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Position Announcement – Financial Administrator 

Who We Are 

We work to keep people out of prison and to stop state executions by adhering to our mission and 
core values—compassion, zealous advocacy, competency, integrity, creativity, and collaboration—
when representing clients. Our clients are indigent defendants charged with federal crimes ranging 
from drug offenses to white‐collar conspiracies and clients sentenced to death. We practice holistic 
defense lawyering to protect our clients’ rights and champion their humanity at every stage of the 
criminal case and beyond. Federal Defender Services of Eastern Tennessee (FDSET) seeks to attract 
and retain a high-performing workforce to serve our clients. We seek to embrace diversities, support 
equity, and foster an inclusive work environment that promotes commitment, flexibility, and fairness. 

The Job 

We are looking for a full-time experienced financial administrator based out of the Knoxville office.  

Duties 

The financial administrator assists the federal defender and administrative officer in financial and 
budget matters. Primary areas of responsibility include, but are not limited to, financial 
administration, budget management and analysis, and accounting systems and controls in adherence 
with federal and local regulations and procedures. The financial administrator will be responsible for 
processing semi-monthly payroll; overseeing time reporting and leave accrual process; producing 
financial and other reports; implementing internal controls; and working with staff in day-to-day 
financial operations. Future responsibilities may include processing travel vouchers, vendor invoices, 
and other disbursements. 

Requirements 

A minimum of three years of accounting experience is required. A bachelor’s degree in accounting, 
business administration, public administration, or other closely related field is desired. The ideal 
candidate will have an above-average skill level in QuickBooks and Excel. Experience using Paychex 
and a familiarity with federal financial regulations is a plus. This position demands solid accounting 
skills, attention to detail, strong ethics, and the ability to exercise good judgment, act with diplomacy, 
and maintain confidentiality. An affinity for teamwork is essential. 

Applicants may be required to complete a background investigation. 

 



 

Salary & Benefits  

Salary is commensurate with years of experience and qualifications in accordance with the Defender 
Organization Classification System and the Federal Judicial Salary Plan (JSP). The current salary 
range is JSP 9/1 at $59,966 to JSP 12/10 at $113,047 annually.  

FDSET offers a generous benefits package, which includes paid vacation and sick leave, 11+ paid 
holidays (annually), medical, dental, vision, life/AD&D, long-term disability, and 401K retirement. 
FDSET provides medical (employee-only plans), dental, vision, basic life/AD&D, and long-term 
disability at no monthly premium cost to employees.  

A partial remote work week is available to employees after an initial probationary period. 

SUBMISSION OF APPLICATION  

Qualified individuals may apply by sending ALL the following materials in one combined PDF 
document to Sharon_Buckingham@fd.org by Wednesday, March 27, 2024.   

(1) Cover Letter 
(2) Resume 
(3) Three References 

An email confirming receipt of the application materials will be sent to all applicants. Only those 
selected for interviews will receive further communication. 

FDSET VALUES A DIVERSE WORKFORCE 
AND IS AN EQUAL OPPORTUNITY EMPLOYER 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



THE GOOD LIFE IN KNOXVILLE 
Marble City. Scruffy City. Gateway to the Great Smoky Mountains. Life in this  
medium-sized city is easy to navigate and filled with surprising goodness. 
 

 
 
Culinary Scene- Knoxville hosts a plethora of restaurants ranging from farm to table to soul food 
to barbecue to authentic ethnic food. Knoxville also boasts a flourishing craft beer scene.  
 
The Great Outdoors- Knoxville is surrounded by natural beauty including the rolling foothills of 
the Smoky Mountains, three rivers, and numerous lakes.  
 
• The Great Smoky Mountains National Park is about an hour from Knoxville. The park straddles 
the North Carolina Tennessee border and is known for its ancient range of mountains, diversity of 
plant and animal life, and its many waterfalls. Waterfall hikes, including Abrams Falls, Grottos 
Falls, Rainbow Falls and more, are within an easy drive. 
 
• Ijams Nature Center is a five-minute drive from our downtown Knoxville office and includes 
more than three hundred acres of protected land. It offers biking, hiking, swimming, kayaking and  
canoeing.  
 
• Knoxville’s Urban Wilderness is a 1000+ acre outdoor collection of natural and historic 
recreation areas connected by walking, hiking and biking trails. It includes lakes, historic sites, 
city parks and a wildlife area, all in the heart of Knoxville. Knoxville has over 100 miles of paved 
greenway walking trails. 
 
• Seven Islands State Birding Park is a short twenty-minute drive from Knoxville and its aquatic 
and grassland habitats make it an excellent birdwatching and hiking area. 
 
• The Ocoee River (Ducktown, TN) is a two-hour drive from Knoxville and offers world class 
whitewater rafting. The Ocoee was the venue for the 1996 Olympics whitewater competitions.  
  
Cultural Attractions and Events- It is a pleasure to explore all of Knoxville’s cultural and 
artistic attractions. 
  
• Market Square is a couple of blocks from our office. It is the community center of downtown  
with shops, restaurants, and bars. It hosts an occasional outdoor concert or theatrical  
performance.  



• Knoxville is home to the Bijou Theater and the Tennessee Theater, both historic venues for 
shows, musicals, play, and concerts.  
 
• Knoxville has several museums: the Beck Cultural Exchange Center which focuses on African  
American History and Culture; the Knoxville Museum of Art, McClung Museum of Natural 
History and Culture, and the Women’s Basketball Hall of Fame.  
 
• Knoxville is also home to the Knoxville Symphony Orchestra, the Knoxville Opera, and the  
Appalachian Ballet Company.  
 
• Knoxville offers nearly year-round festivals and activities including Knoxville History Project, 
Knox Makers Street Fairs, First Fridays Art Walk, Dogwood Arts Festival 
(https://www.dogwoodarts.com/), Rossini Opera Festival 
(https://www.knoxvilleopera.com/rossini/), Big Ears Music Festival 
(https://bigearsfestival.org/), and Hola Hora Latina Festival 
(https://holahoralatina.org/hola[1]festival/). 
 
Sports- Knoxville is home to the University of Tennessee, so there are always collegiate sporting 
events going on. In the fall, Knoxville often finds itself draped in Orange and White, and a 
tailgate party is not far away. However, college football is not the only thing that Knoxville has to 
offer. These sports/events may be of interest: Knoxville Ice Bears Hockey, Tennessee Smokies 
Baseball, Lady Vols Basketball, Women’s Basketball Hall of Fame, Knox Axe, Knoxville 
Racquet Club, USA Cycling Pro Road National Championship (Summer), Bassmaster Elite 
Fishing, Hard Knox Roller Derby, Maple Hall Bowling, and Knockerball Basherball. 
 
Fur Babies- Knoxville is known for its welcoming attitude toward pets. Throughout Knoxville 
you will find welcoming signs like fresh bowls of water near water fountains, pet-friendly events, 
and plenty of area parks for your pooch to roam free. There is also a Cat Café and Goat Yoga.  
 
Family Fun- It is not possible to exhaust the family fieldtrip opportunities available in East 
Tennessee in less than 104 weekends. Easy day trips include: 
 
• Sevierville, Tennessee. Dolly Parton’s birthplace, Sevierville, Tennessee, is about a thirty-
minute drive away. Aside from being a country music legend, Dolly is a humanitarian. Most 
recently, she funded COVID vaccine research, expressed support for Black Lives Matter, and 
raised significant funds for victims of a massive fire that devastated the City of Gatlinburg. She 
founded Imagination Library, which gives monthly books to all Tennessee children until the age 
of five. TripAdvisor recently ranked her theme park, Dollywood, as one of the top 10 amusement 
parks in the world, and it is a good time for anyone who loves rides, shows, and southern food.  
 
• Gatlinburg, Tennessee. Gatlinburg is a bustling mountain town adjacent to the Smoky 
Mountains and it offers family activities including Anakeesta Mountain, which is home to a 16- 
bridge Treetop Skywalk, Ripley’s Aquarium, and Titanic Museum. Gatlinburg is also home to the 
Great Smoky Arts and Crafts Community and Arrowmont School of Arts and Crafts. 



• Chattanooga, Tennessee. The Creative Discovery Museum in heart of downtown Chattanooga is 
a nationally ranked children’s museum. The museum contains art, music, and field science areas 
along with a weather-themed zone called RiverPlay, a rooftop exhibit, and an inventor’s 
workshop. The Tennessee Aquarium is also in downtown Chattanooga and has more than 9000 
creatures from land, rivers, and oceans. It has interactive programs, exhibits, and a giant 3D 
IMAX theater. Coolidge Park sits on the river across from the downtown Chattanooga area and 
has a carousel, open green space, walking trails, etc. 


