
PLEASE POST CONSPICUOUSLY 

MADISON COUNTY DEPARTMENT OF HUMAN RESOURCES 
138 NORTH COURT STREET / P.O. BOX 636 

WAMPSVILLE, NEW YORK 13163 
(315) 366-2341

************************************************************************************************** 
# 60027670 PROBATION OFFICER TRAINEE 

(Open Competitive) 

DATE OF EXAMINATION: 
June 28, 2025 

                         APPLICATIONS ACCEPTED UNTIL: 
                      May 9, 2025  

To apply for exams: 
 Online: Go to https://madison-portal.mycivilservice.com/exams.   
 By Mail:  Applications can be downloaded from the Department of Human Resources website at: 

https://www.madisoncounty.ny.gov/301/Human-Resources-Forms. 
 Applications must be received or postmarked by the application deadline.  Carefully compare your qualifications against 

the minimum qualifications listed on the announcement and apply for only those examinations for which you clearly 
meet the required qualifications.  

SALARY:   $28.55/hour (2025 Hire Rate) 

VACANCIES:  The eligible list established as a result of this examination will be used to fill present and future vacancies as 
they occur in Madison County Probation Department. 

RESIDENCY:  There are no residency requirements for this examination.  Preference in certification may be given to 
successful candidates who have been legal residents of Madison County for at least one month prior to the date of the 
certification. 

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

DISTINGUISHING FEATURES OF THE CLASS: This is the entry-level professional position in a probation 
department responsible for the control, supervision and care of adults and juveniles subject to probation supervision or intake 
services which requires them to meet certain standards of conduct.  The incumbent uses sound professional judgment and 
applies investigative techniques to evaluate the conduct of those subject to court ordered investigation, analyze data and make 
recommendations regarding court dispositions.  He/she also counsels and coaches probationers and others receiving probation 
services to change patterns of thinking and behavior to help promote and sustain a law-abiding relationship with society and 
reduce the likelihood of becoming re-involved in criminal or delinquent behavior.  Depending upon individual needs and/or 
court orders, a Probation Officer may arrange for medical, mental health or substance treatment services.  Supervision is not 
a characteristic of this position.  The work is performed under the general supervision of a higher-ranking probation 
professional.  A Probation Officer is a Peace Officer pursuant to Criminal Procedure Law, Section 2.10 and may be authorized 
to carry a firearm in the performance of his/her duties.  Does related work as required.

MINIMUM QUALIFICATIONS:  Possession of a Bachelor’s degree or higher with at least thirty (30) credit hours in the 
social or behavioral sciences. (Please submit an unofficial college transcript with your application.)

NOTE: Degree(s) must have been awarded by a college or university accredited by a regional, national or specialized 
agency recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of Education.  If your 
degree was awarded by an educational institution outside of the United States and its territories, the candidate must 
provide independent verification of equivalency.  A list of acceptable companies who provide this service can be found 
on the internet at http://www.cs.ny.gov/jobseeker/degrees.cfm.  Candidates will be required to pay the evaluation fee. 

SPECIAL REQUIREMENT: Candidates must possess a valid NYS Driver’s License at the time of appointment and 
maintenance of said license for the duration of appointment. 

NOTE: Social Science includes areas of study concerned with humans living in relation to other humans in a social 
environment and such as anthropology, criminal justice, economics, geography, history, political science, psychology and 
sociology. 

Behavioral Science is a subset of social science characterized by observation of the behavior of living organisms and focused 
on human social behavior such as psychology, sociology, anthropology, counseling, criminal justice, gerontology, human 
behavior, social work/social welfare and vocational rehabilitation. 

NOTE: Individuals whose duties and responsibilities include the use of a firearm must also complete training pursuant to 
Criminal Procedures Law, Section 2.30(3). 

NOTE: The class specifications including the minimum qualifications for positions in County Probation Departments are 
established by the Regulations of the Division of Criminal Justice Services.  These class specifications are found in Title 9 
NYCRR, Part 347, Appendix H-10, Standard Specifications for Professional Probation Positions. 

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

ANTICIPATED ELIGIBILITY – EDUCATIONAL REQUIREMENTS:  Applicants may be approved conditionally 
to take civil service examinations if the minimum educational requirement is met within twelve (12) months from the 
examination date.  As proof of satisfactory completion of the minimum educational requirement, conditionally approved 
candidates are responsible for submitting appropriate documentation to the Madison County Department of Human 
Resources within twelve (12) months of taking the exam.  Names of conditionally approved candidates will be restricted 
on the eligible list and will not be certified for appointment(s) until appropriate documentation is received. 



BACKGROUND INVESTIGATION AND ADDITIONAL SCREENING:  Applicants may be required to undergo a 
State and national criminal history background investigation, which may include a fingerprint check to determine 
suitability for appointment.  At the discretion of the appointing authority, candidates may be subject to additional 
screenings as a term and condition of employment, including but not limited to psychological testing.  Failure to meet the 
standards for the background investigation may result in disqualification.   

FINGERPRINTING & FEES:  Fingerprinting may occur at the applicant’s expense.   

PRE-PLACEMENT PHYSICAL AND CONTROLLED SUBSTANCES SCREENING:  When you are offered a 
permanent, full-time or permanent, part-time appointment at Madison County, the offer of employment will be contingent 
upon successful completion of a pre-placement physical and controlled substance screening prior to employment. 

CITIZENSHIP:  United States Citizenship is required at time of appointment.  

SPECIAL REQUIREMENTS:  

1. As a condition of employment, all candidates hired on or after November 1, 1991 must successfully complete the 
following Peace Officer Training components within one (1) year of date of appointment:   

a) 70 hours in the Division of Probation and Correctional Alternatives (DCPA) Fundamentals of Probation Practice 
program (“the special nature of a probation officer’s duties as a peace officer”) within the first six (6) months of 
employment; 

b)  35 hours in the DCPA’s Peace Officer/Officer Safety and Survival Training (OSST) Certification program or any 
local program approved by the Division of Criminal Justice Services (DCJS) for generic Peace Officer training within 
the first year of appointment; 

c)  47 hours of Firearms/Weapons training provided by the employer within one (1) year of date of appointment, whether 
or not the new officer is authorized to carry or use a weapon on the job.   

2.    After successfully completing the above courses, Probation Officers must annually complete an eight (8) hour 
Firearms/Weapons recertification program as a condition of employment if authorized to carry or use a weapon on the 
job.   

3.   All Probation Officers with one (1) or more years of service must complete a minimum of twenty-one (21) hours of annual 
continuing probation education as a condition of employment.   

SUBJECTS OF EXAMINATION: A written test designed to evaluate knowledge, skills and/or abilities in the following 
areas:

Advising and interacting with others: These questions test for the ability to interact with other people in order to 
gather and present information and to provide assistance and advice in a courteous and professional manner.   

Preparing written material: These questions test for the ability to write the kinds of reports and correspondence 
required in criminal justice settings such as probation and parole. Some questions test for the ability to present 
information clearly and accurately. Others test for the ability to organize paragraphs logically and comprehensibly.  

Evaluating conclusions in light of known facts: These questions will consist of a set of facts and a conclusion. You 
must decide if the conclusion is proved by the facts, disproved by the facts or if the facts are not sufficient to prove or 
disprove the conclusion. The questions will not be specific to a particular field.  

Applying written information: These questions evaluate a candidate's ability to read, interpret and apply rules, 
regulations, directives, written narratives and other related material. You will be required to read a set of information 
and to appropriately apply the information to situations in various settings. All information needed to answer the 
questions is contained in the rules, regulations, etc. which are cited.        

CALCULATOR: Use of a hand-held, battery or solar powered calculator for this exam is RECOMMENDED. Cell 
phones and devices with typewriter keyboards, “Spell Checkers”, “Personal Digital Assistants”, “Address Books”, “Language 
Translators”, "Dictionaries”, or any similar devices are prohibited.  You may not bring books or other reference materials.

TEST GUIDE: A Guide for the Witten Test for Probation is available at the New York State website: 
https://www.cs.ny.gov/testing/testguides.cfm. Candidates not having access to a computer or the internet may 
request a copy of the test guide from the municipal civil service office conducting this examination using the 
contact information found elsewhere in this announcement. 

TIME AND PLACE OF EXAMINATION:  Accepted candidates will be notified by letter when and where to appear for 
this examination.  If notice of acceptance or disapproval is not received at least three days prior to the examination date, please 
call this office at (315) 366-2341. 

IDENTIFICATION:  Bring positive identification to the written examination such as a driver's license, passport or student 
identification which contains a photo and your signature.  Candidates will not be admitted without the proper identification. 

SECTION 23-2:  The written test 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 provisions of the New York State Civil Service Rules and 
Regulations dealing with the rating of examinations will apply to the written test. 

ADDITIONAL CREDIT: 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. 



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

Candidates currently in the armed forces may 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 credit may be 
granted after the establishment of the list.  It is 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 veteran’s credit. 

THOSE REQUIRING RELIGIOUS ACCOMMODATIONS, DISABLED PERSONS AND MILITARY PERSONNEL 
CALLED TO ACTIVE DUTY: IF SPECIAL ARRANGEMENTS FOR TESTING ARE REQUIRED, INDICATE THIS ON 
YOUR APPLICATION FORM. 

BE SURE TO ENTER YOUR SOCIAL SECURITY NUMBER ON YOUR APPLICATION WHEN YOU FILE.  
QUALIFIED CANDIDATES MUST BRING THEIR SOCIAL SECURITY NUMBER TO THE EXAMINATION AS THIS 
WILL BE USED AS THEIR IDENTIFICATION NUMBER IN THE EXAMINATION. 

ISSUED:  April 9, 2025 Ryan D. Aylward 
Madison County 
Director of Human Resources 

MADISON COUNTY IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 


