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Quick Reference Guide – LawClerkship – Bulk Apply  

 
Topic:  How to bulk apply 
to multiple positions as an 
applicant. 
 
 
Summary:  A step-by-
step guide for using Bulk 
Apply to apply to multiple 
open positions, how to 
modify an application, and 
how to add documents or 
references if needed. 
 
 
This Guide is for: 
External applicants for 
law clerk positions. 
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Bulk Applying to 
Positions 

 
The job listing table 
displays nine columns: 
 
A. Select All – This 

allows an applicant to 
select all listed 
positions 

 
B. Position ID – The 

unique identifier for 
the position a judge has 
created 

 
C. Justice/Judge Name – 

The name of the Judge 
or Justice who created 
the position 

 
D. Position Status – 

Whether a Judge or 
Justice is still accepting 
a position 

 
E. Position Term – The 

term the position is for, 
ex. 2025-2026 

 

 
 

Note: Single apply remains available as a choice for applicants who do not wish to apply in bulk. 
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To apply for mult iple j udge positions, select the desired posi tions and cl ick 'Bulk Apply.' Note that Bulk Apply is enabled only after you filter resu lts by court type and county. Complete the 
application form to be considered for each selected position. 

99 Total results 

= Group .sl. Fields tL Show More/Less c Refresh Defau lt view > 

□ Select All Posit ion Just ice/Judge Position I Position Court Superior Court Just ice / Judge Alma Applied 
ID Name Stat us Term Type Division Mater 

□ LWC-PSN-11 0 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-111 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-229 Deepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-232 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-23S Deepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-244 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-24S Deepti Trivedi Closed 202S-2026 Superior court Family Albany Law School No View 

□ LWC-PSN-271 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-289 Oeepti Trivedi Accepting 202S-2026 Superior Court Famlly Albany Law School No View 

□ LWC-PSN-291 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

[D 2 3 Next 

1,=11!,EllW Close 
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F. Court Type – The type 
of Court the position is 
for, ex. Superior Court 

 
G. Superior Court Type 

– What Division of 
Superior Court a Judge 
presides under, ex. 
Family 

 
H. Justice/Judge Alma 

Mater – what college 
or university the Judge 
or Justice graduated 
from 

 
I. Applied – Whether the 

applicant has already 
applied to the position 
or not 

 
 
 
 
 
 
 
 
 
 

 
 
 

Note: The ‘Applied’ column still will indicate ‘Yes’ if an application is later withdrawn.  
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To apply for mult iple j udge positions, select the desired posi tions and cl ick 'Bulk Apply.' Note that Bulk Apply is enabled only after you filter resu lts by court type and county. Complete the 
application form to be considered for each selected position. 

99 Total results 

= Group .sl. Fields tL Show More/Less c Refresh Defau lt view > 

□ Select All Posit ion Just ice/Judge Position I Position Court Superior Court Just ice / Judge Alma Applied 
ID Name Stat us Term Type Division Mater 

□ LWC-PSN-11 0 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-111 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-229 Deepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-232 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-23S Deepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-244 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-24S Deepti Trivedi Closed 202S-2026 Superior court Family Albany Law School No View 

□ LWC-PSN-271 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-289 Oeepti Trivedi Accepting 202S-2026 Superior Court Famlly Albany Law School No View 

□ LWC-PSN-291 Oeepti Trivedi Accepting 202S-2026 Superior Court Family Albany Law School No View 

[D 2 3 Next 

1,=11!,EllW Close 
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Just as with searching for a 
single position, the same 
filters are used for bulk 
applying for a position. 
 
To use Bulk Apply to 
apply to multiple 
positions, do the 
following: 
 
1. Select what Court 

Type you are 
interested in applying 
to. 

 
2. If you selected 

Superior Court, select 
what County you wish 
to work in. For all 
other options, skip this 
step. 

 
3. Select which positions 

you are interested via 
the checkbox ( ) or 
use ‘Select All’. 

 

4. Select  
to begin applying to 
these positions. 

 

 
 

 
 

Note: Only when selecting “Superior Court” requires you to select a county before applying to multiple positions. All 
other Court types do not have this requirement. 

 
 
 
 
 
 

ft NJCourts 

(i New Jersey Courts 
111 · 1Ddepend!!IK4! • h tegrfty • F.ilmess • n.iallty Senske 

□ 

Bulk Apply 

Job Listings 

This page allows you to v iew all clerkships that have not yet been filled . Select the appl icable sea rch to view t he judge's profi le or Court Term, then you may search a ll ava ilable clerksh ips or 
use the fil ters to search using specific criteria. 

Filter by 

0 Posit ion O Judge 

Term 

202 5-2026 

Court Type 

Superior Court 

Superior Court Division County 

ATLANTIC 

Justice/Judge Position Status Justice/Judge Alma Mater 

... 
Reset 

To apply for multiple j udge positions, select the desired positions and click 'Bulk Apply '. Note that Bu lk Apply is enabl ed only aft er you filter results by court type and cou nty(only applicab le 
for Superior Court). Complete the appl ica t ion form to be considered for each selected posit ion. 

251 Total resu lts 

= Group ~ Fields t~ Show More/Less c Refresh Default view > 

□ Select All 
. Posit ion . Just ice/Judge . Position . Position . 

Court 
. Superior Court . Justice / Judge Alma . Applied . . . . . . . . . . 

ID Name Status Term Type Division Mater 

□ POS-S3 Anusha Ananthu Closed 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-2 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-4 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-5 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

r.a LWC-PSN-6 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

~ LWC-PSN-7 Anusha Ananthu Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-9 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-10 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-11 Anusha Ananthu Accepting 202S-2026 Superior Court Family Albany Law School No View 

□ LWC-PSN-12 Anusha Ananthu Accepting 2025-2026 Superior Court Family Albany Law School No View 

2 3 Next 

Close 
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The Bulk Apply 
Screen 

 
After selecting 

, a new tab 
will open displaying a new 
page with six accordions. 
 
1. Selected Jobs – a table 

displaying all jobs an 
applicant has a 
selected. Selecting 

 will 
remove that position. 

 
2. Documents – A list of 

documents an applicant 
can submit with an 
ability to add new 
documents as needed. 
You can either use 
existing documents 
from your Profile or 
manually attach them. 

 
Required documents are 
indicated with an 
asterisk. All others are 
optional. 

 

 
 

Note:  
• Selecting  will open or close all the displayed accordions, while selecting the  icon will open 

and close only one accordion. 
 

• Jobs can be removed on this screen but cannot be added.  
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Bulk Apply 

ltemove 

~pand / Collapse 

v Selected jobs 

= Group ~ Fields tJ. Show More/Less Defa ult view > 
Posit ion ID ~ Position ~ Posit ion ~ Just ice/Judge ~ Justice/J udge Alma ~ Court ~ Superior ~ 

Term Status matter Type Court 
Division 

LWC-PSN-2157 2025-2026 Accepting Patrick Ba rtels University of Dayton School. .. Superior Court General Equity Remove 

LWC-PSN-2176 2025-2026 Accepting Brian McLaughlin University of Virginia Schoo ... Superior Court Civil Remove 

LWC-PSN-2197 2025-2026 Accepting Robert Rubinstein University of Miami School ... Superior Court Family Remove 

V Documents 

Select documents you have uploaded in Document Preferences or upload a new file for the below categories specific to this position. 
Each document must be in PDF (.pdf) or Microsoft Word (.doc) format and cannot exceed 5MB. 

* Required 

Document Type Previously Uploaded Document 

Cove r Letter Select. .. 

Resume * Select. .. 

Law Transcript (Graduate) Select. .. 

Transc ript (Undergraduate) Select. .. 

Writ ing Sample Select. .. 

Other documents (Additional) 

+ Add Document 

Expand/ Collapse 

Attachment descr ipt ion Attachment 

V or Attach 

V or Atta ch 

V or Attach 

V or Attach 

V or Attach 

V 
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3. References – A list of 
references an applicant 
has added from their 
profile. The ability to 
add, modify, or delete 
references works the 
same as it does when 
applying to a single 
position. 
 

4. Recommenders – A 
list of recommenders 
an applicant has added 
from their profile. As 
with the references tab, 
the ability to add, 
modify, or delete 
recommenders is the 
same as when applying 
to a single position. 
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V References • Positions may request 3 references. 
Choose from the existing references, or add a new reference by clicking the "Add Reference" button below 

1 row{s) I O selected 

First Name Last Name organ ization Tit le Ema il address Phone num ber 

□ SUSAN FLYNN SUSAN.FL YN N@NJJUDLAB.NJCOU RTS.GOV I Modify I 
+ Add References 

V Recommenders ~ 

A judge may request a Letter of Recommendation directly from your recommender. 
Choose from the existing recommenders, or add a new recommender by clicking the "Add Recommender" button below 

1 row{s) I o selected 

First Name Last Name o rgan iza t ion Tit le Email address Phone number 

□ SUSAN FLYNN SUSAN.FL YNN@NjJUDLAB.NJCOURTS.GOV I Modify I 
+ Add Recommend ers 
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5. Letters of 

Recommendation – 
This section allows an 
applicant to submit up 
to three letters of 
recommendation as 
needed.  
 

6. Confirmation – An 
applicant must select 
the checkbox to 
authorize the 
information entered is 
correct before they are 
allowed to submit their 
bulk application. 
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v Letters of Recommendation 

Positions may request 3 Letters of Recommendation. 
If your are unsure if your law school will upload letters of recommendation on your behalf, please contact your career services office to confirm before making a selection. 
Your law school may register at https://njcourts.gov/public/ lawclerks.html 

source of attachment source details Previously Uploaded Document Attachment 

Select... 

Select... 

Select.. 

v Confirmation • 
D I hereby co nfirm that all data entered in t h is applicat ion are t rue and co rrect. • 

Disca rd 11 Preview 
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Uploading or Adding 
Documents 

There are two options for 
uploading documents: 
 
A. Previously Uploaded 

Documents – A 
dropdown listing any 
saved document for a 
specific document 
type, typically from 
your profile. 
 

B. The Attach Button – 
Selecting  
will allow you to 
manually attach a 
document for a specific 
document type. 

 
Note: The required 
documents depend on the 
Court Type.  
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v Documents 

Attach 

Select documents you have uploaded in Document Preferences or upload a new file for the below cat egories specific to this position. 
Each document must be in PDF (.pdf) or Microsoft Word (.doc) format and cannot exceed 5MB. 

* Requ ired 

Document Type Previously Uploaded Document • -• Attachment description 

Cover Letter Select... V or I Anac h I 
Resume * I Select... vi or I Anach I 
Law Transcript (Graduate) Select... V or I An ach I 
Transcript (Undergraduate) Select... V or I Anach I 
Writing Sample Select... V or I Attach I 

Ot her documents (Add itional) 

+ Add Document 

Attachment 

I 
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Adding References 
The References section 
allows you to modify, 
delete, or add a new 
reference. To add a 
reference: 
 
1. Select 

 
and a pop-up window 
will appear. 

 
2. Type in the required 

fields (First and last 
name, Email address) 

 
3. If needed, type in the 

remaining fields and 

select to 
add this new reference 
to your applications. 
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v References 

+ Add References 

Save 

Positions may request 3 references. 

Choose from the existing references, or add a new reference by clicking the "Add Reference" button below 

1 row(s) I O se lected 

First Name Last Name Organization Tit le 

□ SUSAN FLYN N 

I + Add References I 

Add Reference 

First Name Last Name* 

11 

Email* Phone 

Ema il address Phone number 

SUSAN.FL YN N@Nn UDLAB.NJCOURTS.GOV Modify 

X 

Organization Title 

Cance l Save 

/4 
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Adding 
Recommenders 

The Recommenders 
section works similarly to 
the References section, 
with the ability to modify, 
delete, and add 
Recommenders. 
 
To add a recommender: 
1. Select 

to 
open a pop-up window. 

 
2. This pop up will have 

two options to add a 
recommender: 

a. Search for a 
New Jersey 
Attorney 

b. Create a new 
recommender 

 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ft NJCourts 

(i New Jersey Courts 
111 · 1Ddepend!!IK4! • h tegrfty • F.ilmess • n.iallty Senske 

+ Add Recom menders 

v Recommenders 

A judge may request a Letter of Recommendation directly from your recommender. 
Choose from the exist ing recommenders, or add a new recommender by clicking the "Add Recommender" button be low 

1 row(s) I 0 se lected 

First Name Last Name Organization Tit le 

D SUSAN FLYNN 

(+ Add Recommenders I 

Add Recommender 

Email address 

SUSAN. FL YNN@Nl)UDLAB.NJCOURTS.GOV 

~ Search New Jersey Attorney O Create New Recommender 

Phone number 

X 

/4 
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3. If searching for a New 

Jersey Attorney, you 
can 

a.  search by their 
BAR ID or their 
last name. 

b. Select the 
attorney 

c. Select 

to 
add them to the 
application. 
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Save 

Add Recommender 

0 Search New Jersey Attorney O Create New Recommender 

Use the ID or name to search for a Recommender 

Bar ID * Last Name * 

000831994 FLYNN 

6row(s) 

Name (L.F) ID 

0 FLYNN, SCOTT 032212004 

0 FLYNN, SEAN 016061982 

0 FLYNN, SHARON 021222003 

0 M URPHY, SUSAN 028641981 

(g) FLYNN, SUSAN 000831994 

• 

X 

First Name 

SUSAN 

Reset 
11 

Search 

Email Phone 

1 2 > 

O Please review and update the details of the chosen Attorney if required . 

First Name 

SUSAN 

Title 

Last Name 

FLYNN 

Email * 

D Add selected Recommender as Reference 

ID 

000831994 

Phone 

Organization 

Cancel Mfh◄ 
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4. If creating a new 

recommender, select 
“Create New 
Recommender” 

a. Fill out the 
required fields 
(first and last 
name, email 
address) 

b. Fill out the 
remaining fields 
as needed 

c. Select 

to 
add them to the 
application. 

 
For both options, you can 
have the added 
recommender also be 
listed as a reference by 
selecting “Add selected 
Recommender as 
Reference”. 
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Add Recommender X 

Q Sea rch New Jersey Attorney ~ Create New Recommender 

Create New Recommender 
First Name * Last Name * Organization Title 

Email Phone 

D Add selected Recommender as Reference Cancel Save 

Save 

D Add selected Recommender as Reference cancel save 
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Letters of 
Recommendation 

This section allows you to 
add up to three letters of 
recommendation. There 
are three potential sources 
for the LORs: 
 
1) Law School Career 

Services; 
2) A Professional 

Recommender; or  
3) Self-upload. 
 
Select any of these options 
from the “Source of 
attachment” dropdown as 
needed.  
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 

Note that selecting either a Professional Recommender or Law School Career Service will notify them 
that they must supply a letter of recommendation on your behalf. Attaching the letter of 
recommendation yourself works the same as attaching a document. 
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v Letters of Recommendation 

Positions may request 3 Letters of Recommendation. 

If your are unsure if your law school will upload letters of recommendation on your behalf, please contact your career services office to confirm before making a se lect ion. Your law school may register 
at https://njcourts.gov/publicllawclerks.html 

Source of attachment 

.......a 
Law School Career Services 

Letter of Recommendation (Upload) 

Recommenders 

Source deta ils 

SUSAN FLYN N(SUSAN.FL YN N@NJJ UDLAB.NJCOU RTS.GOV) 

v Letters of Recommendation 

Posi t ions may request 3 Letters of Recommendation. 

Previously Uploaded Document Attachment 

If your are unsure if your law school wi ll upload letters of recommendation on your behalf, please contact your career services office to confirm before making a selection. Your law school may register 
at https://njcourts.gov/publicllawclerks.html 

Source of attachment Source details Previously Uploaded Document Attachment 

Law Sc hool Career 
Califo rnia Western School of Law Services w ill 

V 

upload letters of recommendat ion on your behalf 

SUSAN 

SUSAN FLYNN(SUS. V 
FL YNN(SUSAN .FL YNN@NJJ UDLAB.NJCOURTS.GOV) 
wi ll upload letters of recommendation on your 

behalf 

I Letter of Recomm, vi - Select. .. V or I Attach I 
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Submitting the 
Applications via Bulk 

Apply 
 
Once everything is 
attached and you are ready 
to apply, you will see a 
pop up asking to confirm 
your submission. Once 

you select  , 
a confirmation screen will 
appear. 
 
This confirmation screen 
will display a table of the 
positions applied to, as 
well as a success message 
stating that the 
applications have been 
submitted.  
 
If you need to modify, 
withdraw, or want to 
check the status of an 
application, you must use 
the ‘My Applications’ tile 
from the ‘Home’ tab. 
 
 

 
 

 
 
 

 
 

To check a position’s status or make changes to an application: 
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Confirm 

Confirmat ion 

Are you sure you want to submit t hese applications? 

Home Job L1'>lings X LWC-BAP-36 X 

LawClerkship 

Apphcat1ons have been submitted. please go to My Apphcatrons tile for more information on the apphcat1on status 

v Selected jobs 

= Group ~ Fields U Show More/Less 

Position ID ; B Position Term ; Position Status ; Justice/Judge 

LWC-PSN -2447 2025-2026 Accepting Desiree Kaltz 

LWC-PSN -2503 2025-2026 Accepting Desiree Ka ltz 

LWC-PSN -2514 2025-2026 Accepting Desiree Ka ltz 

Home Job Listings X LWC-BAP-36 X 

Justice/Judge Alma matter 

Boston College Law School 

Boston College Law School 

Boston College Law Schoo l 

Confirm 

Court Type 

Su perior Cou rt 

Superior Court 

Superior Court 

dnnlir-atinnc:: haue h,-en •mhmitteil nleao.e un t n Mu 4.nnlir-atinno. t ile fnr 

X 

Cancel 

A 

Default view > 
Superior Court 
Division 

Criminal 

Criminal 

Criminal 
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Updating a Bulk 
Apply Submission 

 
When selecting the ‘My 
Applications’ tile, a table 
will display showing a list 
of your applications. 
 
To determine if an 
application was part of the 
new Bulk Apply process, 
an indicator has been 
added, displaying a “Yes” 
under the ‘Bulk Apply’ 
table header. 
 
Selecting  
will allow you to modify 
or withdraw that 
application. These features 
behave the same way for 
bulk applications and 
single applications.  
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Home Job Listings X LWC-BAP-36 X 

LawClerksh ip 

·l , 
- -

Profi le Job Listings My Appl icat ions 

• Q • ~ 11111a 

I 

My Appl icat ions 

Select Term * 

2025-2026 V 

[ Vi ew l 8 Total resu lts 

= Grou p lS\ Fields U Show More/Less c Refresh Defau lt view > 
Applicat ion ID ~ Posit ion ID . Submitted . Just ice/Judge Name ~ Cou rt Type . County . Posit ion . Application Status . I Bu lk ~ I . . . . . . 

Date Status App ly 

LWC-APP-29267 LWC-PSN-2448 1011 S12024 Desiree Kaltz Superior Court OCEAN Accepting Resolved-Withdrawn --
~ 

I v;ew J 
LWC-APP-29329 LWC-PSN-2425 1012312024 Desiree Kaltz Appellate Division M ERCER Accepting Reso lved-Withdrawn Yes I v;ew 

LWC-APP-29330 LWC-PSN-2446 10/2312024 Desiree Kaltz Superior Court MERCER Accepting Pending-AdditionalDocs Yes I View 

LWC-APP-29268 LWC-PSN-2430 1012412024 Desiree Kaltz Superior Court MERCER Accepting Pending-Judge Review -- I v;ew 

LWC-APP-2926S LWC-PSN-2364 1012512024 Susan Flynn Appellate Division HUNTERDON Closed Reso lved-PositionClosed -- I View 

LWC-APP-29364 LWC-PSN-2514 1012812024 Desiree Kaltz Superior Court OCEAN Accepting Pending•JudgeReview Yes !I v;ew 

LWC-APP-29365 LWC-PSN-2447 1012812024 Desiree Kaltz Superior Court OCEAN Accepting Pending•JudgeReview Yes I v;ew 

J 
LWC-APP-29366 LWC-PSN-2503 1012812024 Desiree Kaltz Superior Court OCEAN Accepting Pending.JudgeReview Yes I v;ew 

-
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After selecting 

, the 
submitted application will 
open in a new tab, and 
have the same ability to 
modify or withdraw the 
application using the 

 or 

 buttons. 
 
Modifying an application 
will have you go through 
the individual application 
process from start to 
finish, allowing you to 
make any changes 
necessary. 
 
Withdrawn applications 
display an application 
status of ‘Resolved-
Withdrawn’. This can be 
undone in the event you 
wish to resubmit the 
application. 
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View 

Modify 

Withdraw 

Applicant Information 

First Name 

Ma~ 

"'""" 
73255262 12 

Education details 

Law school Information 

LawSchool 

BostonCollegelilwSchool 

DoesyourrnrrentschoolhaveaGPA? • 

Undergraduate School Information 

Underg,-aduateSChool 

Alcorn State University 

Work Experience 

) tegal Workhl)<!rlerw:e 

) MootCoun 

) Judiclal lnternshipsl b ternships 

Attached Documents 

Document Type 

LawTranscript(Graduate) 

Transcrlpt(Undergraduatel 

writing Sample 

Current Bar Admissions 

NEWJERSEY,NEWYORK 

letters of Recommendation 

Letter of Recommendation 

Recommenders 

References 

Organization 

Organization 

Preferred region 

CurrentorFinallawSchoolClassRank: 

-Outof-

UndergraduateGraduabonOate 

09/11/2023 

Document description 

Graduatetranscripl 

undergradtranscrtpt 

Writingsample 

LetterofRecomm~atlon 

Law School Degree Type 

JO 

Normalized GPA 0 
3.000000 

Emalladdress 

susan.flynn@njjudlab.nJcourts.gov 

Actual/Ant ic1patedlawSchoolGraduationDate: 

09!09/2024 

Coverletter.pdf 

Resume.pelf 

Graduatetranscriptpdf 

u ndergradtranscnpt.pdf 

WrltirlgSdmple.pdf 

Letterofrecommenddtion.pdf 

Letterofrecommendatlon.pdf 

Letterofrecommendation.pdf 

Expand/Collapse 

SUSAN.FLYNN@lNjJ UDLAB.NJCOURTS.GOV 

SUSAN.FLYNN@lNjJUDLAB.NJCOURTS.GOV 

~-c_lo_s_e_~] .~[ __ M_o_d_i_fy_~] [~w_._it_h_d_r_aw_.~ 

I 
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Additional 
Information Requests 
 
Sometimes a Judge or 
Justice will request 
additional information 
from an applicant, which 
can be additional 
documents or additional 
references/recommenders.  
 
An email will be sent 
specifying what additional 
information is required to 
continue the application 
process. 
 
You will need to log into 
the LawClerkship 
application to add the 
necessary documents, 
references or 
recommenders. 
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Additional Documents Req uested for LWC- PSN-2446 by Desi ree Kaltz 

A Clerksh ipDNR Mailbox 
Thu 10/ 24, 9:53 AM 

t} Reply all I v 

Anusha Ananthu; ClerkshipDNR Mailbox; Josthna Chevu la; Eric Dawson; Susan Flynn; Akash Niranjan; sriniva~jaggannagar@njjudlab.njcourts .gov; Maryann Jose; - 10 more ~ 

Action Items 

Dear Mark Vientos, 

Thank you for submitting your application for Posit ion ID LWC-PSN-2446 fo r Court Term 2025-2026 . 

Please provide the following documents, 

Writing Sample Final 

In addit ion, please see below for t he j udge's additional comments (if any) regarding the above requ ired documents: 

**Judge's Comments:'* test text goes here. 

Kindly submit the requested documents and any addit ional information you wish to provide, To upload the documents, login to the Law Clerk Portal [submission portal link] 
and locate your appl ica tion in the My Applications t ile. 

We look forwa rd to receiving your add itional materials and complet ing the review of your application, Please do not respond to this ema il. 

Thank you, 

New Jersey Courts 

ill 
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Once logged in, do the 
following: 
 
1. Select the ‘My 

Applications’ tile 
 
2. In the table, look for 

the ‘Application 
Status’ header and look 
for (or use the filter 
options) “Pending-
AdditionalDocs” status 

 
3. Select  to 

open the application 
 
This will open the 
application in a separate 
tab so you can review 
what you have already 
submitted and add any 
additional information 
requested by the Judge or 
Justice. 
 
 
 
 
 
 

 
 
 

 
 

 
 
 
 

ft NJCourts 
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Home 

LawClerkship 

~ 

Profi le Job Listings My Applicat ions 

• Q. • ~ .ala 

[ Vi ew j 
Home My Applications X 

LawClerkship 

My Applicat ions 

Select Term * 

1 202s-2026 vi 
8 Total results 

= Group \SI. Fields t + Show More/Less c Refresh Defau lt view > 
App lication ID ~ Position ID ; Submitted ; Justice/Judge Name ~ Court Type ; County ; Position ; Appl ication Sta tus ; Bulk ; 

Date Status Apply 

LWC-APP-29267 LWC- PSN-2448 10/ 15/ 2024 Desiree Kaltz Superior Court OCEAN Accepting Resolved-Withdrawn -- V1= 1J 
LWC-APP-29329 LWC-PSN -2425 10/23/2024 Desiree Kaltz Appellate Division MERCER Accepting Resolved-Withdrawn Yes V1= I 
LWC-APP-29330 LWC-PSN-2446 10/23/2024 Desiree Kaltz Superior Court MERCER Accepting ( Pending-AdditionalDocs I Yes V1= I 
LWC-APP-29268 LWC-PSN-2430 10/24/2024 Desiree Kaltz Superior Court MERC ER Accepting Pending-Judge Review V1= I 
LWC-APP-29265 LWC -PSN -2364 10/25/2024 Susan Flynn Appellate Division HUNTERDON Closed Resolved-Posit ionClosed -- V1= I 
LWC-APP-29366 LWC-PSN -2503 10/28/2024 Desiree Kaltz Superior Court OCEAN Accepting Pending-Judge Review Yes V1~ I 
LWC-APP-29364 LWC-PSN -2514 10/ 28/2024 Desiree Kaltz Superior Court OCEAN Accepting Pending-Judge Review Yes V1= I 
LWC-APP-29365 LWC-PSN -2447 10/28/2024 Desiree Kaltz Superior Court OCEAN Accepting Resolved-Withdrawn Yes V1~ I 

- -
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Adding Additional 
Documents 

 
With the application now 
open, quickly review 
everything before adding 
the additional information. 
 
Once you are ready, select 

 to begin 
resubmitting the 
application with the 
additional information, or 
make any other requested 
changes from the Judge or 
Justice. 
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111 · 1Ddepend!!IK4! • h tegrfty • F.ilmess • n.iallty Senske 

Modify 

References 

Name 

SUSAN FLYNN 

Applicant Information 

Education detai ls 

lawSchool lnformation 

LawSchool 

BostonCol legel.ilwSchool 

DoesyourcurrentschoolhaW"aGPA? • 

undergraduate School Information 
undergraduateSChool 

AlcornSL!teuntwrs11y 

Work Experience 

) MootCourt 

) lawR~-l}oum~I 

) JudldallnternshlpslhtHnshlP" 

Attached Documents 

Docum,mtType 

Law Transcript(Graduate) 

Transctlpt(Undergraduate) 

Writing Sam ple 

Current Bar Admissions 

NEW JERSEY.N EW YORK 

letters of Recommendation 

LetterofRecommendatlon 

Recommenders 

References 

Organization 

Organization 

Organization 

Preferred region ., 

CurrefllorFinallawSchoolClassRank: 

- Outof --

CurrentorFlnallawSchoolClassGPA 

3.000000 Olllof 4.000000 

Undergraduate Graduation Date 

09/1112023 

Document descri ption 

Graduatetranscript 

Undergradtranscrlpt 

Writings.imple 

Letter of Recommendation 

Title 

LawSchoolDeg~Type 

JO 

Email address 

su!.ln.flynn@njjlidlab.nJcotJrts.go~ I 

Norm~izedGPA O 
Actual/Ant1c1patedl.awSchoolGraduatlooDate· 

Cover1etter.pdf 

Resume.pdf 

Gradu.ttetranscriptpdf 

Undergradtranscnpt.pdf 

Wriungsample.pdf 

Leaerotrecommeridation.pdf 

Letterotrecommendatlon.pdf 

Leaerofrecommendation.pdf 

SUSAN.FLYNN@lNJ)UDLAB.NJCOURTS.GOY 

SUSAN.FLVNN@NJ)UD LAB.NJCOURTS.GOY 

Email address 

SUSAN .FL YNN@NVUDLAB.NJCOURTS.GOV 

Expcmd/Collopse 

Phone number 

Close JII Modify II[ Withdraw J 
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After selecting 

, you will be 
taken directly to the step 
you must complete to add 
the requested additional 
information, in this case, 
additional documents are 
requested. 
 
If additional references are 
requested, you will need 
to proceed to the 
References & 
Recommenders step. 
 
To add the additional 
documents, do the 
following: 
 
1. Go to the Documents 

section and select 
 

 
 
The newly requested 
documents will display 
under ‘Document Type’ as 
a required document. 
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Modify 

+ Add Document 

Home My Applications X LWC-APP-29330 X 

LawClerkship 

Documents 2. References and Recommenders Review & Submit 

Judge has requested the below documents: 

Document types Total Count/Type 

Writ ing Sample Writ ing Sam ple Final 

Judge's Comments: test text goes here. 

Judge and Position Details 

First Name 

Desiree 

Documents 

Last Name 

Kal12 

Court Type 

Superior Court 

Select documents you have uploaded in Document Preferences or upload a new fi le for the below categories specific to this position. 

Each document must be in PDF (.pdf) or Microsoft Word (.doc) format and cannot exceed 5MB. 

* Required 

Document Type 

Cover Letter * 

Resume * 

Law Transcript (Graduate) * 

Transcript (Undergrad uate) * 

Writing Sample * 

Other documents (Additional) 

+ Add Document 

Docume nt descript ion 

Coverletter 

Resume 

Graduatet ranscript 

Undergradt ranscr ipt 

Writingsample 

Previously Uploaded Document 

Coverletter.pdf " or 

Resume.pdf " or 

Graduatetranscript. pdf " or 

Undergradtranscript.pdf " or 

Writ ingsample.pdf or 
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2. After adding the 

additional document 
via pop up prompts, 
proceed with the 
remaining steps to 
complete the 
application, and when 
getting to the final 
“Review & Submit” 
step,  

a. select both the 
confirmations.   

 

3. Select  to 
resubmit the 
application. You will 
see a confirmation 
screen after submitting. 

 
 
 
 
*Note, requests can be for 
documents, references and 
Letters of 
Recommendation or some 
mix of the three.  
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Submit 

Documents > References and Recommenders > Review & Submit 

My Documents 

Document Type Document description 

References 

First Name Last Name Organizat ion Tit le Email address 

SUSAN FLYNN SUSAN.FLYNN@NJJ UOLAB .NJCOURTS.GOV 

lo] I hereby confi rm that all data entered in this application is true and correct. Your veri fication of data will be displayed in your applicat ion packets. * 

~ I certify that the documents requested by the judge have been attached. * 

rJ I hereby confi rm that all data entered in th is application is true and correct . Your verification of data will be displayed in your applicat ion packets. * 

IJ I certify that the documents requested by the judge have been attached. * 

LawClerkship 

Applicant Information 

First Name 

Mark 

Phone 

7325526212 

Last Name 

Vientos 

Preferred region 

All 

Email address 

susan.flynn@njjudlab.njcourts.gov 

Attachment 

Phone number 

] Preview 11 Back I Mffl§M 

8 
I Preview 11 Back I Mffl•i::i\F 



                         Page 22 of 24  Last Modified: Thursday, November 21, 2024 
 

  
Quick Reference Guide – LawClerkship – Bulk Apply  

 

Adding Additional 
References or 

Recommenders 
 
Review the first step 
labeled “Documents” to 
make sure everything is 
correct, then select 

 to continue. 
 
At the “References and 
Recommenders” step, do 
the following: 
 
1. In the References 

section, select the 
additional reference 
added. 

a. If needed, in the 
Recommenders 
section, select 
the additional 
recommender 
added. 
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Next>> 

H= MyApp.c.t,on, )( 

LawClerkship 

~ }: ,~,e, ei d Rec 

Judge has requested the below documents: 

Document types Total Countnype 

References 

Judge's Comments: Addit ional refererx:e{s) needed. 

Judge and Position Details 

Law School 

Boston College Law School 

Pos,t,onStatus 

Accepting 

V .w&SUbm!t 

Documents ~ References and Recommenders > Review & Submit 

Judge has req uested the below documents: 

Document types Total Count/Type 

References 

Judge's Comment s: Ad ditional reference(s) needed. 

References 

This Position requi res 1 reference 
Choose from the existing references. or add a new reference by cl icking the MAdd Reference" button below 

2 row(s) I 1 selected 

First Name Last Name Organization Title 

r.l SUSAN FLYNN 

I □ ANGELINA ADAM 

+ Add References 

CourtType 

Superior Court 

Recommenders 

A judge may request a Letter of Recommendation directly from your recommender. 
Choose from the existing recommenders, or add a new recommender by clicking the nAdd Recommendern button below 

2 row(s) 11 selected 

First Name Last Name Organization Title 

r.l SUSAN FLYNN 

I □ ANGELINA ADAM 

+ Add Recommenders 

County 

om, 

Email address Phone number 

SUSAN.FL YNN@NlJUDLAB.NJCOURTS.GOV 

TEST@TEST.COM 

Email address 

SUSAN.FL YN N@N]UDLAB.NJCOU RTS.GOV 

TEST@TEST.COM 

Phone number 

Modify 

Modify 

Modify 

Modify 
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2. Once the added 

references are selected, 

select  to 
continue. 

 
 
3. On the “Review & 

Submit” step, review 
that everything is 
correct and select the 
confirmation message 
that everything is 
accurate, as well as the 
new message 
confirming the 
additional information 
has been added. 

 
4. When you are ready, 

select  to 
resubmit the 
application. A 
confirmation message 
will display upon 
submission. 

 
The application status will 
return to ‘Pending-
JudgeReview’.  

 
 

 

ft NJCourts 
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Next >> 

Submit 

Letters of Recommendation 

This Position requires O Letter(s} of Recommendation. 

If your are unsure if your law school will upload letters of recommendation on your beha lf, please contact your career services office to confi rm before making a select ion. Your law school may register at hrtps://www.njcourts.gov/public/find

jobs/law-clerk 

Source of attachment 

Letter of Recommenc 

Letter of Recommenc 

l etter of Recommenc 

Documents > References and Recommenders 

My Documents 

Document Type 

Cover Letter 

Resume 

Law Transc ript (Graduate} 

Transcript (Undergraduate) 

Writ ing Sample 

Letters of Recommendation 

Document name 

Letter of Recommendation 

Letter of Recommendation 

Letter of Recommendation 

Recommenders 

First Name 

SUSAN 

ANGELINA 

References 

First Name 

SUSAN 

Last Name 

FLYNN 

ADAM 

Last Name 

FLYNN 

ADAM 

Source details Previously Uploaded Document 

Letter of Recommendation Letterofrecommendation 

Letter of Recommendation Letterofrecommendation 

Lener of Recommendation Letterofrecommendation 

Review & Submit 

Organ ization 

Organization 

Document description 

Coverlette r 

Resume 

Graduatetranscript 

Undergradtranscript 

Writ ingsample 

Document Source 

Letter of Recommendat ion 

Letter of Recommendat ion 

Letter of Recommendat ion 

Tit le 

Title 

or 

or 

or 

Email address 

Attachment 

Attachment 

Coverletter.pdf 

Resume.pdf 

Graduatetranscript.pdf 

Undergradtranscript.pdf 

Writingsample.pdf 

Attachment 

Letterofrecommendation.pdf 

Letterofrecommendation.pdf 

Letterofrecommendation.pdf 

SUSAN.FL YNN@NJJUDLAB. NJCOURTS.GOV 

TEST@TEST.COM 

Email address 

SUSAN.FLYNN@NJJUDLAB.NJCOURTS.GOV 

TEST@TEST.COM 

Back 

Phone number 

Phone number 

0 I hereby confi rm that all data entered in th is application is true and correct . Your verification of data will be displayed in your applicat ion packets. * 

0 I certify t hat the documents requested by the judge have been attached. * 

Preview Back 
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If additional 
references/recommenders 
are requested on a 
submitted application, and 
you do not have enough 
already saved in your 
‘Recommenders/Referenc
es’ tab, they must be 
added by accessing your 
‘Profile’ tile on the main 
page. 
 
Once you open the profile, 
select to add.   
 
Select either 

 or 
 to 

begin. 
 
See the Applicant User 
Manual for more detailed 
instructions. 
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Home My Applications X LWC-APP-29366 X Profile X 

LawClerksh ip 

-

Profile Job Usti ngs I My Applications 

• Q • ~ ~ 

' - -· 

Recommenders/References 

+ Add Rec om menders 

+ Add References 
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