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DISTINGUISHING FEATURES OF THE CLASS: The incumbent in this class is
responsible for the performance of a variety of technical personnel duties. The incumbent
may be assigned individual responsibility for personnel and human resource areas. This
position differs from Assistant Personnel Technician in the level of responsibility and the
level of difficulty in the assigned work areas. The work is performed under the general
direction of an upper-level supervisor. The incumbent performs related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative Only)

Responds to inquiries from employees, the general public and officials served by the
Personnel Office or Administrative Unit;

Processes and reviews personnel, payroll, and certificate records for conformance with
laws, rules and regulations;

Prepares a variety of correspondence and makes recommendations to the administrative
head;

Examines positions for allocation to salary groups;

Reviews applications for examination or appointment;

Participates in recruitment programs by assisting in the drafting and distribution of
examination announcements;

Participates in development and administration of training programs;

Assists in planning new methods and procedures for more efficient operation of human
resource functions;

Assists with maintaining and administering certified lists in conformance with the NYS
Civil Service Law, Oneida County Civil Service Rules, policies and procedures;

Assists with position classification;

May assist with the administration of tests and the review of test scores for locally
administered examinations and performance tests;

May participate in grievance administration;

May attend conferences, seminars, and meetings.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS: Working knowledge of the principles of personnel administration,
including policies, procedures, employee relations, and recruitment; working knowledge
of the State Civil Service Law and Oneida County Rules for the Classified Service;
working knowledge of the organization and functions of local government in New York
State and of county operations; ability to use computer software; ability to communicate
effectively, both orally and in writing; ability to carry out oral and written instructions; ability
to get along well with others; good judgement; initiative and resourcefulness; courtesy;
tact.
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MINIMUM QUALIFICATIONS: Either:

(A) Possession of Bachelor's degree; OR

(B) Possession of Associate's degree AND two (2) years of experience in human
resources, civil service administration or project management.

(C)  Graduation from high school or a high school equivalency diploma AND four (4)
years of experience in human resources, civil service administration or project
management.

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 the degree was awarded by an
educational institution outside 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.
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