one year of
specialized experience equivalent to work at the CL 29 level. A Bachelor’s Degree plus five (5) years of ADR
experience including three (3) years of supervisory experience is highly desirable. Relevant education may
include law, social work, counseling, business, management or related disciplines.

SPECIALIZED EXPERIENCE: Progressively responsible administrative, technical, professional, 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 judgment, and

• Knowledge of the basic concepts, principles, and theories of management and ability to understand the
managerial policies applicable to the judiciary unit involved.



APPLICATION PROCEDURE: To be considered for this position please submit a resume detailing your
education and work experience, and a cover letter.  The cover letter should indicate the position that you are
applying for, and identify how your education and/or experience relate to the duties and responsibilities of the
position.  Resumes without the cover letter addressing the qualifications will not be considered.

PLEASE SUBMIT YOUR RESUME AND COVER LETTER TO: 

United States District Court/Southern District of New York 

Human Resources, Suite 820

500 Pearl Street 

New York, New York  10007

THIS POSITION IS SUBJECT TO MANDATORY ELECTRONIC FUNDS TRANSFER FOR PAYMENT
OF NET PAY

THE SUCCESSFUL CANDIDATE FOR THE POSITION IS SUBJECT TO A BACKGROUND CHECK.

APPLICANTS MUST BE UNITED STATES CITIZENS. 

ONLY CANDIDATES SELECTED FOR INTERVIEWS WILL BE CONTACTED


