POSITION ANNOUNCEMENT 26-03
NATIONAL INFORMATION TECH OPERATIONS AND APPLICATIONS DEVELOPMENT
FINANCIAL ADMINISTRATOR
Office of the Federal Public Defender
Western District of Texas (San Antonio)

THE FEDERAL PUBLIC DEFENDER, Western District of Texas is accepting applications for the position
of Financial Administrator, National Information Technology Operations and Applications Development
(NITOAD), in San Antonio, Texas. The NITOAD branch supports the federal defender program’s staffed
offices in 204 locations throughout the continental United States, Alaska, Hawaii, Puerto Rico, the Virgin
Islands, and Guam. The federal defender program operates under authority of the Criminal Justice Act, 18
U.S.C. § 3006A, to provide defense services in federal criminal cases and related matters by appointment
from the court to individuals unable to afford counsel.

Requirements. To qualify for the position of Financial Administrator, a person must be a high school
graduate or the equivalent and have at least three years of general experience and two years of specialized
experience. The ideal candidate should be self-motivated, have strong verbal and written communication
skills, have strong data organization skills, with an intellectual curiosity for identifying and solving
problems, and highly proficient in Microsoft Excel, Word, and PowerPoint. Notwithstanding any
educational substitution, experience in these areas is required:

Experience with budget preparation, management, and analysis.

Strong writing, editing, analytical, and quantitative skills.

Knowledgeable in the federal budget processes.

In-depth understanding of financial management principles, practices, methods, and analysis.
Compliance with financial regulations, policies, and precedents.

Working in a fast-paced team environment under tight deadlines.

A bachelor’s degree with a concentration in accounting or business administration is preferred. Some
higher education may be substituted for experience. The selected candidate must successfully complete a
ten-year background investigation with periodic updates every five years thereafter. Employment will be
considered provisional pending the initial ten-year background investigation. Continued employment will
depend upon favorable determinations from that investigation. Applicants must be US citizens or be
authorized to be employed by the federal government. This position may require work on holidays,
evenings, and weekends. Some travel is required.

Duties. The Financial Administrator is responsible for planning and executing budgets, developing
programming for current and future fiscal years, and providing program support for NITOAD
procurements. The Financial Administrator also performs these tasks:

o Ensures adherence to federal and local financial practices and procedures. Acquires current
knowledge of fiscal year spending requirements and restrictions provided by 1) Defender
Services Office (DSO); 2) the Guide to Judiciary Policy; 3) applicable federal statutes; and 4)
GSA’s rules and regulations.

e Coordinates NITOAD’s budget formulation and execution requirements with DSO, to include
development of acquisition plans for upcoming fiscal year.

e Develops multi-year budgets with input from NITOAD’s senior leadership to enhance and
improve NITOAD's operational effectiveness and efficiency.



e Helps develop NITOAD’s annual appropriation request and justification to Congress, including
tables, supporting narrative, and graphic displays.

e Develops and monitors spending plans as budget allotments are received. Recommends
reprogramming actions between budget classifications and categories, as necessary.

e Serves as the subject matter expert to execute the program budget including financial reporting to
office leadership, transaction monitoring, and variance analysis of planned to actual obligations
and disbursements.

e Provides tracking of expenditures against contracts/orders and the accuracy of vouchers and
invoices.

e Assists in developing Standard Operating Procedures for NITOAD financial and procurement
actions, including job specific guides.

e Prepares a variety of high-level written documents such as decision memoranda, agenda items,
and analytical reports for senior DSO management, judicial officers, and federal public defenders.

e C(Creates and delivers compelling written and oral presentations and work product to a range of
audiences from IT practitioners to executive level management.

e Manages and oversees day-to-day operations of accounting functions. Performs the accounting
for the disbursement of appropriated funds for NITOAD. Assists the NITOAD Branch Chief in
complying with the internal controls procedures of the office.

Salary and Benefits. The starting salary will be commensurate with the experience and qualifications of
the applicant within a range of $62,009 (JSP-9, Step 1) to $89,924 (JSP-12, Step 1) per annum. The
position is in the excepted service and does not carry the tenure rights of the competitive Civil Service.
The position does offer federal government employee benefits, including health and life insurance
programs, retirement, and the Thrift Savings Plan. Salary is payable only by Electronic Funds Transfer
(direct deposit).

How to Apply. Qualified people may apply by sending a letter of interest addressed to Federal Public
Defender Maureen Scott Franco (mentioning announcement number 26-03), a résumé, and three
professional references. Experience should be described in detail. Send all required documents in a single
PDF document named with applicant’s “last name, first name-Announcement 26-03 Financial
Administrator” by email to NITOAD Admin@fd.org. Electronic submissions sent directly to the Defender
will not be considered. For applicants with disabilities, this organization provides reasonable
accommodation, which is decided on a case-by-case basis. To request reasonable accommodation for any
part of the application or interview process, contact personnel administrator Victoria B. Longoria at (210)
981-2081. Position announced November 10, 2025, subject to the availability of funds; open until filled.

The Federal Public Defender is an equal-opportunity employer.
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