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NOTICE OF VACANCY
PROBATION ASSISTANT

Date of Issue: 10/15/25. This is a para-professional position in a probation department. Unlike a Probation Officer 1, a
Probation Assistant is not a Peace Officer pursuant to the New York State Criminal Procedure Law. The incumbent is
responsible for assisting probation officers in a local probation agency in tasks which may include performing pre-
dispositional/pre-trial related duties such as interviewing and screening individuals arrested and/or otherwise not yet
adjudicated/sentenced for pre-trial release, making recommendations for release, monitoring individuals released into the
community whose cases are pending; and notifying courts of case status. An incumbent may also serve as a probation
department’s point of contact for transfer of records and files with other probation departments, law enforcement
agencies or courts. He/she also assists in the control and supervision of probationers by performing tasks such as opening
and closing cases; retrieving archived files; delivering documents to law enforcement agencies and the courts; assisting
with the collection of financial obligations; and processing intra and interstate transfers. The work is performed under the
supervision of a Probation Supervisor 1 or higher level probation professional in accordance with applicable
rules/regulations, statues and/or policies and procedures as directed by a Probation Director or his/her designee. The
incumbent will perform all related duties as required.

The title of Probation Assistant is Competitive, requiring applicants o meet minimum qualifications established for the position
and successfully meet civil service examination requirements. An examination is anticipated for 2026. Pending a criminal
background check*, a provisional appointment may be made to this position. Permanent appointment will be dependent
upon participation in the examination AND being reachable from the resulting eligible list.

Status: Provisional, pending permanent appointment from eligible list

Work Hours: Full fime, 35-hour work week

Salary: $44,865 (2025 CSEA SG VIII); benefit package available including: health, dental and vision
insurance, paid leave fime, NYS Refirement System, Deferred Compensation Plan

Location: Tioga County Probation Department

OPEN COMPETITIVE MINIMUM QUALIFICATIONS: Either —

a. Graduation from a regionally accredited college or university or one accredited by the Board of Regents to grant
degrees, with an Associate’s degree or higher in criminal justice, human services, chemical dependency
counseling, business administration, or a closely related field or;

b. Graduation from high school or possession of a high school equivalency diploma and two (2) years of experience
working with the public in a public or private human services agency or a criminal justice or juvenile justice agency
or;

c. An equivalent combination of training and experience as defined by the limits of (a) and (b).

Special Requirement: Possession of a current driver’s license or otherwise demonstrated ability fo meet the fransportation
requirements of the position.

Note: The class specifications including the minimum qualifications for positions in Probation Departments are established by
rule and regulations of the Division of Criminal Justice Services. These class specifications are found in Title 2 NYCRR Part 347,
Appendix H-10, Standard Specifications for Professional Probation Positions.

Note: This position is allocated to the competitive class pursuant to the Executive Law Section 257(1)

Apply online: https://tiogacountyny.com/departments/personnel-civil-service/

Apply by: Applications will be accepted until the position has been filled.

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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