Sample Vacancy Description

The Nominating Commission is now soliciting applications to a fill a vacancy in the [court name] located in [city name]. The [court name] is a [court description, e.g. trial court of general jurisdiction handling both civil and criminal cases]. Each judge on the [court name] hears approximately [number] cases per year. The candidate appointed to fill this vacancy will serve a [number of years] year term. Should the selected judge wish to remain on the bench for an additional term, she must [reselection method, e.g. face a retention election] at the end of her initial term. [Indicate whether there is a mandatory retirement age]. The salary for this position will be [salary].

Applications will only be considered by candidates who submit all requested materials as listed on the application form, attached, and meet the following criteria: [fill-in]. Applications must be received by [month, day, year]. 

All applications should be submitted by email or mail to [name, email, mailing address]. Any questions about the application process should be directed to [name, phone number, email, mailing address].

Once all applications have been received, the Nominating Commission will schedule and conduct interviews, deliberate, vote on the judicial candidates, and submit its recommendations to the appointing authority. The entire process will be concluded by [date] with an expected judicial start date of [date].

The Nominating Commission will conduct interviews of [description of how interviewees will be selected, e.g. all candidates who meet the minimum qualifications]. Interviews will be [number of minutes] long and will be conducted by [description of who will conduct the interviews, e.g. the entire Nominating Commission], whose names are listed below. Each interview [will be/will not be] open to the public. After concluding all interviews, [description of who will evaluate applications, e.g. every member of the Nominating Commission] will evaluate each application. The evaluative criteria identified by the commission are as follows: [insert]. 

Deliberations about the applicants [will/will not be] open to the public. The Nominating Commission will then vote on which [insert number] candidates will be recommended to the [insert appointing authority]. The names of the Nominating Commission’s recommended candidates [will/will not be] made public. All applicants will be notified of the outcome of the application process in the following manner: [insert notification process].

Names of Commissioners: [list below]


We are an equal opportunity employer. We value a diverse workforce and an inclusive culture. We encourage candidates of all gender identities, races, ethnicities, national origins, sexual orientations, parental statuses, physical abilities, religious affiliations or lack thereof, socio-economic backgrounds, and geographic locations to apply.

