SCHENECTADY COUNTY
CilVIL SERVICE COMMISSIAON

SCHENECTADY COUNTY IS AN EQUAL OPPORTUNI TY EMPLOYER

OPEN COWPETI Tl VE EXAM NATI ON

EXAM TI TLE: PAYROLL CLERK
TOMN OF NI SKAYUNA
THE RESULTI NG ELI G BLE LI ST WLL BE USED TO FI LL VACANCI ES
AS NEEDED.

EXAM NUMBER.  69- 938
SALARY RANGE:  $26, 737 - $40, 695 (2008)

LAST DATE FOR FI LI NG APRI L 22, 2008
DATE OF EXAM NATI ON: MAY 31, 2008
RESI DENCY REQUI REMVENT: | MMEDI ATELY PRECEDI NG THE DATE OF THE WRI TTEN TEST

AND APPO NTMENT, CANDI DATES MUST HAVE BEEN LEGAL RESI DENTS OF SCHENECTADY
COUNTY FCR AT LEAST ONE (1) MONTH.

DUTIES: TH S CLERI CAL PCSI TI ON | NVOLVES ASSI STI NG | N THE PREPARATI ON AND
PROCESSI NG OF ONE OR MORE PAYROLLS. ATTENTION TO DETAIL I'S AN | MPORTANT
FACTOR OF TH S PCSI TION. DI RECT SUPERVI SI ON | S RECElI VED FROM AN

ADM NI STRATI VE SUPERVI SOR | N THE DEPARTMENT. GENERAL DI RECTION I N THE FORM
OF ON-GO NG TRAINING  MAY BE RECEI VED FROM A H GHER LEVEL CLERI CAL EMPLOYEE.
THE | NCUMBENT DOES RELATED WORK AS REQUI RED.

M NI MUM QUALI FI CATI ONS: (ON THE DATE OF THE WRI TTEN TEST)

(A) CGRADUATI ON FROM HI GH SCHOOL OR PCSSESSI ON OF A H GH SCHOOL EQUI VALENCY
DI PLOVA, AND SI X (6) MONTHS OF CLERI CAL EXPERI ENCE, VWH CH SHALL HAVE
| NCLUDED PAYRCLL | NPUT OR PROCESSI NG OR

(B) ONE YEAR OF CLERI CAL WORK EXPERI ENCE, WH CH SHALL HAVE | NCLUDED PAYROLL
| NPUT OR PROCESSI NG

NOTE: APPROPRI ATE PART- TI ME AND/ CR VOLUNTEER EXPERI ENCE, WH CH CAN BE
VERI FI ED, WLL BE ACCEPTED ON A PRCRATED BASI S.

TOLERANCE PQLI CY:

CANDI DATES WHO DO NOT' POSSESS THE M NI MUM EDUCATI ONAL QUALI FI CATI ONS AS OF
THE DATE OF THE EXAM NATI ON MAY BE ADM TTED TO THE EXAM CONDI Tl ONALLY, W TH
FI NAL APPROVAL FOR THEI R QUALI FI CATI ONS BEI NG GRANTED ONLY UPON SUBM SSI ON
BY THE CANDI DATE OF PROOF OF HAVI NG MET THE M NI MUM EDUCATI ONAL

QUALI FI CATI ONS W THI N FORTY- FI VE (45) DAYS OF THE DATE OF THE EXAM

THE TOLERANCE W LL EXTEND ONLY TO THE | SSUE OF COVPLETI NG THE M NI MM
EDUCATI ONAL QUALI FI CATI ONS. ALL OTHER M NI MUM QUALI FI CATI ONS MUST BE MET ON
OR BEFORE THE DATE OF THE EXAM THE CANDI DATE MJST PROVI DE THE SCHENECTADY
COUNTY A VIL SERVI CE COW SSI ON, AT THE TI ME OF APPLI CATI ON, W TH El THER
PROOF OF COVPLETI ON OF THE M NI MUM EDUCATI ONAL REQUI REMENTS OR A STATEMENT
THAT I T WLL BE COWLETED WTH N THE SAI D FORTY- Fl VE (45) DAY PERI CD.

FAI LURE OG- THE CANDI DATE TO SUBM T SUCH PROCF OF COVPLETION OF THE M NI MUM
EDUCATI ONAL QUALI FI CATI ONS W THI N SAI D FORTY- FI VE (45) DAY PERI CD SHALL

DI SQUALI FY THE CANDI DATE. THE RESPONSI BI LI TY FOR SUBM TTI NG THE PROCF SHALL
BE SOLEY THE RESPONSI Bl LI TY OF THE CANDI DATE. FOR TH S EXAM NATI ON, THE
FORTY-FI VE DAY PERICD IS OV OR BEFORE JULY 15, 2008.
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SUBJECTS OF EXAM NATI ON: A WRI TTEN TEST DESI GNED TO EVALUATE KNOW.EDGE,
SKILLS, ANDY OR ABILITIES IN THE FOLLON NG AREAS:

1. ARI THMETI C COVPUTATI ON W TH CALCULATOR

THESE QUESTI ONS TEST FOR THE ABILITY TO USE A CALCULATOR TO DO BASI C
COMPUTATI ONS. QUESTI ONS W LL I NVOLVE ADDI TI ON, SUBTRACTI ON, MJLTI PLI CATI ON
AND DI VI SI ON.  YOU MAY ALSO BE ASKED TO CALCULATE AVERAGES AND PERCENTS, AND
TO ROUND AN ANSWER TO THE NEAREST WHOLE NUMBER OR TO ONE OR MORE DECI MAL
PLACES. YOU SHOULD BRI NG W TH YOU A HAND- HELD BATTERY- OR SOLAR- PONERED
CALCULATOR FOR USE ON THI S TEST.

2. CODI NG DECODI NG | NFORVATI ON

THESE QUESTI ONS TEST FOR THE ABILITY TO USE VWRI TTEN DI RECTI ONS TO CODE AND
DECCODE | NFORVATI ON ACCURATELY. YOU WLL BE ASKED TO APPLY SETS OF CODI NG
RULES TO CCDE | NFORVATI ON AND TO | NTERPRET CODED | NFORMVATI ON. COVPLETE

DI RECTI ONS W LL BE PROVI DED; NO PREVI QUS KNOALEDGE OF OR TRAI NI NG I N ANY
CODI NG SYSTEM | S REQUI RED.

3. NAME AND NUMBER CHECKI NG

THESE QUESTI ONS TEST FOR THE ABI LI TY TO DI STI NGUI SH BETWEEN SETS OF WORDS,

LETTERS, AND/ OR NUMBERS THAT ARE ALMOST EXACTLY ALI KE. MATERI AL | S USUALLY
PRESENTED | N TWO OR THREE COLUMNS, AND YOU W LL HAVE TO DETERM NE HOW THE

ENTRY I N THE FI RST COLUWMN COMPARES W TH THE ENTRY I N THE SECOND COLUWN AND
PCSSI BLY THE THI RD. YOU WLL BE | NSTRUCTED TO MARK YOUR ANSWERS ACCORDI NG

TO A DESI GNATED CODE PROVI DED I N THE DI RECTI ONS.

4. OFFI CE RECORD KEEPI NG

THESE QUESTI ONS TEST YOUR ABI LI TY TO PERFORM COMVON OFFI CE RECORD KEEPI NG
TASKS. THE TEST CONSI STS OF TWO OR MORE "SETS' OF QUESTI ONS, EACH SET
CONCERNI NG A DI FFERENT PROBLEM TYPI CAL RECORD KEEPI NG PROBLEMS M GHT

| NVOLVE THE ORGANI ZATI ON OR CCOLLATI ON OF DATA FROM SEVERAL SOURCES;
SCHEDULI NG, MAI NTAI NI NG A RECORD SYSTEM USI NG RUNNI NG BALANCES; OR
COVPLETI ON OF A TABLE SUMVARI ZI NG DATA USI NG TOTALS, SUBTOTALS, AVERAGES
AND PERCENTS.

5. UNDERSTANDI NG AND | NTERPRETI NG WRI TTEN MATERI AL

THESE QUESTI ONS TEST HOW WELL YOU COVMPREHEND WRI TTEN MATERI AL. YOU WLL BE
PROVI DED W TH BRI EF READI NG SELECTI ONS AND W LL BE ASKED QUESTI ONS ABQOUT
THE SELECTI ONS. ALL THE | NFORVATI ON REQUI RED TO ANSVER THE QUESTI ONS W LL
BE PRESENTED I N THE SELECTI ONS; YOU W LL NOT BE REQUI RED TO HAVE ANY

SPECI AL KNOALEDGE RELATI NG TO THE SUBJECT AREAS OF THE SELECTI ONS.

USE OF CALCULATORS: | T IS RECOMVENDED THAT CALCULATORS BE USED FOR THI S
EXAM NATI ON. CANDI DATES ARE PERM TTED TO USE QUI ET, HAND- HELD SOLAR OR
BATTERY- PONERED CALCULATORS. DEVI CES W TH TYPEWRI TER KEYBOARDS, SPELL
CHECKERS, PERSONAL DI G TAL ASSI STANTS, ADDRESS BOOKS, LANGUAGE TRANSLATORS,
DI CTI ONARI ES, OR ANY SI M LAR DEVI CES ARE PRCHI BI TED.

APPLYI NG FOR C VI L SERVI CE EXAM NATI ONS I N
MULTI PLE JURI SDI CTI ONS WHEN EXAM NATI ONS
ARE SCHEDULED ON SAME DATE

| F YOU HAVE APPLI ED FOR ANY OTHER CI VIL SERVI CE EXAM NATI ONS TO BE G VEN ON
THE SAVE TEST DATE FOR EMPLOYMENT W TH NEW YORK STATE OR ANY OTHER LOCAL
GOVERNMENT JURI SDI CTI ON EXCLUDI NG NEW YORK CI TY, YOU MJST MAKE ARRANGEMENTS
TO TAKE ALL THE EXAM NATI ONS AT ONE TEST SI TE.

| F YOU HAVE APPLI ED FOR BOTH_STATE AND LOCAL GOVERNMENT EXAM NATI ONS, YQU
MUST MAKE ARRANGEMENTS TO TAKE ALL YOUR EXAM NATI ONS AT THE_STATE

EXAM NATI ON CENTER BY CALLI NG (518) 474-6470 I N THE ALBANY AREA OR TOLL
FREE AT 1-877-697-5627 [PRESS 2, THEN PRESS 1], NO LATER THAN TWD WEEKS
BEFORE THE TEST DATE.
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| F YOU HAVE APPLI ED FOR ANOTHER LOCAL GOVERNVENT EXAM NATI ON W TH_ANOTHER
LOCAL CVIL SERVICE AGENCY, CALL OR WRITE TO EACH CIVIL SERVI CE ACENCY TO
MAKE ARRANGEMENTS. YOU MUST MAKE YOUR REQUEST FOR THESE ARRANGEMENTS NO
LATER THAN_TWO WEEKS BEFORE THE DATE OF THE EXAM NATI ONS. YOU MJST NOTI FY
ALL LOCAL GOVERNMENT CIVIL SERVI CE AGENCI ES W TH WHOM YOU HAVE FI LED AN
APPLI CATI ON OF THE TEST SI TE AT VWHI CH YOU W SH TO TAKE YOUR EXAM NATI ON.
FOR THI S EXAM NATI ON CALL (518) 388-4233 OR WRI TE TO SCHENECTADY COUNTY
AVIL SERVICE COW SSI AN, 620 STATE STREET, SCHENECTADY, NY 12305.

SEE GENERAL CONDI TI ONS ATTACHMENT
DATE RELEASED. 3/27/2008



