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Il. Manage Profile and Update Hiring Practices

Manage Profile

The judge profile contains general directory information, email notification settings,
hiring preferences, and chambers specific information. Applicants can view and search
on profile information, so it is important that judges keep it up to date and provide
applicants and law schools with accurate information about your hiring plans.

1. Under the My Profile tab in the main menu, select Profile.

HOME - APPLICANTS /MY FROFILE POSIT%NS

Profile @
@ Home Chambers Staff

My Account

2. Scroll down and complete or update the profile information, which is broken
down into four sections:

e General Information

e Email Information

e Hiring Preferences

e Chambers Information

3. Complete all fields and click Submit at the top or bottom of the page to update
your judge profile.

Update Hiring Practices

The Hiring Practices field is part of the Hiring Preferences section of the judge profile.
It informs applicants and law schools of judge hiring preferences and schedules.

Hiring Preferences

Hiring F'ractices@' I am hiring for the 2019 term.
(Updated Mar 27, 2018)™:

(rmaximum characters: 12000 1170 remaining.
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Judges should update their Hiring Practices every time a change occurs in their hiring
status. Examples include:

e | currently have two openings for the 2019-2020 terms with a term start date in
August and one in September. Please see the position description section of the
clerkship posting for further instructions about my application requirements.

e | am hiring for the 2019 term. | prefer to hire clerks who have at least one year of law
experience (e.g., clerking or working at a firm). Applicants should be in the top 25%
of their class if the school ranks. Law journal experience is a plus.

e Chambers is accepting applications from attorneys with at least 1 ¥ years of post-
law school work experience. Applicants must have a background in patent law and
science. The judge is willing to conduct interviews via teleconference.

e | have filled my clerkship positions for the 2018-2019 and 2019-2020 terms.
e The judge is retiring in June. Do not send unsolicited applications.

Hiring Practices support the federal law clerk hiring best practices, outlined below.

Federal Law Clerk Hiring Best Practices

The Federal Law Clerk Hiring Best Practices provide voluntary guidelines for judges
when recruiting and hiring clerkship applicants:

e Support a transparent recruitment process by maintaining OSCAR judge profiles
that identify hiring practices and preferences.

e Consider coordinating hiring activities and efficiencies such as setting court-wide
interview dates. Post interview dates in each OSCAR judge profile.

e Use video conferencing or electronic face-to-face interviews in lieu of in-person
interviews when feasible. Judges may wish to consult with their clerks of court
regarding the video conferencing process and cost.

e Inform applicants of clerkship offer policies or practices and do not require an
applicant to accept an offer immediately without at least 48 hours to weigh it against
other viable offers. This does not prohibit an applicant from accepting an offer on the
spot.

e Choose online or paper application methods rather than requiring applications
submitted by email due to the hardship emailing applications places on law schools
and applicants.

e Consider visiting law schools with a minority student population to share
recruitment practices and insights about the law clerk hiring process. These visits
may encourage more minority law school students to pursue federal clerkships and
further the Judiciary’s goal of reflecting the communities it serves.

More information regarding hiring practices can be found on the OSCAR website.
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Il. Post Positions
Judges can post positions for the following clerkship types and terms:
e Term Law Clerk-Chambers: 1-year, 2-year, 3-year, or 4-year term
e Career Law Clerk-Chambers: Automatically defaults to Permanent term
e Temporary Law Clerk-Chambers: 1-year, 2-year, 3-year, or 4-year term
e Pro Se Law Clerk: 1-year, 2-year, 3-year, 4-year term, or Permanent term
e Death Penalty Law Clerk: 1-year, 2-year, 3-year, 4-year term, or Permanent term

e Bankruptcy Appellate Panel (BAP) Law Clerk: 1-year, 2-year, 3-year, 4-year
term, or Permanent term

Note: Non-chambers clerkship positions (Pro Se, Death Penalty, and BAP) should only
be posted under the chief judge's account.

To post a position, follow the steps below.
1. Click on the Positions tab in the main menu.

%4.0SCAR

HOME - APPLICANTE - MY PROFILE - POGITIONS - MANAGE EMAILS

2. Scroll to the bottom of the page and click Add New.

View Clerkship Type * | Clerkship Term w | Posted D

o Caraar Law Clet Carear har 15, 2

[+ Ada Few ] tterns 1-1 of 1

3. The Clerkship form is displayed. Complete all required fields.

Note: The posted position will not be viewable to applicants until the designated
Open Date.

4

Contact OSCAR

oscar-support@ao.uscourts gov | www.oscar.uscourts.gov | 866-666-2120 (toll-free) | 8 a.m. - 5 p.m. (ET) Monday - Friday




#%) OSCAR

Online System for Clerkship Application and Review

Clerkship

Copy Previous Position: v

Status: ® mvailable OFilled

Clerkship Type@": Term Law Clerk-Chambers v,
W

Clerkship Term*: 1 Year "

4. Enter a position description to provide important details about the position and
any additional requirements not covered elsewhere. A PDF document can be
attached to the position for applicants to download and review. Click Browse
and select the PDF file to upload to OSCAR. Below this, indicate whether the
position is renewable, the city, and state of the position.

Description: ‘Enter the details of your clerkship position here.

(rmaxirmum characters: 40003 |3950 rermaining.

5. Indicate the required application documents (cover letter, resume, writing
sample(s), law grade sheet, undergraduate grade sheet, other grade sheet (e.g.,
LLM, professional degree, etc.) as well as the minimum number of years of law
school grades required from an applicant. Choose the number of references
required and/or number of recommendation letters required. Also indicate a
preference for applicants with law review or journal experience, moot court
participation, bar membership, prior judicial experience, specialized work
experience, legal experience post-law school, and a particular class standing.
Note: References and recommendation letters can be requested:

e Requesting References: A field is provided for the applicant to enter the
reference name and contact information. This information will appear on the
cover page of the full application.

e Requesting Letters of Recommendation: The applicant can generate
requests for letters to the recommenders within OSCAR. The recommenders,
will then log into OSCAR and upload their letters of recommendation. These
letters of recommendation become part of the full application packet, but only
you and your chambers staff can view them. OSCAR does not allow
applicants to view their own letters of recommendation.
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Cover Letter Required?* ves O Mo
Resume Required?*: ®vas OMo
Writing Sample Required?*: ®ves OMa

6. After entering the position information and requirements, click Next to preview
the new position.

7. Review the position details. If changes are necessary, click Continue Edits to
return to the previous page. To print the position for reference, click View
Printable and print from the browser. If everything is correct and the position
is ready to be posted, click Post Position.

| » Post position | | 4 continue Edits | | View Printable | [ x cancel |

@

8. OSCAR will prompt to review the Hiring Practices statement in the judge
profile. To amend the statement, changes can be made directly in the pop-up
window. Click Submit to continue. The position will be viewable to applicants
and ready to receive applications beginning on the Open Date selected.

Update Judge Info b

» Submit *indicates a required field

s
Hiring Practices'&
{Updated May 21, 2015) "
Applicants may submit applications at any time;
interviews will he conducted, and offers extended, on a
rolling basis. The judge strongly prefers candidates
with at least one year of post-law school work
experience (clerking or practicing). No offers are
likely to be made in the absence of grades from the
third semester of law school.

{rnaximum characters: 12000 861 rernaining.

¥ Subimit

Note: Once the Post Position button is clicked, the year cannot be changed on the Close
Date, Term Start date, or Term End date.

For assistance, please contact the OSCAR Program Office at 1-866-666-2120 (toll free)
or email oscar-support@ao.uscourts.gov.
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lll. Hire

Judges and chambers staff have access to many features in OSCAR that make it easy to
find the perfect candidate for a position.

Review Applications

1. Under the Applicants tab in the main menu, select Applicants List.

@ OSCAR

HOME - APPLICANTS - MYPROFILE - POSITIONS - MANAGE EMAILS - LAW SCHOOLS RESOURCES - HELP

Applicants List

lcons & Advanced Search

D Full Ay

Folders F—G] Undergraduate Grade Sheet D Pending Recommendation @ Document Request Update {

E] Qther Grade Sheet E] Completed Recommendation D Application Withdrawn
Unavailable Applicants List

g] Al Archives

2. Click on the Applicant Name to view the application.

3. On the application page, you can view application documents, copy the
application to a folder, make notes on the application, or rate the applicant.

‘_._j Application details for: Aardvark, Arnold
Applicant Dataits | Nl

Copy To Folders m PNext Applicant | [ 1BackToList| @ W W W W &

. - + Application Documents (=]
Contact Information =

First Name:
Middle Inltial:
Last Name:

Citlzenship Sttus:

Ermail Address:
Addrass:
Address #1

Street:

123 Maine Street, SE

Current Folders

Mo eurrent folders

Zp:
0005

Country:
it Statos
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Search and Sort Applicants

1. Under the Applicants tab in the main menu, select Advanced Search to

search for applicants based on specific criteria. You can also use the Basic
Search under the main Applicants List.

@ OSCAR

HOME - APPLICANTS - MY PROFILE - POSITIONS - MAMAGE EMAILS LAW SCHOOLS - RESOURCES - HELF

Applicants List

M
-

Folders

Profile

Unavailable Applicants List

2. To perform an advanced search on applications, scroll down and select your
search criteria. Click Submit when complete.

3. A Search Results tab will appear. Scroll down to view the results.

Click the column header of your choice to sort by category (applicant name,
citizenship, documents, etc.).

HOME AFFLICANTS LY FREOFILE FOSITIONS MANAGE EMAILS LAW SCHOOLS EESOUERCES HELF
= 5
4] Applicants

Applicants List Advanced Search |_Search Results _} Folders Unavailable Applicants Archived Update Requests Application Motes Frintahlg

Batch Options &

y

Mail = | [Copy To Mew Faol Copy To Existing Folder ~ | Remove From Existing Folder +
Condense Applicatiuns’ﬁ

Generate Packet | View Printable List | Save As Excel =

" 5 . Term :
Applicant = o Clerkship Clerkship - Date of Class Submitted
R w | Citizenship Documents T I (et - g;z:;t ~ | JODILLB From JOVUE ™ Rank ~ | On
: - Term Law Dec
[ | Sicant, | ey [ &) Clerk- 1 vear o0, Other 2014 5% et
iz - 543 pm
Chambers 2016

5. Click the Applicant Name to review the application and applicant profile.
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Manage Applications in Folders

Judges and chambers staff can use folders to help organize applications.

1. Under the Applicants tab in the main menu, select Folders.

%L 0scar

HOME - APPLICANTS MY PROFILE - POSITIONS - MANAGE EMAILS - LAW SCHOOLS - RESOURCES - HELP

Applicants List

Advanced Search

Apglica

S Folders || Unavailable Applicants | Archives || Archived Update Requests | Applicatio
Unavailable Applicants List

Systen|

Ao

Archives

2. Inthe System Folders sidebar on the left side of the screen, select existing
folders or add new folders.

System Folders
About Systern Folders. .

LJ All Applicants (3)
=] Applicants in Falders (0]

;,J Applicants Mat in Folders (3)

;,J Recent Applications (0)

4 Deleted Applicants (3)

My Folders
About by Folders...

(. For Judge to Review (0) () B
(g Interview (0) (2 B

[ Withdrawin (0) (£ [

(] Worth a second look (0) 8 2

[ +Add New Folder ]

Applications can be copied to folders throughout the application review process.
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Request Document Updates
1. Within the Applicants List batch options, click Request Document Update.
2. Select all documents or an individual document from the menu that appears.

Reguest Document Update = | C

All Documents

Resume

Cover Letter

WTiting Sarmple

Law Grade Sheet
Undergraduate Grade Sheet
Other Grade Sheet
Recommendatian

3. A pop-up notification will appear asking to confirm the request for an update.
Click OK. OSCAR will send the request directly to the applicant.

4. Inthe Applicants List, the Request Update e icon will appear in the Status
column, indicating that the request has been sent. When the applicant completes

the update request, the status will change to the Application Updated ™! icon.

Note: All completed update requests can be accessed in the Archived Update
Requests tab.

Create Notes

Judges and chambers staff can add notes to any application they review, whether on the
Applicants List, Folders, or Search Results tabs.

1. On the application page, click the Notes tab.
2. Click Add New to create a note.

Applicant Details Hotes

Hotes

No Recorids Found.

+ Add New |
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3. Enter a label and note text in the body field. Click Submit when finished.

Note
Label': Mote Label
Body': Body text of note.

(rnaxirmum characters: 1000y 982 rernaining.

[) Submit | [ * cancet |

4. On the Notes tab, you can use the icons to view, edit, or delete the note.
Note: You can only edit or delete notes you create.

Hotes

View, edit, or delete

[ + Add New | note.
B Mote Label

Communicate with Applicants

Judges and chambers staff can communicate with applicants directly via the mail wizard
feature in OSCAR. This can be used to send emails to notify applicants that their
application has been received, request an interview, provide hiring updates, notify
applicants that hiring has been completed, and more.

1. Within the batch options of the Applicants List, select Mail. You can create a
new message or select one of the email templates provided.

Batch Options ([ iterns selected)

Mail * | [Copy To Mew Folder] | Co

[nEw message]

Motice of Completion of Hiring
Motice of Received Application
Motice of Request far Interyisw
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2. The Mail Wizard will open and display the steps required.

Mlassags Flaase anar an idendfier for this massage

leleeit i

Saibgec ' Ernles Ihe subjecl of Bie email misssape

From': Fiasse aniarthe e-mall address whith will be used In the from Sald chu;rrﬁ fields.
iCc; Addrassies) who should ba carbon copiad

Bges A sales) who Should be bEnd copbas

Somil Copy Tor  Addrassies) o receme q Copy of the firet measaage sent

3. OSCAR provides mail merge fields, shown in the Available Fields box on the right
side of the screen. The merge fields will automatically personalize the email for
its recipients. Note: Ensure the merge field copied into the message body
contains both brackets around the merge field (e.g., [fullname]).

Message Body ' Flease enter the meaSage body, including any substitution
fields

Dear [fullname], -

4. When you have completed all fields, click Next at the bottom of the screen. You
will be prompted to review recipients. When complete, click Send Messages.

5. Click Done to complete the process.

12
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IV. Close Positions

When hiring is complete, mark your position filled. This will prevent applicants from
submitting online applications and will indicate to potential applicants that hiring is
completed and closed.

Step 1 - Mark Clerkship Filled
1. Inthe main menu, click the Positions tab.

%L 0sCAR

HOME - APPLICANTS - MY PROFILE - POSITIONE - MADNAGE EMATLE

2. Scroll to the bottom of the page to view the list of current positions. Click the

view icon (':E'Ij ) for the position to be closed.

*  ClerkshipTerm -

E Bankruptey Appellate Panel Law Clerk A Years

Ci.j Bankruptey Appellate Panel Law Clerk 2Years

3. The position details are displayed. Click Filled in the Status field to mark the
position as closed.

Clerkship
Status ": ) Available @LFilled
Clerkship Twe@": Bankruptcy d:}ellate Panel Law Clerk |Z|
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4. Click Next to continue. On the next page, scroll to the bottom and click Close
Position.

Close Position } 1 Continue Edits | | View Printable ® Cancel

5. OSCAR displays a pop-up confirmation asking, “Are you sure you wish to close
this position?” Click OK to continue.

Message fraom webpage ﬁ

| Are you sure you wish to close this position?

| ok || conca |

h,

6. A prompt to update the Hiring Practices statement from the judge profile will
appear. Make changes directly in the pop-up window and click Submit. The list
of positions will appear, and position will be updated as filled.

Update Judge Info ®

*indicates a required field

Hiring Practic esed
{Updated May 19, 20115)":

The judge has completed clerkship hiring.

(maxirmurn characters: 12000 1159 remaining.
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Step 2 - Update Your Profile

Although OSCAR prompts you to update your Hiring Practices statement when you
close a position, there are other profile fields you might want to update, including
chambers profile, number of chambers staff, and the additional chambers information
field. Keeping your profile up-to-date is the most clear and visible way to indicate to
potential applicants and law schools that you are not hiring.

1. Inthe main menu, select the My Profile tab and click Profile.

HOME - AFPLICANTS (MY FEOFILE POSI‘I%NS

Profile d:}
@ Home Chambers Bta

My Account

2. Update the Hiring Practices Field to indicate that the position is closed and
applications are no longer accepted.

Hiring F'I'ﬂctices@': The judge only employs permanent law
clerks and does not have an ocpening at
this time. Applications will not he
reviewed.

(magimurm characters: 12000 1079 rernaining.

3. Scroll down to the Chambers Profile field. Check the box Do Not Contact
Chambers to advise applicants not to contact chambers. Check the box Has

Only Permanent Clerks to advise applicants that temporary law clerks are not
being considered.

= [¥] Do Mot Contact Chambers
[ Has Cnly Permanent Clerks
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4. ldentify the number of chambers staff so that potential applicants will recognize
the fully staffed status.

Career Clerks: 1
Term Clerks: 7,
Temporary Clerks: 0
Judicial Assistants: 0

5. Scroll down to the Additional Chambers Information field and enter any
other relevant information about the chambers.

Thank wyou for your interest. Howewver, .
the Jjudge does not accept clerkship
applications.

6. Remember to review the rest of the profile information (name, location, circuit,
district, etc.) to make sure it is correct and up-to-date. Click the Submit button
when complete.

The profile is now updated and viewable by potential applicants.
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