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PRINCIPAL CLERK

DISTINGUISHING FEATURES OF THE CLASS: This is higher level clerical work involving
responsibility for the frequent exercise of independent judgment in planning and managing
complex clerical activities. The incumbent plans, assigns, reviews and supervises the clerical
work of a large or complex unit and independently performs the more difficult clerical
functions. The work is performed in accordance with general instructions regarding
objectives, policies, and procedures. The incumbent works under general supervision.
Difficult technical or policy problems are referred to a supervisor for decision or review.
Supervision is exercised over the work of subordinate clerical employees. The incumbent
does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative Only)

Plans, assigns, and reviews clerical work and instructs employees in the details of specialized
clerical work;

Revises and develops improved work procedures and methods and installs those
approved by superiors;

Receives and reviews complaints and assigns necessary follow-up action;

Assists superiors in the preparation of budget information, collection of data, compiling of
statistics, and solution of personnel problems.

Maintains complex activity control records, schedules work loads and flow, and
coordinates the work with that of other units;

Maintains complex indexing, coding and filing systems;

Supervises and participates in the maintenance of routine financial and stock control
records not requiring specialized account keeping training;

Prepares correspondence, reports, and other required records.

Note: Madison-Oneida BOCES, Regional Information Center may require travel to
Madison, Oneida, Herkimer, Jefferson, and Lewis Counties.

FULL PERFORMANCE, KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS: Thorough knowledge of office terminology, procedures and
equipment; thorough knowledge of business arithmetic and English; thorough knowledge of
policies, laws and regulations relating to the program of the particular agency; working
knowledge of modern office machines; ability to plan, assign and supervise the work of
clerical assistants; ability to understand and carry out complex oral and written directions;
ability to prepare correspondence and reports; ability to deal effectively with the public; good
judgment in solving complex clerical problems; initiative and resourcefulness.
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MINIMUM QUALIFICATIONS: Either:

(A)  Possession of Associate's Degree in secretarial science, word processing, office
technologies, office management, or a closely related field and two (2) years of clerical
experience; OR

(B)  Graduation from high school or possession of a high school equivalency diploma
AND four (4) years of clerical experience; OR

(C)  Six (6) years of clerical experience.

SPECIAL REQUIREMENT FOR DEPARTMENT OF MOTOR VEHICLES ONLY: Prior to
appointment, the Department of Motor Vehicles will perform both citizenship
verifications and criminal history checks for DMV employees per compliance with
Section 7209 of the Intelligence Reform and Terrorism Prevention Act of Two Thousand
Four, Public Law 108-458, and procedures promulgated thereto by the Department of
Homeland Security for issuance of Enhanced Drivers Licenses (EDLs) or identification
cards.

NOTES:

1. Verifiable part-time experience will be pro-rated toward meeting full-time
experience requirements.

2. 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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