Gl il

ENEVA

—— UNIQUELY URBAN ~——.

Lakefront City Jn the heart of Upstate NY's beautiful Finger Lakes Region!

Clerk(part-time)-City of Geneva accepting applications for one (1) Clerk(p/t) position.
Wage: $15.01/hour or $16.01/hour if bilingual, 17.5 hours/week; Geneva Residents Only;

Applications available: City Hall HR Office, 47 Castle St (2m floor; desk outside of office)Geneva,
NY or www.cityofgenevany.com
Deadline(postmarked): 3/6/2020; EOE/AA

Job descriptions and Qualifications-See attached

The main duties of this position are to provide first rate customer service to internal
and external customers at the counter, as well as, on the telephone. The work also
involves filing and certifying confidential vital records and performance of
miscellaneous duties imposed by the city charter and other laws. Collects proper fees
for taxes, water billing, and licenses as mandated by the City Code.

The City of Geneva is an equal opportunity employer that is committed to recruitment,
retention and development of a diverse workforce without regard to age, creed, race,
color, sex/gender, sexual orientation, national origin, marital status, partnership
status, disability, military status, citizenship status, alienage, predisposing genetic
characteristics, domestic violence victim status and victim of stalking & sex offenses or
any other category protected by applicable federal, state, or local laws.

“Inclusion is our mission-Celebrate Differences!” Join our team and celebrate the
differences in our workplace and the rich diversity in the community. Apply today and
make a difference.



CLERK

DISTINGUISHING FEATURES OF THE CLASS: The work is primarily of a routine nature and
involves the independent performance of standardized clerical tasks. Although detailed
instructions are given for new or difficult assignments and procedures are rather definitely fixed,
employees must exercise independent judgment in applying them to specific cases. The work is
reviewed by immediate observation, by checking completed work, by periodic or spot checks, by
cross checking, or by another step in the clerical process. Does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative only)

Sorts, indexes, and files mail, bills, requisitions, ledger cards and other material;

Pulls material from files, makes simple file searches and maintains charge-out records;
Issues and records appliications, licenses and permits;

Collects fees and accounts for monies received;

Checks reports and records for clerical accuracy, completeness and proper extension;
Answers telephone, relieves at switchboard and provides or receives routine information;
Maintains time records and payroll data;

Operates copiers, computers and other related business equipment;

May be required to perform simple data entry;

May make entry in ledgers from original sources;

Makes arithmetical computations and compiles simple statistical reports.

QHABAQEB&LQ& Workmg knowledge of offce termmology, procedures and equment
working knowledge of business arithmetic and English; ability to understand and follow oral and
written instructions; ability to get along well with others; ability to write legibly; clerical aptitude;
mental alertness; neatness; accuracy; tact and courtesy; physical condition commensurate with the
demands of the position.

MINIMUM QUALIEICATIONS: Either:
1. Graduation from high school or possession of a high school equivalency diploma; or

2. One (1} year of full-time paid, or its part-time equivalent, business office clerical work
experience.

NOTE: Advanced education degree received will be accepted in lieu of the minimum education
noted.

REVISED: 9/16/98; 10/28/14; 11/8/19
CIVIL SERVICE CLASSIFICATION: FULL-TIME: COMPETITIVE

PART-TIME: NON-COMPETITIVE {in all Civil Divisions)
(Ontario County job specification for Clerk adopted by City of Geneva on 9/8/00)



