
PLEASE POST CONSPICUOUSLY 

MADISON COUNTY DEPARTMENT OF HUMAN RESOURCES 
COUNTY OFFICE BUILDING 
WAMPSVILLE, NEW YORK 

(315) 366-2341  

************************************************************************************************** 
#30062825 OFFICE ASSISTANT I 

(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:   Salary varies in those jurisdictions whose Civil Service is administered by the Madison County Department 
of Human Resources.  

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 Departments, towns, villages, special districts and school districts, under the jurisdiction of the 
Madison County Department of Human Resources. 

RESIDENCY:  There are no residency requirements for this examination.  Preference in certification may be given to 
successful candidates who have been legal residents of the jurisdiction in which appointment is to be made for at least one 
month prior to the date of 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: The work involves responsibility for the performance of standard 
clerical tasks.  Specific duties vary with the needs of the department.  Procedures are usually fixed using clearly defined 
agency guidelines, procedures and instructions. Detailed instructions are given for new or difficult assignments and 
independent judgement may be exercised in specific cases. Work is reviewed by direct observation, checking completed 
work, periodic or spot-checks, cross-checking or other steps in the clerical process.  This position differs from an Office 
Assistant II in that the duties of an Office Assistant I involve less complex operations then an Office Assistant II and tend 
to be more routine in nature.  Supervision over the work of others is not a responsibility of employees in this class.  The 
incumbent does related work as required. 

MINIMUM QUALIFICATIONS:  Graduation from high school or possession of a high school equivalency diploma. 

SPECIAL REQUIREMENT FOR APPOINTMENT IN SCHOOL DISTRICTS:  Per Chapter 180 of the Laws of 
2000, and by Regulations of the Commissioner of Education, to be employed in a position designated by a school district 
as involving direct contact with students, a clearance for employment from the State Education Department is required.” 

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. 

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

1. Spelling - These questions test your ability to spell words that are used in written business communications. 

2. Alphabetizing - These questions test your ability to file material in alphabetical order. 

3. Record Keeping - These questions evaluate your ability to perform common record keeping tasks.  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 data from several sources; scheduling; maintaining a record system using running 
balances; or completion of a table summarizing data using totals, subtotals, averages and percents. 



4. Clerical Operations with Letters and Numbers - These questions test your skills and abilities in clerical operations 
involving 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. 

RETEST POLICY:  Candidates may apply to retake the examination six (6) months after their last test date.     

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. 

OTHER INFORMATION FOR CANDIDATES: “A Guide for Taking the Written Test for Entry-Level Clerical Series” 
can be downloaded at https://www.cs.ny.gov/testing/test_guides/Clerical_EntryLevel_TestGuide.pdf and “Civil Service 
Examinations – How to Take a Written Test” can be downloaded at 
http://www.cs.ny.gov/pio/publications/howtotakeawrittentest.pdf. 

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 STATEMENT: 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:  March 26, 2025 Ryan D. Aylward 
Madison County 
Director of Human Resources 

MADISON COUNTY IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 


