
VACANCY ANNOUNCEMENT 
 
UNITED STATES DISTRICT COURT  
WESTERN DISTRICT OF NEW YORK 
Address: 2 Niagara Square, Buffalo, NY  
Website:  www.nywd.uscourts.gov 

 
Position     Court Reporter (Full-Time) 
Vacancy     19-14 
Duty Station   Buffalo, New York 
Salary     Level 1-4 ($82,302-$94,647) 
      Based on qualifications and experience. 
 
Overview 
Court reporters are involved in the day-to-day business of justice 
with the Federal Courts through supporting court program services 
and operations. To learn more about court reporter career 
opportunities in the Judiciary,  CLICK HERE to view a brief video. 
 
Representative Duties 
Official court reporters serve at the pleasure of the Court and are 
employed by the Court en banc.   
 
An official court reporter records testimony, in a verbatim manner, 
for civil and criminal court proceedings. 

At the request of a party or by order of the Court, an official court 
reporter provides transcripts within the time and cost requirements 
and in compliance with the billing and transcript formats established 
by the Judicial Conference.   

Court reporters must comply with the requirements of the Judicial 
Conference of the United States, the Administrative Office of the 
United States Courts Guide to Judiciary Policy (Volume 6, Court 
Reporting), and the District's Court Reporter Management Plan. 
 
This position requires the maintenance of accurate, legible records 
which are subject to audits, completion of record keeping forms, 
documenting the information contained in reports, as well as 
maintaining and safeguarding records until their disposition 
according to the statutory requirements and Judicial Conference 
policy. 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
  

How to Apply 
 
Please submit a cover letter and resume 
as a single PDF attachment by email 
to applications@nywd.uscourts.gov 
subject line “Court Reporter, Reference 
No. 19-14.”  When saving your 
documents as one PDF, it is 
important to name the file using only 
your firstname_lastname.  Only 
candidates selected for an interview 
will be notified and must travel at their 
own expense.  
 
Important Dates 
 
Application Deadline:  12/20/2019 

District Overview 
The District’s jurisdiction encompasses 
the 17 most western counties of 
Upstate New York, with courthouses 
located in Buffalo and Rochester.  The 
District is comprised of nine United 
States District Judges, eleven United 
States Magistrate Judges, and 
approximately 115 employees. 

http://www.nywd.uscourts.gov/
http://www.nywd.uscourts.gov/
https://www.youtube.com/watch?v=_hUrZ4b6xwc&feature=youtu.be
https://www.youtube.com/watch?v=_hUrZ4b6xwc&feature=youtu.be
mailto:applications@nywd.uscourts.gov
mailto:applications@nywd.uscourts.gov


Qualification Requirements 
In order to accommodate the Court’s busy calendar, candidates 
must demonstrate flexibility and be able to adjust to a changing 
weekly work schedule; demonstrate exceptional reporting skills, 
demanding accuracy and quality assurance; strong organizational 
skills and attention to detail; strong interpersonal skills; and a 
professional demeanor and appearance appropriate in a court 
environment. 
 
Employment is probationary until the below qualification 
requirements are fulfilled. 
 
The qualifications of a court reporter are determined by the Judicial 
Conference (28 U.S.C. § 753 (a)).  An applicant for appointment, as 
a court reporter in the United States District Court, shall possess as 
a minimum requirement at least four years of prime court reporting 
experience in the freelance field of service or in other courts or a 
combination thereof, and have qualified by testing on the registry 
of professional reporters of the National Court Reporters 
Association (NCRA) or passed an equivalent qualifying 
examination.  Professional associations (other than the NCRA) and 
state license examinations may be acceptably equivalent to the 
NCRA testing.  As these requirements change from time-to-time, 
the requirements for the examinations at the time of administration 
will be evaluated on a case-by-case basis.  The qualifications do not 
require that court reporters have active membership in the NCRA 
or another association to qualify for appointment or promotion in 
the Judiciary.  The only requirement is that the reporter have 
attained the credential by passing the qualification examination. 
 
Preferred Qualifications/Court Preferred Skills 
Real time court reporting experience preferred. 

Organizational Relationship 
This position is assigned to the Office of the Clerk and reports to 
the Chief Deputy Clerk. 

Benefits 
Thirteen days of vacation for the first three years, which increases 
with tenure.  Thirteen days of sick leave and 10 paid holidays. 
Choice of employer-subsidized federal health and life insurance 
plans, with optional dental, vision, and long-term care coverage. 
Flexible spending account program.  Federal Employees 
Retirement System and employer-matching Thrift Savings Plan 
(similar to a 401K).  On-site fitness center.  Public transportation 
subsidy (budget dependent). 

 

 

 

Background Investigation 
This is a sensitive position within 
the Judiciary.  Employment will be 
considered provisional pending 
successful completion of an Office 
of Personnel Management 
background check, social media 
inquiry, and a favorable suitability 
determination. 

Applicant Information 
Employees must adhere to a Code of 
Conduct.  The Court provides 
reasonable accommodations to 
applicants with disabilities.  
Veterans’ preference is not a factor 
used in Judicial Branch 
appointments.  Applicants must be 
U.S. citizens or lawful permanent 
residents seeking U.S. citizenship.  
Positions with the U.S. Courts are 
excepted service appointments, 
which are “at will” and may be 
terminated with or without cause.  
Employees are required to use 
electronic funds transfer for payroll 
deposit.   

The United States District Court, 
Western District of New York is an 
Equal Opportunity Employer. 

https://www.nywd.uscourts.gov/sites/nywd/files/Code%20of%20Conduct.pdf
https://www.nywd.uscourts.gov/sites/nywd/files/Code%20of%20Conduct.pdf
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