Office of Personnel and Civil Service
Exam Announcement
Please Post Conspicuously

Michael Mascarenas Shaun Gillilland
County Manager Chairman of the Board
TITLE: RECORDING CLERK #89-469010
SALARY: $20.70/HR.

Current employees hired PRIOR to 2009, please contact the Personnel Office for rate of pay.
LOCATION: Essex County Clerk’s Office, Elizabethtown
BENEFITS: Health Insurance, Dental Insurance, Sick, Vacation, and Personal time, NYS Retirement,

Life Insurance, Flexible Spending Plan, Paid Holidays, Employee Assistance Program,
Employee Premium Enhancement and 35 Hour work weeks (Monday-Friday).

JOB SUMMARY: The work involves responsibility for processing, recording and indexing variouslegal
documents filed and recorded in the County Clerk's Office. Employees in this position are expected to
independently perform their duties within the scope of specificlaws, office rules and procedures relating to
the recording, indexing, and filing of legal instruments. Supervisors are available for consultation on
unusual problems and provide instruction on new or difficult assignments. Work is performed under
general supervision with leeway permitted for the exercise of independent judgment. Work of employees is
checked on by one or more other steps in a clerical process. The incumbent does related work as required.

MINIMUM QUALIFICATIONS: Either:

A) One year of clerical experience working with legal instruments and records in a department of municipal
government, law office or title company; or

B) Two years of general clerical experience; or

C) An equivalent combination of training and experience as defined by the limits of [A] and [B].

Residency Requirement: There is no residency requirement.
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Posting Date: April 15%, 2025
Application & $15 Exam Fee Deadline: May 2314, 2025

Exam Date: June 28th, 2025

Scopes / Subjects of examination: A test designed to evaluate knowledge, skills and
/or abilities in the following areas.

Name and number checking

These questions test for the ability to distinguish between sets of words, letters, and/or numbers that are
almost exactly alike. Material is usually presented in two or three columns, and you will have to
determine how the entry in the first column compares with the entry in the second column and possibly
the third. You will be instructed to mark your answers according to a designated code provided in the
directions.

Operations with Letters and Numbers

These questions test for skills and abilities in operations involving alphabetizing, comparing, checking
and counting. The questions require you to follow the specific directions given for each question which
may involve alphabetizing, comparing, checking and counting given groups of letters and/or numbers.

Customer service

These questions test for knowledge of techniques used to interact with other people, to gather and
present information, and to provide assistance, advice and effective customer service in a courteous and
professional manner. Questions will cover such topics as understanding and responding to people with
diverse needs, perspectives, personalities, and levels of familiarity with agency operations, as well as
acting in a way that both serves the public and reflects well on your agency.

Working with office records

These questions test your ability to work with office records. 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 numerical data from several sources; maintaining a record system using
running balances; or completion of a table summarizing data using totals, subtotals, averages and
percents. You should bring with you a hand-held battery- or solar-powered calculator for use on
this test. You will not be permitted to use the calculator function of your cell phone.

Test guide; The New York State Department of Civil Service has not prepared a test guide for this
examination. However, candidates may find information in the publication ‘General Guide to Written
Tests' helpful in preparing for this test. This publication is available online at:

https://www.cs.ny.gov/testing/testguides.cfm.
USE OF CALCULATORS IS RECOMMENDED
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The New York State Department of Civil Service collects demographic information using a Bio Data
Research Questionnaire. The questionnaire collects information, on a voluntary basis, about an exam
candidates’ gender, ethnicity, race, language, disability status, veteran status, and LGBTQ+ identity. The
data collected is used to study the Department of Civil Service examination program. Above is the QR
code to scan and help collect demographic information about Essex County exam candidates.



GENERAL INSTRUCTIONS

1. Each candidate must execute an application form and file it with the Essex County Department of Personnel and Civil Service, Essex
County Government Center, 7551 Court Street, P.0. Box 217, Elizabethtown, New York, 12932. Applications should be filed as soonas
possible after the announcement of the examination. In writing for application form or information, SPECIFY BY EXAMINATION
NUMBER AND TITLE the position for which you wish to apply. Before filing your application, BE SURE EVERY QUESTION IS ANSWERED.
AN INCOMPLETE APPLICATION MAY BE DISAPPROVED.

2. Accepted candidates will be notified when and where to appear for examination. None will be admitted to the examination without
the official admittance letter. If an application is rejected, due notice will be sent. The department does not make formal
acknowledgment of the receipt of an application. If you fail to receive an admission letter at least seven days prior to the examination
date, you should contact the Essex County Department of Personnel and Civil Service immediately.

3. There may be restrictions on employment for those who are under 18.

4. There are no residence requirements for taking the examination. Appointing authorities may give preference to legal residents of
their jurisdiction.

5. Veterans or disabled veterans who are eligible for additional credit must submit an application for veteran’s credit with their
application for examination or atany time between the dates of their application for examination and the date of the establishmentof
the resulting eligible list. Applications for veteran’s credit are available from this office. Veteran’s credits can only be added to a
passing score on the examination.

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 veteran’s credit in examinations. Any candidate who applies for such credit must provide proof of military status
to receive the conditional credit. No creditm ranted aft e establishm list. Itis the responsibility of the candidate to
provide appropriate documentary proof indicating that the service was in time of war, as defined in Section 85 of Civil Service Law, and
that the candidate received an honorable discharge or was released under honorable conditions in order to be certified at a score
including veterans credits.

6. VERIFICATION OF QUALIFICATIONS: Candidates may be investigated or called for an interview to determine whether they are
qualified for appointment. In addition to meeting specific requirements, candidates must be of good moral character and habits.

7. When the written 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 provision of the New York State Civil Service Rules and Regulations dealing with the rating and
review of examinations apply.

8. Eligible Lists will be established in the order of final rating for successful candidates and will be established for a period of one year
unless exhausted prior to that date. Lists may be extended by the Personnel Director not to exceed four years.

9. RETIREMENT SYSTEM: It is mandatory that persons appointed to full-time positions in a political subdivision participating in the
New York State Employees’ Retirement System, join the system on appointment. For other employees, membership is optional.

10. SATURDAY SABBATH OBSERVERS - DISABLED PERSONS: If special arrangements for testing are required, indicate this on your
application form.

11. RECEIPT OF APPLICATIONS: If you submit an application to the Department of Personnel and Civil Service other than by personal
delivery to this office, this office will not be responsible for the arrival of the application. Therefore, you should contact thisofficeonor
before the final date for filing to determine whether or not your application has been received.

12. USE OF CALCULATORS: Unless otherwise notified, candidates are permitted to use quiet, hand-held, solar, or battery powered
calculators. Devices with typewriter keyboards, ‘Spell Checkers', Personal Digital Assistants’,"Address Books', 'Language Translators',
‘Dictionaries', or any similar devices are prohibited.

13. FOR NON-CITIZENS: At the time of appointment, you must be a legal alien authorized to accept employment in the United States and
you must maintain such status throughout the term of your employment with Essex County.

14. COLLEGE TRANSCRIPT: A copy of your college transcript will be required with the official application when applying for any civil
service examinations requiring a degree.

15. DRUG-FREE WORKPLACE POLICY: All persons seeking employment with Essex County shall be required to submit to drug and
alcohol screening and testing, as well as a pre-employment physical.

16. 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 has served. If you are qualified to 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.



APPLICATION FEE: A fee of $15 is required for each separate examination for
which you apply. The required fee must accompany your application. Your check
or money order must be made payable to Essex County Treasurer and have the
examination number(s) and your Social Security Number on it. CASH WILL BE
ACCEPTED. You are urged to compare your qualifications carefully with the
Minimum Qualifications and residency requirements for each exam and file only
for those for which you are clearly qualified. If you do qualify to take the exam, but
fail to participate in the exam, the filing fee will NOT be refunded. If you DO NOT
qualify to take the exam the filing fee will NOT be refunded. Should you submit a
personal check for payment of the application fee, and such check is returned by
the bank prior to the date of examination, you will not be admitted to the
examination. Should your check fail to clear the bank prior to the examination
date and be returned for insufficient funds after you have sat for the examination,
the Local Examination Division will be so netified, and a score will not be given to
your examination. For any checks returned, you will be charged $15.00 payable to
Essex County Treasurer.

APPLICATION FEE WAIVER: A waiver of application fee will be allowed if you are
unemployed and primarily responsible for the support of a household. In
addition, a waiver of application fee will be allowed if you are determined eligible
for Medicaid, or receiving Supplemental Security Income payments, or Public
Assistance (Temporary Assistance for Needy Families/Family Assistance or Safety
Net Assistance) or are certified Job Training Partnership Act/Workforce
Investment Act Eligible through a State or local social service agency. All Claims
for application fee waiver are subject to verification. If you can verify eligibility
for application fee waiver, complete a “Request for Application Fee Waiver and
Certification” form and submit it with your application by the close of business on
the Application Deadline as listed on the Examination Announcement. Waiver
Request Forms available in the Essex County Dept. of Personnel

ALTERNATE TEST DATE POLICY: Essex County has an Alternate Test Date Policy which allows a candidate to
partic fpate in the examination other than the set examination date. The alternate test date must be set during the
week following the examination date, At no time can an examination be set later than one week following the
examination unless New York State Civil Service approval is given. If you are unable to take the exam on the set
exam date, contact this office for information regarding the policy. For emer%encg situations which may occur on
the exam date, you must contact the Essex County Department of Personnel and Civil Service no later than the
Monday following the exam by 4 o'clock g).m. Make-up of Civil Service Examinations by Military Personnel -
Pursuant to Conditions S.243.b of the Military Law.

%;O%[-;}LICT[NQ EXAMS: If you have applied for any other Civil Service examination for employment with New
é)r tate 01_‘tany other local government jurisdiction, you must make arrangements to take all the examinations
at one test site.

If you have applied for both State and Local government exgminationss};ou must make arrangements to
take all Kour examinations at the State examination center by calling (518) 457-7022 no later than two weeks
before the test date, Be sure to notify your local civil service agency that you have made arrangements to take
your examination(s) at the State site, so they do not mark you absent for their examination. )

If you have applied for other local government examinations, call or write to each Civil Service Agency to
make arrangements. You must make your request for these arrangements no later than two weeks before the
date of the examinations. You must notify all local government civil service %gena_es with whom you have filed an
a g]lcatlon of the test site at which you wish to take your examination(s). For this examination, call (518) 873-
3360 or write to Essex County Department of Personnel and Civil Service, Essex County Government Center,
7551 Court Street, P.0. Box 217, Elizabethtown, NY 12932.

Essex County is in compliance with American Disability Act requirements.



