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UNITED STATES PROBATION OFFICE 
EASTERN DISTRICT OF LOUISIANA 

  
 

Position Title:    United States Probation Officer Specialist 
 
Location of Position: Houma, Louisiana 
 
Vacancy Announcement Number: 14-PRB-09 
 
Announcement Date:   Friday, August 29, 2014 
 
Closing Date Friday, September 26, 2014 
 
Starting Salary/Classification Level: $66,093 - $107,465 (CL 29) 
 
Anticipated Starting Date: To Be Determined 
 
The United States Probation Office, for the Eastern District of Louisiana, is seeking to fill the vacant position of 
Probation Officer Specialist, which will be located in Houma, Louisiana.  This position will be assigned to our 
community supervision team; however, it should be noted that the completion of investigations (i.e., Collateral 
Requests, Presentence, Pretrial Bail Reports, etc.) may be required, at times, depending on district needs.  This is 
considered a leadership position, whereas the incumbent works with their assigned supervisory probation officer 
to formulate, supervise, and implement initiatives to achieve goals and objectives defined within Community 
Supervision.  Incumbents will assist their supervisory probation officer in the continued creation of an outcome 
based learning organization that taps human potential through dialogue, accountability, innovative ideas, and 
personal and professional growth.   
 
The Probation Officer Specialist is considered hazardous duty, which may require irregular working hours, to 
include nights, weekends, and holidays.  Incumbents will be expected to frequently travel to headquarters and/or 
divisional offices, when necessary.  Further, the Probation Officer Specialist works closely with the Drug & 
Alcohol Treatment and Mental Health Specialists concerning the supervision and oversight of services within the 
aforementioned specialized areas; Program Development Specialists for the purpose of providing employment 
readiness, workforce development, cognition, and other evidence-based practices programming; and Location 
Monitoring Specialist to assist in the supervision of offenders under electronic surveillance.  The Probation 
Officer Specialist serves as the resident expert within the Houma divisional office.  
    
The U. S. Probation Office, for the Eastern District of Louisiana, is a combined district which encompasses 13 
parishes, 12 Active Article III Judges, 2 (Active) Senior Judges, and 5 Magistrate Judges.  The headquarters office 
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is located in New Orleans, Louisiana.  The U. S. Probation Office employs more than 50 staff in a total of three 
locations. 
 

Representative Duties 
 

 Perform investigative and supervision responsibilities for offenders in both general and specialized areas.  
Conduct investigations and prepare reports for the Court with recommendations, which require 
interviewing offenders and their families, as well as collecting background data from various sources.  An 
integral part of this process is the interpretation and application of policies and procedures, statutes, 
Federal Rules of Criminal Procedures, and may include U. S. Sentencing Guidelines, and relevant case 
law. 
 

 Track developments in the new law, and update staff.  Enforce court-ordered supervision components and 
implement supervision strategies.  Maintain personal contact with offenders through office and community 
contacts and by telephone.  Investigate and immediately address issues which impact compliance with 
court-ordered obligations. 

 

 Schedule and conduct drug use detection tests and DNA collection of offenders, following established 
procedures and protocols.  Maintain paper and computerized records of test results.  Maintain chain of 
custody of urinalysis testing materials.  Respond to judicial officer’s request for information and advice. 
Testify in court as to the basis for factual findings and (if warranted) guideline applications.  Serve as a 
resource to the court.  Maintain detailed written records of case activity.  May conduct surveillance and/or 
search and seizure at the direction of the court. 

 

 Investigate and analyze financial documents and activities and take appropriate action.  Interview victim(s) 
and provide victim impact statements to the court.  Ensure compliance with Mandatory Victims 
Restitution Act.  Responsible for enforcement of home confinement conditions ordered by the court. 

 

 Supervise a select caseload of offenders with identified drug, alcohol, or mental health problems.  Conduct 
investigations and prepare reports to the Court. 

 

 Develop/coordinate programs to implement evidence-based practices, including appropriate assessment 
instruments to identify risks, needs, and treatment; including, cognitive behavioral therapy, motivational 
interviewing, and workforce development.  Determine and evaluate available resources. 

 

 Collect statistical data regarding the evidence-based programs utilized in the district and their outcomes to 
determine effectiveness.  Develop a system to review existing and new EBP research findings. 

 

 Analyze and respond to any objections to supervision recommendations.  This may include resolving 
disputed issues and presenting unresolved issues to the Court for resolution. 
 

 Communicate with other organizations and persons (such as the U. S. Parole Commission, Bureau of 
Prisons, law enforcement, treatment agencies, and attorneys) concerning offenders’ behavior and 
conditions of supervision.  Identify and investigate violations and implement appropriate alternatives and 
sanctions.  Report violations of the conditions of supervision to the appropriate authorities.  Prepare 
written reports of violation matters, and make recommendations for disposition.  Testify at court or parole 
hearings.  Conduct Parole Commission preliminary interviews.  Guide the work of staff providing 
administrative and technical assistance to probation officers. 
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 Establishes and maintains training records, via the automated databases, to include the participant lists. 
 

 Act as a facilitator and/or coordinator of cognition and employment readiness programming. 
 

 Assist with developing short and long range training programs responsive to the district’s and staff 
member’s needs.  Programs include orientation for new employees, in-service workshops on technical and 
professional development topics, and supervisory and management training programs.  Enlists the support 
and participation of the district’s personnel to ensure that program training goals are met.  Collaborate 
with Sr. Management to develop training requirements by identifying knowledge and skill requirements of 
jobs, tasks, and roles. 

 

 Assist the Drug & Mental Health Specialists with determining and evaluating on an ongoing basis the 
available resources throughout the district in regards to drug and mental health aftercare within the 
surrounding area.  Secure and contract drug/mental health after care services for offenders while adhering 
to procurement and contracting guidelines and requirements.  
 

 Assist the Drug and Mental Health Specialists with maintaining regular contact with contract providers, 
within the surrounding area, to ensure compliance with contractual agreements.  Ensure regularly 
scheduled meetings (quarterly with staff) to assess offender progress. 
 

 Assists the Drug and Mental Health Specialists with updating drug and mental health aftercare policies and 
procedures and provide related training to staff on an annual basis, or more often as the caseload dictates. 
 

 Assist the Location Monitoring Specialist with implementing district policy concerning location 
monitoring, to include: supervision of offenders, establishing connectivity, electronically tracking and 
monitoring offender, etc. 
 

 Assists with providing oversight to the district’s internship program and recruit, interview, and recommend 
qualified interns.  Conduct intern orientation and oversee their assignment and monitor process.   

 
Qualifications 

 
To be appointed at the CL 29, three years of progressively responsible specialized experience, with at least one 
year as a CL 28 Probation Officer is required. You must meet the qualification standards applicable to the 
position for the highest level of work effectively supervised. Probation Services experience is preferred. 
 

 Specialized experience is defined as progressively responsible experience in the investigation, 
supervision, counseling and guidance of offenders in community correction, parole, criminal 
investigations, probation and/or pretrial programs. 
 

 Experience in fields such as education guidance counselor, social worker, caseworker, psychologist, 
substance abuse specialist, and correctional researcher may constitute a portion of the specialized 
experience. 

 

 Specialized experience must be earned after the bachelor's degree is granted. Completion of one 
academic year (30 semester or 45 quarter hours) of graduate study in one of the social sciences may be 
substituted for one year of the specialized experience; or completion of a master's degree or two years of 
graduate study (60 semester or 90 quarter hours) in an accredited university in one of the social sciences 
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or a Juris Doctor (JD) degree may be substituted for two years of specialized experience. No more than 
two years of academic achievement may be substituted for specialized experience. 

 

 Experience as a police officer, FBI Agent, Customs Agent, Deputy U. S. Marshal or similar positions do 
not meet the requirements of specialized experience. 

 
Personal Characteristics and Skills (i.e., Preferred Skills) 

 
The Eastern District of Louisiana strives to maintain and grow a productive, progressive, and positive culture.  We 
recruit and retain staff that promote, reflect, and thrive in that environment.  Successful candidates must be 
leaders and motivators; must be mature and highly organized; must possess tact, good judgment, poise and 
initiative; and must maintain a professional appearance and demeanor at all times.  A successful candidate will 
possess the following qualities: optimistic, introspective, honest, helpful, curious, adaptable, committed, and be 
accountable.   
 
The ideal candidate will also: 
 

 Have a record of displaying good judgment and of being a proven problem-solver who can provide 
innovative solutions to workplace problems as well as employee relation issues; 
 

 Be expected to demonstrate an understanding of the Charter for Excellence and will exemplify such in 
their day-to-day behavior; 

 

 Have performed basic duties in two of the core disciplines within the probation office (i.e., Pretrial 
Services, Presentence, and Post-Conviction).   

 

 Have the desire to further contribute to our system via participation in national workgroups and/or 
committees sponsored either by the Federal Judicial Center or the Office of Probation & Pretrial 
Services; 

 

 Have a thorough understanding of PACTS and DSS and demonstrate how he or she has used PACTS 
and DSS reports to formulate solutions to problems.  Further, he or she must demonstrate how data has 
been used to access trends and ensure evidence-based practices within their respective discipline (i.e., 
Pretrial Services, Presentence, and/or Post-conviction). 

 

 Have extensive knowledge of evidence-based practices and skilled in their application.  A good 
understanding of program and service policies and procedures is essential to support decisions and to 
exercise good judgment.  Must be a perennial learner with the desire to be an expert in our changing 
field. 

 

 Have completed or currently enrolled in the Federal Judicial Center’s Foundations of Management 
Program; and completion of the Federal Judicial Center’s Leadership Development Program. 

 

 Be skilled in communicating effectively; both orally and in writing, with individuals and groups to 
provide information, facilitate meetings, and influence decision-makers and strive for high level 
achievement.  

 

 Have the ability to organize, oversee, and complete multiple projects simultaneously with limited 
supervision. 
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 Demonstrate the ability to assume responsibility of a task and take ownership of such, inspire 
confidence, secure cooperation, embrace diversity, flexibility, understand the importance of delivering 
high quality customer service, and serve as a member of a team. 

 

 Demonstrate leadership by showing initiative to engaging in project management and establishing 
programs which helps to achieve an organization’s mission and vision.  

 

 Demonstrate how he or she uses technology to improve a process within their respective discipline of 
the probation office. 

   
Overall, the incumbent shall have substantial knowledge of and experience in the supervision of 
offenders/defendants, conduct investigations and preparing presentence reports; excellent organizational 
leadership skills; knowledge and application of the U. S. Sentencing Guidelines, applicable statutes and case law, 
and Federal Rules of Criminal Procedure; knowledge of offender workforce development, evidence-based 
practices, and re-entry initiatives which are clearly linked to current and future operations and activities. 
 

Additional Information: 
 

 Qualified candidates will be evaluated to determine those who are best qualified.  This determination will 
be based on a review of the applicant’s relevant experience, education, and training.  Qualified applicants, 
only, will be contacted for an interview.  The interviews will be conducted in New Orleans, Louisiana.  
Applicants selected for interview will be required to travel to the designated location at their own expense.  
Only those applicants who are interviewed in person will receive a written response regarding their 
application status.  If you are not contacted by our office following the closing date of this vacancy, another 
candidate within the recruitment field, with either more experience and/or qualifications, was selected.  
Please do not call. 
 

 The aforementioned position is classified as law enforcement.  As a condition of employment, the 
incumbent will be subject to ongoing random and reasonable suspicion drug screenings, updated 
background investigations every five years and, as deemed necessary by management for reasonable cause, 
may be subject to subsequent fitness-for-duty evaluations. At the Chief Probation Officer’s discretion, the 
most recent reinvestigation report completed on behalf of the applicant may be requested.   
 

 If not already completed, the selected candidate must make every effort to continuously enroll in the 
Federal Judiciary’s Leadership Development Program within five (5) years from the date of appointment; 
completion and/or enrollment in Foundations of Management within one (1) year from the initial date of 
appointment; completion and/or enrollment in the New Deputy Chief’s Program within two (2) years 
from date of appointment; and continued participation in professional development programming.  

 
Benefits: 

 
Judiciary employees are entitled to the same benefits as other Federal employees.  These include: 
 

 During the first three years of full-time employment, employees receive 13 days of paid vacation.  
Thereafter, between 20-26 days of paid vacation depending upon the length of federal service. 
 

 Employees receive 13 days of paid sick leave (unlimited accumulation) and ten paid federal holidays a 
year. 
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 Subsidized medical coverage with pre-tax employee premiums and flexible benefits program for health 
care, dependent care, and commuter/parking expenses. 
 

 Eligibility for Group Life Insurance, Long Term Disability, and Long Term Care coverage. 
 

 Participation in the Thrift Savings Plan (similar to 401K plan) with employer matching contributions. 
 

 Excellent retirement annuity and mandatory retirement at the age of 57 for law enforcement positions. 
 

 Direct deposit is required for payment of compensation for employees. 
 

How to Apply: 
 

 Interested candidates should submit a complete applicant’s packet which includes: 
 

 A letter of interest which includes a detailed narrative statement addressing specific qualifications and 
relevant experience that outlines your personal characteristics and management philosophy.  The letter 
should address the knowledge, skills, and experience necessary to perform the duties of Probation 
Officer Specialist.  The letter should be no more than four pages, single space;  
 

 Three professional letters of reference; and 
 

 Kindly attach a resume and copies of the last two performance appraisals. 
 

Applicants selected for final interviews will be required to prepare and make a presentation, not to exceed 15 
minutes on the following: 
 

 In his book Leading Change, John Kotter (1996) referenced how “more and more organizations will be 
pushed to reduce costs, improve the quality of products and services, locate new opportunities for growth, 
and increase productivity” (p. 3).  The U. S. Probation Office, for the Eastern District of Louisiana, 
continues to experience organizational change consistent with the aforementioned reasons noted by 
Kotter.  However, change, for some, is never well received and, thus, tends to negatively impact the team.  
According to The Results Driven Manager (2004), “when teams click, they generate extraordinary results 
that surpass the simple sum of the individual members’ talents” (p. 1).  Please articulate, via your 
presentation, your belief concerning the essentials for establishing effective teams to help carry out the 
vision and mission of the U. S. Probation Office, for the Eastern District of Louisiana.  It is strongly 
encouraged that you reflect on your professional experiences as a Probation Officer, whereby illustrating 
how you have helped to either develop or positively impact (or both) teams within your district for the 
greater good.  Also, please be sure to address the current status of the team.        
 

This concept is intentionally left open-ended to allow the applicant sufficient opportunity to explore the changing 
nature of the field of federal probation; and how the role of the Probation Officer Specialist is critical to assisting 
the Eastern District of Louisiana in navigating through the various stages of change to achieve our overall 
objective.   
 
YOU MUST REFERENCE THE VACANCY ANNOUNCEMENT NUMBER IN YOUR LETTER OF 
INTEREST.  Applications will not be considered complete until all of the items listed have been received by 
Human Resources.  All application material must be submitted ELECTRONICALLY, no exceptions. 
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Please email your complete applicant’s packet to:   vacancies@laep.uscourts.gov 
 

Attachments must be saved as one PDF file – Multiple attachments WILL NOT be accepted 
 

Inquiries regarding this posting or the application process should be directed to the Human Resources division at 
(504) 589-7728. 
 
The U. S. Probation Office Eastern District of Louisiana reserves the right to amend or withdraw any 
announcement without written notice to applicants. If a subsequent vacancy of the same position becomes 
available within a reasonable time of the original announcement, the Chief Probation Officer may elect to select 
a candidate from the original qualified applicant pool. Applicants invited for a personal interview will be 
subject to a criminal records check with law enforcement agencies. 

 
 

The United States Probation Office for the Eastern District of Louisiana is an Equal Opportunity Employer 
 
 

 


