TIOGA COUNTY, NEW YORK
Personnel and Civil Service

Ronald E. Dougherty County Office Building 56 Main Street Owego, NY 13827

. 607 687 8494 & 607 223 7074 @ www.TiogaCountyNY. com
Bethany 0O'Rourke Personnel Officer

NOTICE OF VACANCY
OFFICE SPECIALIST Il (PART-TIME)

Re-issued: 05/03/2022 (1+ Issued: 10/04/2021). The work involves responsibility for performing a broad
range of moderately difficult clerical tasks, which may require an understanding of specific laws,
policies or procedures. Specific duties will vary with the needs of the appointing authority. An
incumbent will operate a computer and related office equipment for the entry and retrieval of
information using software to produce printed material such as letters, memoranda and forms.
Ability to accurately manipulate specific software is valued over speed when performing
keyboard functions. Procedures are usually fixed and while comparable, are of a more difficult
nature than those of an Office Specialist . The incumbent is under direct supervision of a higher-
level staff member but has moderate autonomy in carrying out day-to-day activities. Supervision
of others is not a responsibility; however, may be called upon to help orient or frain similar classified
staff. Does related work as required.

The title of Office Specialist Il is Competitive, requiring applicants to meet minimum qualifications
established for the position. A criminal background check* is required. Permanent employment
requires successful completion of the civil service examination requirements. For more information
or to apply, view Office Specialist Il #52000 under continuous recruitment examination
announcements.

Status: Permanent

Work Hours:  Part-time, days; 17-hour work week; Weekdays

Salary: 13.79/hour; eligible to join the NYS Retirement System

Location: Tioga County Department of Economic Development & Planning

MINIMUM QUALIFICATIONS: Graduation from high school or possession of a high school
equivalency and either:

a. Completion of thirty (30) semester credit hours from a regionally accredited or NYS
registered college or university; OR

b. One (1) year of full-time (or the part-time equivalent) office clerical experience*; OR

c. Any combination of training and experience equal to or greater than that specified in ()
and (b) above.

*NOTE: For Office Specialist ll, Bank Teller and other types of cashiering jobs are not considered
"office clerical”.

Apply Online: https://www.tiogacountyny.com/departments/personnel-civil-service/
Confinuous Recruitment Exams — Office Specialist Il #52000

Apply by: Applications will be accepted on an ongoing basis

Tioga County applications are available on our website. Resumes may be submitted but MUST accompany an
application. Applicants MUST clearly describe education and/or work and volunteer experience to explain how they meet
the minimum qualifications for the position. Omissions or vagueness will not be interpreted in an applicant’s favor.

*Criminal background checks will be conducted upon a conditional offer of employment. Depending upon the position
sought, conviction of a felony, misdemeanor or other offense may bar appointment. At the discretion of the appointing
authority, additional screenings may include but will not be limited to: fingerprinting, psychological, and or drug testing. If
requested, a candidate will be required to authorize access to educational, employment, financial, or other records.
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