PLEASE POST CONSPICUOUSLY

MADISON COUNTY DEPARTMENT OF HUMAN RESOURCES
138 NORTH COURT STREET / P.O. BOX 636
WAMPSVILLE, NEW YORK 13163
(315) 366-2341
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#60033800 #70015870
SENIOR SOCIAL WELFARE EXAMINER SENIOR SOCIAL WELFARE EXAMINER
(Open Competitive) (Promotion)
DATE OF EXAMINATION: APPLICATIONS ACCEPTED UNTIL:
June 28, 2025 May 9, 2025

To apply for exams:
eOnline: Go to https://madison-portal.mycivilservice.com/exams.
e By Mail: Applications can be downloaded from the Department of Human Resources website at:
https://www.madisoncounty.ny.gov/301Human-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: $26.50/hour (2025 Minimum Hire Rate)

VACANCIES: The eligible lists established as a result of these examinations will be used to fill present and future vacancies
as they occur in the Madison County Department of Social Services.*

An open competitive and a promotional examination will be conducted for this title. Candidates may only file for
one examination, not both. Please read this announcement carefully since qualifications vary.

*Where a vacancy exists for Senior Social Welfare Examiner, preference in certification from the Promotional Eligible List
will be given to candidates employed in the Madison County Department of Social Services. The Open Competitive
Eligible List will be certified after the promotional list has been exhausted.

OPEN COMPETITIVE-RESIDENCY: There are no residency requirements to take 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 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 an experienced worker who can assume responsibility for
(1) supervision of a group of workers establishing financial eligibility for the various programs administered by the local
social services district; (2) supervision of a unit within the eligibility section; (3) supervision of an entire section
responsible for establishing financial eligibility or (4) verification including field review of a sample of the initial financial
eligibility determination in the validation section. The role that this individual assumes depends upon the workload and
organizational structure of the agency. Work is performed under supervision of a higher-level social welfare examiner or
under the general supervision of Director of Financial Assistance or Director of Administrative Services if assigned to
validation section. Performs related work as required.

OPEN COMPETITIVE - MINIMUM QUALIFICATIONS: Three (3) years’ experience in examining, investigating
or evaluating claims for assistance, veterans or unemployment benefits, insurance or a similar program operating under
established criteria for eligibility.

NOTE: Study in a college, university or business school 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 may be substituted for the
experience on a year for year basis.

PROMOTION - MINIMUM QUAL IFICATIONS: Limited to employees with at least one (1) year of full-time continuous
service as a Social Welfare Examiner, or two (2) years of full-time continuous service as a Social Welfare Examiner (HELP
Program), in the Department of Social Services by the date of the examination.

SECTION 52.10(A): According to Civil Service Law, Section 52.10(a) which became effective September 4, 2024, time
served provisionally immediately preceding permanent appointment shall count towards meeting the time in title and the
employee shall be eligible to take the promotion examination.

SENIORITY POINTS will be added to the written test score of candidates who pass the written test in accordance with
County policy. Rating is based on the length of continuous permanent classified service. A copy of the seniority policy is
available from the Madison County Department of Human Resources or a copy is posted on the Madison County Department
of Human Resources intranet page.

OPEN COMPETITIVE ONLY - 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:

Preparing written material: These questions test for the ability to present information clearly and accurately, and to
organize paragraphs logically and comprehensibly. For some questions, you will be given information in two or three



https://madison-portal.mycivilservice.com/exams
https://www.madisoncounty.ny.gov/301Human-Resources-Forms

sentences followed by four restatements of the information. You must then choose the best version. For other questions,
you will be given paragraphs with their sentences out of order. You must then choose, from four suggestions, the best
order for the sentences.

Interpreting and applying written Social 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 material to hypothetical case situations. Secondly, you will be
given sets of written instructions and regulations regarding such Social Services programs as cash assistance, medical
assistance, and Supplemental Nutrition Assistance Program (SNAP) benefits.

You must read and understand the instructions given, including schedules of arithmetic figures, and apply these
instructions to hypothetical case problems. Some questions require using arithmetic to compute the correct amount of
assistance.

Previous knowledge of Social Services programs or the eligibility process is not required.

Interviewing: You must apply principles and techniques of interviewing to such problems as asking and answering
questions, explaining requirements and helping the client understand his or her responsibilities, helping the client feel at
ease, structuring and controlling the interview, reacting appropriately to inconsistencies, dealing with a variety of feelings
of clients, maintaining confidentiality, and identifying the need for and making appropriate referrals. In addition, some
questions may deal with contacting or interacting with other community organizations and agencies to benefit the client
or the general public.

Supervision: These questions test for knowledge of the principles and practices employed in planning, organizing, and
controlling the activities of a work unit toward predetermined objectives. The concepts covered, usually in a situational
question format, include such topics as assigning and reviewing work; evaluating performance; maintaining work
standards; motivating and developing subordinates; implementing procedural change; increasing efficiency; and dealing
with problems of absenteeism, morale, and discipline.

CALCULATOR: Unless otherwise notified, candidates are permitted to use quiet, hand-held, solar or battery powered
calculators. Cell phones, devices that may be connected to a computer, 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 Written Test for Social Welfare Examiner is available at the New York State website:
https://www.cs.ny.gov/testing/testquides.cfm. Candidates not having access to a computer or the internet may request copy
of the test guide from the municipal civil service office conducting this examination using the contact information found
elsewhere on 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 FOR OPEN COMPETITIVE ONLY: 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
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