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NOTICE OF VACANCY
DEPUTY CLERK TO THE TIOGA COUNTY LEGISLATURE

Date of Issue: 10/22/2026. The work involves responsibility for performing accurate financial review,
legislative administration, and office support functions in the Office of the Clerk of the
Legislature/County Auditor. The Deputy assists the Clerk in carrying out statutory responsibilities,
processes official legislative documents and records, and examines Accounts Payable and purchasing
fransactions for accuracy, completeness, proper authorization, and compliance with County policies
and legal requirements before payment approval. The Deputy is appointed by and serves at the
pleasure of the Clerk and acts for and in place of the Clerk during absences, requiring sound
judgment, discretion, independent follow-through, and the ability to manage competing deadlines, as
errors may affect financial accuracy, legislative operations, or statutory compliance. The position
requires frequent interaction with legislators, department heads, vendors, and other officials. Work is
performed under the direct supervision of the Clerk of the Legislature/County Auditor. The incumbent in
this classification is designated by the Legislature to also serve as Deputy County Auditor and assist in
the review of various purchase order and P-card transactions. Does related work as required.

The title of Deputy Clerk to the Tioga County Legislature is Unclassified. No civil service test required.
Appointment to this title means that an incumbent serves at the pleasure of the Clerk of the Tioga
County Legislature. Preferred qualifications listed below. *A criminal background check will be
conducted upon a conditional offer of employment.

Status: Permanent

Work Hours:  Full time, 35-hour work week

Salary: $44,486 - $54,486 (M/C) benefit package available including: health insurance, paid
leave fime, NYS Retirement System, Deferred Compensation Plan.

Location: Tioga County Legislative Office

Preferred Qualifications: Graduation from high school or possession of a high school equivalency
diploma AND two (2) years of full-time experience (or part-time equivalent) in Accounts Payable,
financial fransaction review, audifing support, purchasing compliance, administrative records, and
preparation of official meeting minutes. Experience with local government, financial systems, and
Legislative or Board administration is desirable.

Apply Online: hitps://tiogacountyny.com/departments/personnel-civil-service/

Apply by: Applications 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 appoinfment. 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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