Municipal Civil Service Commission Examination Announcement
420 BROADWAY ~ CITY HALL
KINGSTON, NEW YORK 12401
Telephone 845-331-0080 - Ext. 3921
www . kingston-ny.gov

Open Cbrﬁpetitive

EXAMINATION TITLE: Account Clerk- Typist
EXAMINATION NUMBER: 9-2011

EXAMINATION DATE: October 29, 2011

SALARY $28,681 — Kingston School District

$32,565 City of Kingston

APPLICATIONS MUST BE POST MARKED NO L ATER THAN October 19, 2011

FEE: A $20.00 non-refundable application fee is required for each separately numbered examination for which you
apply. The required fee must accompany your application. Send check or money order, with examination number,
payable to City Comptroller, City of Kingston, 420 Broadway, Kingston, NY 12401.

APPLICATION FEE WAIVER: A waiver of application fee will be allowed if you are unemployed and primarily
responsible for the support of a household. In addition, a waiver of application fee will be allowed if you are determined
eligible for Medicaid, or receiving Supplemental Security Income payments, or Public Assistance (Temporary Assistance
for Needy Families/Family Assistance or Safety Net Assistance) or are certified Job Training Partnership Act/Workforce
Investment Act eligible through a State or local social service agency. All claims for application fee waiver are subject
to verification. If you can verify eligibility for application fee waiver, complete a “Request for Application Fee
Waiver and Certification” form and submit it with your application by the close of business on the Application
Deadline as listed on the Examination Announcement. You may get this form at the Civil Service Office, 420
Broadway, Kingston New York 12401 or on the website at www.kingston-ny.gov.

If your application is disapproved, the fee will not be refunded. You should carefully review the announced minimum
qualifications and any residence requirements and apply only for those examinations for which you clearly qualify.

VACANCIES: The eligible list resulting from this examination will be used to fill full-time/part-time vacancies which
may occur during the life of the list with the City of Kingston and the Kingston School District.

RESIDENCE REQUIREMENT/PREFERENCE IN APPOINTMENT: You must be a resident of Ulster County for
at least 30 days prior to the date of examination to apply for this exam. Preference in appointment for City positions may
be given to residents of the City of Kingston for at least 30 days prior to date of certification of the eligible list.
Preference in appointment for School positions may be given to successful candidates who are residents of the Kingston
Consolidated School District 30 days prior to date of certification of the eligible list.

DUTIES: This work involves responsibility for performance of standard account-keeping practices in maintaining and
checking financial accounts and records, electronically, on hard copy, or both. Additionally the incumbent will be
responsible for entering and retrieving information from a computer database and using a computer or word processor to
produce printed material such as forms, letters and memoranda. The incumbent works under supervision on routine
assignments that are done in accordance with defined procedures; detailed instructions are provided for new or unusual
assignments.



MINIMUM QUALIFICATIONS: Either
a. Graduation from high school or possession of a high school equivalency diploma and one (1) year of clerical
experience maintaining financial accounts and records; OR
b. Two (2) years clerical experience as described in (a) above; OR
c. An equivalent combination of training and experience as defined by the limits of (a) and (b).

Note: Successful completion of coursework in accounting, business administration, or closely related frield at a
regionally accredited college or university, or one accredited by the New York State Board of Regents to grant degrees,
may be substituted for the required experience with three semester credit hours being equivalent to three months
experience.

SUBJECT OF EXAMINATION: A written test designed to evaluate knowledge, skills and /or abilities in such areas
as:

1. CLERICAL OPERATIONS WITH LETTERS AND NUMBERS: These questions test your skills and
abilities in clerical operations involving alphabetizing, 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.

2. ARITHMETIC COMPUTATION WITHOUT CALCULATORS: These questions test your ability to do
addition, subtraction, multiplication, and division. Questions may also involve fractions, decimals, averages, and
percents. You may NOT use a calculator or any other type of calculating device to answer these questions or any
other questions in the written test.

3. ARITHMETIC REASONING: These questions test your ability to solve an arithmetic problem presented in
sentence or short paragraph form. You must read the problem, understand the situation presented, decide what
must be done to solve it, and apply to the appropriate arithmetic operation(s) in the appropriate order in order to
determine the correct solution. Knowledge of addition, subtraction, multiplication, and division is necessary.
Questions may also involve the use of percents, decimals, and fractions.

STUDY GUIDE —ENTRY LEVEL AUDIT AND ACCOUNT CLERK SERIES:

A guide to Taking the Examination for this Series is available on the New York State Department of Civil Service Web
site at www.cs.state.ny.us/testing/localtestguides.cfm OR at the City of Kingston Civil Service Office, 420 Broadway,
Kingston, NY OR Call (845) 334-3921.

CALCULATOR STATEMENT: Use of calculators is PROHIBITED.

SPECIAL NOTE: Applicants whose religious beliefs or military service prevent their taking examinations on the
scheduled date and disabled candidates who require special accommodations to take the test should indicate the need for
special arrangements on their application. Candidates who are called to military service after filing an application should
send requests for an alternate test date to Civil Service Office, 420 Broadway, City Hall, Kingston, NY 12401 as soon as
possible before the test date.

PREPARATION/RATING OF EXAMINATIONS RULE: This examination will be prepared and rated in accordance
with Section 23(2) of the civil Service law. The provisions of the New York State Civil Service Law, rules and
regulations dealing with the preparation and rating of examinations will apply to this examination.

CROSS FILER STATEMENT: Applications may be obtained on our website at www.kingston-ny.gov or at the Civil
Service Office, City Hall, 420 Broadway, Kingston, NY or by sending a legal-size self-addressed stamped envelope to:
Municipal Civil Service Commission, 420 Broadway, Kingston, NY, 12401. Application received/postmarked after the
filing deadline will not be accepted. This department does not acknowledge receipt of application and does not accept
responsibility for non-delivery or postal delay. If you have applied for any other civil service examinations to be given on
the same test date for employment with New York State or any other local government jurisdiction excluding New York
City, you must make arrangements to take all the examinations at one test site.




If you have applied for both STATE and LOCAL government examinations, you must make arrangements to take all
your examinations at the State Examination Center by calling (518)457-7022 no later than two weeks before the test date.
If you have applied for other local government examinations, call or write to each civil service agency to make
arrangements. You must make your request for these arrangements no later than TWO weeks before the date of the
examinations. You must notify all local government civil service agencies with whom you have filed an application of
the test site at which you wish to take your examination.

ALTERNATE TEST DATES: Alternate test dates may be arranged upon review of the circumstances according to the
Alternate Test Date Policy established by this department. Upon specific circumstances an alternate test date may be
arranged. If a medical emergency prevents you from appearing for the examination, please notify this office no later than
4:00 PM on the Monday following the test date (Tuesday if Monday is a holiday) providing verifiable documentation of
the reason. A determination will be made if you will be scheduled for an alternate test date.

WEATHER EMERGENCIES: in case of adverse weather conditions, any delay or cancellation, notice will be
broadcast over local radio stations (WKNY, 1490) & (WGHQ, 920) 6 a.m. and 8 a.m. on the date of the examination.

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.

Effective January 1, 1998 the State Constitution was amended to permit a candidate currently in the armed forces to 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 credits.

ADDITIONAL CREDITS FOR CHILDREN OF FIREFIGHTERS AND POLICE OFFICERS KILLED IN THE
LINE OF DUTY: 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 had 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.

BACKGROUND INVESTIGATION: Applicant may be required to undergo a State and National criminal history
background investigation, which may include a fingerprint check, to determine suitability for appointment. Failure to
meet the standards for the background checks may result in disqualification.

Issue Date: September 30, 2011



