TIOGA COUNTY, NEW YORK
Personnel and Civil Service

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

Linda Parke Personnel Officer % 607 687 8494 & 607 223 7074 @ www.TiogaCountyNY.gov

Promotional Examination Announcement

OFFICE SPECIALIST Il - #57000; Continuous Recruitment
Issued: January 2024

Test Dates: Testing will be conducted on the following “Test Dates”. Applications will be accepted according to
the corresponding “Deadline Date to Apply”. Test dates are subject to change and additional dates may be
added without prior nofice.

Test Date Deadline to Apply

January No Exams
02/15/2024 02/02/2024
03/21/2024 03/08/2024
04/18/2024 04/05/2024
05/16/2024 05/03/224
06/20/2024 06/07/2024

CAREFULLY read the following:

Please apply online at: https://www.tiogacountyny.com/departments/personnel-civil-service/ Review the
information and instructions at the end of this announcement! Applications must be post marked on or before the
application deadline date in order to be included in the corresponding test date.

The online application portal is accessible if using a smart phone. If you are unable to apply online or if the portal is
not functional, applications may be printed from our web site (Civil Service — Application Forms). Applications may
also be obtained in our department during regular office hours.

Application Fee: No application fee required

Time and Place of Written Examination: Approved candidates will be nofified by admission letter 7 to 10 days prior
to the written test date as to when and where to appear. All notices of admission or disqualification will be sent by
email to online applicants. You are responsible for checking your spam folder! Applicants who do not have email
will be sent notice of admission or disqualification by postal mail to the address provided. Be sure to bring the
admission letter with you to the examination. If you have not received an admission letter 3 days before the written
test date, call 607-687-8494

LOCATION OF WORK MINIMUM SALARY VACANCIES
Tioga County Departments $31,131 - $32,131 (CSEA SG IV) Anticipated
School Districts, Municipalities, etc. Varies Anticipated

NOTE - In accordance with Section 52 of Civil Service Law, employees in a department in which a vacancy occurs
will be certified first for appointment.

Promotional Quadlifications: At fime of examination, candidates must be permanently employed in the competitive
class* and must have Twelve (12) months of confinuous, permanent competitive class status as an Office Specialist |
or Typist in a location under Tioga County’s civil service jurisdiction (county department, municipality, or special
district).

*Section 55-a: Candidates who are holding or who have held a permanent 55-a appointment in a qualifying title,
and are otherwise quadlified, shall be eligible fo compete in this promotional examination pursuant to Section 55-a
(4). Service in the 55-a position need not have been immediately preceding date of examination to be considered
as qualifying.

Distinguishing Features of the Class: 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 dufies
will vary with the needs of the appointing authority. An incumbent will operate a computer and related office
equipment for the entry and refrieval of information using software to produce printed material such as letters,



https://u2769118.ct.sendgrid.net/wf/click?upn=uYMm-2FEoLyqOdZS3CMRUeSFGihkD-2BiXtKNApljFoqh37xE-2FNreP0IuuAewtQfdueSW-2BpZy-2BfUjR-2FVCpwM9UdVnfnA2TICkwcwxjX32sKOAcA-3D_RHlXTVCoP695cOfBMAOclRzrqvDLoKyOL-2FTu445atF7ZnzqGbq1-2FxcU2Ex3YOQ0i2bCQ68DOHw3Rjlxl9EWGS1-2FyJeJd0d0p9osBuaiWLdell4jO3-2FwPyLBPcZkZNpVzP83dxTny-2BvDQ3gZ6fMUyCmrf4jYRNo-2FITDTXG93CfxJWnZWTVhtmLOAzAcqCH968glVJmNl28m5M6FLLUSvm2m4vacNNvHVvBK7hf0OXq-2Bs-3D

2. Office Specidalist I PROMOTION.CR #57000

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 I. 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 train similar classified staff. Does related work as required.

TYPICAL WORK ACTIVITIES FOR THIS POSITION ARE AVAILABLE TO REVIEW UPON REQUEST

Subjects of Examination: A written test designed to evaluate knowledge, skills and /or abilities in the following areas:

1. Spelling: These questions are designed to test the candidate’s ability to spell words that are used in written
business communications.

2. Grammar, usage, punctuation: The grammar and usage questions test for the ability to apply the basic
rules of grammar and usage. The punctuation questions test for a knowledge of the correct placement of
punctuation marks in sentences.

3. Keyboarding Practices: These questions test for a knowledge of preferred practices in such areas as letter
format, capitalization, hyphenation, plurals, possessives, word division, word and figure style for numbers,
and common proofreading marks. In addition, you will be given a passage to proofread and asked
questions about how to correct the errors in the passage.

4. Office Record Keeping: These questions evaluate your ability to perform common office record keeping
tasks. The test consists of two or more “sets” of questions, each set concerning a different problem. Typical
record keeping problems might involve the organization or collation of data from several sources;
scheduling; maintaining a record system using running balances; or completion of a table summarizing
data using totals, subtotals, averages and percents.

5. Office Practices: These questions test for a knowledge of generally agreed-upon practices governing the
handling of situations clerical professionals encounter in their work, as well as a knowledge of efficient and
effective methods used to accomplish office tasks. The questions will cover such topics as planning work
flow; setfting priorities; dealing effectively with staff, visitors, and callers; filing and retrieving information;
safeguarding confidentiality; using office equipment; and making procedural decisions and
recommendations which contribute to a well-managed office.

Test Guides & Resource Booklets - Access: hitps://www.cs.ny.gov/testing/testguides.cfm to view all study guides
and the publication "How to Take a Written Test", which may be helpful in preparing for this exam.

Written Retest Policy - Candidates who fail the written examination or candidates who passed the written
examination and wish to improve their position on the eligible list, may reapply to retake the written examination
after a six (6) month period has passed from the date of previous examination.

Use of Calculators: The use of a calculatoris PERMITTED. Candidates are permitted to use quiet, hand-held, solar or
battery powered calculators. Devices with typewriter keyboards, spell checks, personal digital assistants, address
books, language translators, dictionaries, or any similar devices are prohibited. Cell phone calculators are
prohibited.

Continuous Recruitment Eligible Lists: Successful candidates will have their names placed on the eligible list in order
of their final score. Candidate scores from different testing dates will be interfiled on the eligible list. A candidate’s
eligibility for appointment begins on the date their name is added to the eligible list and they will remain eligible for
appointment for one (1) year from the date. Appointments from an eligible list must be made from the three
highest standing candidates willing to accept appointment.

Seniority credit: Service starts with the time of original entry in the permanent classified service of the municipality in
which promotion is sought. Credit or “points” will be added to a passing score of 70 or higher as follows:

POINTS YEARS OF SERVICE
0 Less than one (1)
1 1 year, up to six ()
2 Over 6, up to 11
3 Over1l,upto 16
4 Over 16, up to 21
5 Over 21, up to 26
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Termination of Program: Tioga County reserves the right to terminate this continuous recruitment program and re-
establish the periodic type of examination.

Tioga County is an Equal Opportunity Employer

ADDITIONAL INFORMATION AND INSTRUCTIONS

ADDITIONAL EXAMINATION CREDIT - Children of Firefighters and Police Officers Killed in the Line of Duty: In conformance with Section
85-a of the Civil Service Law, children of firefighters and police officers killed in the line of duty shall be entitled to receive an
additional ten points in a competitive examination for original appointment in the same municipality in which his or her parent
served. If you are qualified fo participate in this examination and are a child of a firefighter or police officer killed in the line of duty
in this municipality, please inform this office of this matter when you submit your application for examination. A candidate claiming
such credit has a minimum of two months from the application deadline to provide the necessary documentation to verify
additional credit eligibility. However, no credit may be added after the eligible list has been established.

ADDITIONAL EXAMINATION CREDIT - Veterans or Disabled Veterans desiring fo claim additional credit must request and file an
Application for Veterans' Credit at any time between the date of application for examination(s) and the date of the establishment
of the resulting eligible list. These credits may only be used once. Effective January 1, 1998, the State Constitution was amended
to permit a candidate currently in the armed forces to apply for and be conditionally granted veterans’ credit in examinatfion. You
may not claim veterans’ or disabled veterans’ credits after the Eligible List has been established. It is the candidate’s responsibility
to request and submit an Application for Veterans' Credit before the Eligible List is established. Veterans' credits will only be added
to passing examination scores

ALTERNATIVE TEST DATE: When a candidate is aware of a conflict prior o the scheduled test date, the candidate must notify the
Department of Personnel and Civil Service in writing as soon as possible. For emergency situations that occur on the scheduled
written test date, the candidate must notify the Department no later than three (3) days following the Saturday on which the
written test was held. This request may be made by a member of the immediate family or household in the event of a death in
the immediate family or a serious iliness. Follow link to view this department’s policy:
http://www.tiogacountyny.com/media/1902/alternativetestdatepolicy.pdf

APPLYING FOR MULTIPLE EXAMINATIONS SCHEDULED FOR THE SAME DAY (Cross-Filing): You must nofify all agencies with which you
have filed an application of the test site at which you wish to take your examination(s). If you have applied for both State and Local
government examinations, you must nofify Tioga County Department of Personnel no later than two weeks prior to the test date of
your infent to take both a State and a Local government examination. When taking both a State and a Local government
examination you will be required to take all your examinations at a State examination center. You will be advised by letter when
and where to report for your examinations.

For Tioga County examinations, the Mulfiple Exam Notice form must be completed. This form is available in the Tioga County
Department of Personnel & Civil Service, online at www.tiogacountyny.com, or by calling (607) 687-8207. If you do not submit your
Multiple Exam Notice form two weeks prior to the test date, you may NOT be allowed to sit at the test site you have selected. If you
appear at a test site but did not designate this location as your test site on your form, you may NOT be allowed to take your
examination(s) at that location.

APPOINTMENT from an eligible list must be made from the top three candidates willing to accept the appointment. The resulting
eligible list will be used to fill current or future appropriate vacancies within Tioga County’s jurisdiction.

BACKGROUND INVESTIGATION and Additional Screenings: Candidates may be subject to a thorough background investigation. If
requested, applicants will be required to authorize access to educational, financial, employment, criminal history, or other records.
Effective 01/01/16, a criminal background check is required prior to employment within any Tioga County department. Depending
upon the position sought, conviction of a felony, misdemeanor or other offense may bar appointment. Af the discretion of the
appointing authority, candidates may be subject to additional screenings as a term and condition of employment, including but
not limited to: fingerprinting, psychological, or drug testing. Depending upon appointing authority, applicants may be required to
submit the necessary fees for the fingerprint processing. Per Tioga County Civil Service Rule IX (3): A record of disrespect for the
requirements and processes of law may be grounds for disqualification for examination or, after examination, for certification and
appointment.

CHANGE OF ADDRESS: When a candidate’s residence and/or mailing address changes, it is his/her responsibility to nofify the
Tioga County Personnel Department of such change by submitting a Change of Information Form. Documentation may be
required to validate a change in residence.

CHANGE OF NAME: When a candidate’s name changes, it is his/her responsibility to noftify the Tioga County Personnel
Department of such change by submitting a Change of Information Form.

DISQUALIFICATION: Any applicant may be disqualified for examination, or after examination, for certification and appointment
that is not in compliance with the standards and requirements set forth in Section 50 (4) of the Civil Service Law.

ELIGIBLE LIST: In accordance with Section 61 (1) of the Civil Service Law, and as determined by the Tioga County Department of
Personnel & Civil Service, the eligible list resulting from this examination may be used fo fill vacancies in similar related titles.
EVALUATION OF FOREIGN POST-SECONDARY EDUCATION: If your degree and/or college credit was awarded by an educational
institution outside of the United States or its territories, you must provide independent verification of equivalency. A listing of
acceptable companies which provide this service may be obtained from the following:
http://www.cs.state.ny.us/jobseeker/degrees.cfm or by contacting the Tioga County Department of Personnel. You will be
responsible for the required evaluation fee.

EXAM HOLDINGS: In the instance where both a promotional and an open-competitive examination are held for the same title, a
mandated promotional list will be used first to fill any positions. If you meet both the promotional and open-competitive minimum
qualifications, you must file a separate application and pay any required fee(s) for each exam in order to be considered.
EXPERIENCE: All experience required to meet the acceptable training and experience is full-time experience. (Part-time experience
will be credited on a prorated basis.)
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FALSIFICATION of any part of the “Application for Examination or Employment”, “Change of Information Form”, or any related
documentation may result in disqualification before or after examination in accordance with Tioga County Civil Service Rule IX
and/or Civil Service Law Section 50.4.

FEES: Candidates must submit a separate application fee or Application Fee Waiver form for each open-competitive examination
that the candidate is applying to take. Candidates will be disqualified from taking the exam if the application fee or waiver form is
not received, as directed, from the Tioga County Department of Personnel & Civil Service.

FORMAT: The test may be in written form or it may be administered on a personal computer (PC). The type of test will be stated on
the admission notice.

FORMS: Civil Service Applications, Fee Waivers, Cross-File Notification, and Change of Information Form may be obtained online
at: https://www.tiogacountyny.com/departments/personnel-civil-service/. These forms may also be obtained from the Tioga
County Department of Personnel & Civil Service, Ronald E. Dougherty County Office Building, 56 Main St., Owego, NY 13827, (607)
687-8207.

MINIMUM QUALIFICATIONS: You MUST specifically state how you meet these requirements when completing the application. Unless
otherwise noted, qudlifications must be met at time of application. Ambiguity and vagueness will NOT be resolved in your favor.

NOTIFICATION: If an application is disapproved, notice will be sent by email. Applicants are responsible for checking their spam
folder. Applicants who do not have email will be sent notice of admission or disqualification by postal mail fo the address provided.
This department does not take responsibility for non-delivery or postal delay. If the applicant does not receive either a disapproval
letter or an admission notice 3 days before the date of the exam, call (607) 687-8207.

RATING: This written and/or training and experience examination is being prepared and rated by the New York State Department
of Civil Service in accordance with Section 23-2 of the Civil Service Law. The provisions of the New York State Civil Service Rules and
Regulations dealing with the rating of examinations will apply to this written and/or training and experience examination. A score
of 70 is considered passing.

RESPONSIBILITY: You are responsible for completing all sections of the official application. Ambiguity and vagueness will NOT be
resolved in your favor.

SPECIAL ACCOMMODATIONS: Religious Accommodation - Handicapped Persons - Military Personnel - If special arrangements for
testing are required, you must notify the Tioga County Department of Personnel & Civil Service in writing and, if requested, provide
documentation.

SPECIAL REQUIREMENTS FOR APPOINTMENT IN SCHOOL DISTRICTS and BOCES: Per Chapter 180 of the Laws of 2000, and by
Regulations of the Commissioner of Education, to be employed in a position designated by a school district or BOCES as involving
direct contact with students, a clearance for employment from the State Education is required.
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