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STEUBEN COUNTY

Department of Personnel and Civil Service (607) 664-2345, phn

County Office Building, Room 210 (607) 664-2164, fax

Nancy B. Smith 3 East Pulteney Square www.steubencony.org
Personnel Officer Bath, NY 14810-1510 personnel@co.steuben.ny.us

How 1O APPLY FOR
STEUBEN COUNTY EXAMS

1. Check the website — www.steubencony.org or visit the Steuben County
Personnel Office.

2. Click on “Employment Opportunities”
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3. All examinations available will be posted here.

| Personnel

| Employment Opportunities

Employment Opportunities
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Forms & Applications Updated 05/11/2015 ¢

General Civil Service Information

SCHEDULED EXAMS - Open Competitive  Exam. # Last Filing Date Rating/Exam Date
NY5 Test Guides Personnel Clerk TEST-1 May 22, 2015 May 29, 2015
Employee Wellness/Mayo Clinic SCHEDULED EXAMS - Promotional Exam. # Last Filing Date Rating/Exam Date

L D None available at this time

Contact Us SPECIAL RECRUITMENT

APPLICATION MUST BE SUBMITTED BY

None available at this time

CONTINUQUS RECRUITMENT
PT Court Security Officer

PT Corrections Officer

PT Dispatcher

Forms & Applications | NYS Test Guides

4. Click on the exam title to bring up the announcement.

| Personnel

| Employment Opportunities

Employment Opportunities
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Forms & Applications Updated 05/11/2015

General Civil Service Information

SCHEDULED EXAMS - Open Competitive Exam. # Last Filing Date Rating/Exam Date
NYS Test Guides =3 Personnel Clerk TEST-1 May 22, 2015 May 29, 2015
Employee Wellness /Mayo Clinic SCHEDULED EXAMS - Promotional Exam. # Last Filing Date Rating/Exam Date

(Login Required) Norne available at this time

SPECIAL RECRUITMENT
None available at this time

Contact Us

APPLICATION MUST BE SUBMITTED BY

CONTINUOUS RECRUITMENT
PT Court Security Officer

PT Corrections Officer

PT Dispatcher

Forms & Applications | NYS Test Guides




5. Sample Exam Announcement:

Steuben Couwnty Department of Fersonnel and Cnal Service |« ".'k SOCIALWELFARE EXAMINMER, * 67219
250 e (OADD SIS DB MU LE., WhW W STBUIDE D YO ME L —5351:'.‘
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FIAHIHATIHH, OPEN TO THE PUBLIC

STUED: WMach h oo

(a) SOCIAL WELFARE EXAMINER

{b) EXAMINATIONNO. 67219
Steuben County Department of Social Services
(c) April 17, 2015 P T——— (d) June 6, 2015
LAST FILING DATE cavefilfyand thorsuphle EXAMINATION DATE

A& NON-REFUNDABLE 515." APPLICATION FEE APPLIESFOR THIS TEST, S2= page 2 for datsis.
INCOMPLETE APPLICATIONS WILL BE DISAPFROVED.

SALARY: 329 198 annually (534,351 after 1 year)

VACAMCIES: TheEligibleList resutingfromthis examinationwill bewsed to fill any appropriate vacancies that
may occur in this title during the life of the list.

MNOTE: A promotion examinabon for this title will b2 held at the same time'as this cpen-competitive examination. The cligible kst
resulting from the promotion examination will b= utilized first for filng availablevatancics. In accomlance with Ruls 13.4 of the Steuben
County Civil Service Rules, “An employes who is 3 candidate in 3 pronrofion examination for 3 fifle unigue to a department oris a
candidate in an intergovermmental promofion examination shall not be eligible fo enter addiionally an open compeftive examination held
at the same time for the same fitle.”

RESIDENCY REQUIREMENT: | Candidates must have been legal residents of Steuben County for at least four
months immediately preceding the date.of the written examination.

{E} MINIMUM QUALIFICATIONS:. Fosssss08 o8 THE MNMUM SUALSICATIONS MUET 35 & EARL ¥ DEMONSTRATED TN Y DR ASTLICATION
Graduation from high school or possession of an eguivalency diploma, and two [2) ¥ea[5 gxperience in
examining, investigatingandevaluating claims for assistance, veterans orunemployment benefits, insurance ora
similar program operating under established criteria for eligibility.

NOTE: Studyin a regionally accredited college or university orone registered by Mew York State or a business
schoal registered by Mew Yark State may be substituted for the experience on a year for year basis.

NEW HIRE DRUG SCREENING: PMew hireswill be reguiredto submitto a drug and alcohol screening prior
to employment with Steuben County. Candidate will cover the cost of the screening. A positive
screening will delay and may bar hiring.

DISTINGUISHING FEATURES OF THE CLASS: May perform any ora combination of assignments in connection
with determining financial eligibility, categaorical classification, continued financial eligibility and income
maintenance depending onthe size, organizational strecture andwork activity needs ofthe social s ervice district.
Thewaork involves the reviewand evaluation of ap plications and records and direct interviews with applicants.
Work is peformed under the supervision of a higher ranking Social Welfare Examiner, except in smallest
agencies where work is supervised by a high ranking administrator.

Examination Title

Examination Number

Last Filing Date — The last date applications will be accepted via hand delivery to the
Personnel Office or post marked by the U.S. Postal Service — no exceptions. Late
applications will be disapproved

Examination Date — Date the examination will be held. Location to be determined at a
later date.

Minimum Qualifications — Candidates must meet these minimum qualifications in order to
take the exam.
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{f} SUBJECTS OF EXAMINATION: A writt=n test designed to evaluate knowledge, skills, and/or abilities in the following areas:

1. Interpreting and applying written Soccial Welfare program materials, and using basic arithmetic in
determining eligibility for assistance
“You will be presented with written passages related to Social Services policies and procedures and be asked

to interpret their meaning and/or apply this matensl to hypothetical case situstions, Secondly, you wil be
given sets of wntten instructions and regulations regarding such Social Services programs ss cash
assistance, medical assistance, and food stamps. You must read and understand the instructions given,
including schedules of arthmetic figures, and spply these instructions to hypothetical case problems, Some
questions require using anthmetic to compute the comect amount of assistance. Previous knowledge of
Social Services programs or the eligibility process is not required.

2. Recording case notes
“You will be given several sentences from & typical case report paragraph and one additional sentence, You

must determine the best place in the paragraph to put the sdditional sentence.in order to make the report
coherent and meaningful.

3. Interviewing
“You must spply prnciples and technigues of interviewing “to such problems “as asking and answering

questions, explaining requirements and helping the gieént understand his or her responsibilities, helping the
client feel st ease, structuring and controling the interview, reacting appropriately to inconsistencies, dealing
with & wanety of feelings of clients, maintsining confidentiality, and ‘dentifying the need for and making
appropriate refemals,_In addition, some questons may deal with contacting or interacting with other
community organizations and agencies to benefit the gient or the general public.

Candidates are ALLOWED to use guiet, hand-held, solar or battery powered calculators.

A Guide for the Written Test for Social \Welare' Examiner & available at the Mew “ork State website:
www.cs.ny.govitesting/llocalttestguides.cfn or from the Steuben County Civil Service Office.

(g) 315 APPLICATION FEE: NO CASH ACCEPTED.

The Wew York State Civil Senice Law requimes our Office tocolactan applicaton 2. The amountofhe ke is fifteen dollars [($15)
per applicant for EACH examination spphed for. Fee must be submifled with fn2 sppicafon form, by check (personal or
certified) or money order, paystle o "Steuben Counfy Finance” You musirecord fiz SAMINATION NUMSER(E) and
TITLE(S) on your CHECK.

Applicants whose spplication forms aenot sccompanied by the sppropriate fee or whose personal checks are
returmed forinsufficient funds will not be considered as candidates. Mo Refunds. Also, no refund wil be made to
spplicants who are dizapproved or who fai fo appesr.

“fou are urged to compare your qualfications carefully with the requirements for admission and file only for those
examinations for which you are geandy gusiiied. Assistance is available from our office in person or by telephone
at §07-654-2345.

MULTIPLE EXAMINATIONS SCHEDULED FOR THE SAME DAY:. If you have applied to take s written test
announced by either one or seversl local jursdictions {county, town, city) scheduled to be held on the same test
date as this wntten tast, you must notify each of the local junsdictions no later than two weeks before the test
date, so they can make amangements for taking all tests at one test site. All examinations for positions in State
govemment will be held at a S5tate examination center.

GEMERAL INSTRUCTIOMNS:

1. Applcatons and addifonal miormalon are avadable ai the Sieuben County Department of Parsonnel and Covl Service, Steuben
County Ofice Buidng, 3 East Puliensy Square, Bath, New Yark 14810, or by calling 607-664-2345. Exammafion announcements
are also available on fhe Inlemet at www.steubsncony.org.

2. Applicafions postmarked afier midnight of fhe “Last Filing Dake” will be disapproved for fhis examinafion. i hand delivered,
applicafions must be fled in fhe Sieuben County Depariment of Personnel and Cnil Semice no lafer fhan 5100 pm. on fhe “Last
Filing Dake”

[m]

f) Subjects of Examination — What the written test will consist of. Some tests may have a
study guide from New York State but not all do.

g) Application Fee - Non-refundable; check or money order; No cash accepted -
Most Steuben County Civil Service Exams have a $15 application fee. Uniform Police
series have a $25 application fee.



