
 
 

Vision:  A vibrant community where every citizen has the opportunity to be healthy, safe and successful 
 

Mission: Provide strategic and responsive public services that are fiscally responsible and sensitive to the diverse and changing needs of our community 
 

 

JOB OPENING NOTICE 
 
 
JOB POSTING #: _______________  POSTING DATE*: FROM: ___________ TO:  ____________  
 
JOB TITLE:   ____________________________________________________________________  
 
RATE OF PAY:  __________________________________________________________________  
 
LOCATION:   ____________________________________________________________________  
 
 
MINIMUM QUALIFICATIONS AS SHOWN ON JOB DESCRIPTION  
 
 
 
 
 
 
 
 
 
 
 
 
APPLICATION DEADLINE / LAST FILING DATE*:  _____________ 
 
* Last filing date established for an announced exam always supersedes posting date.  
 
 
HOW TO APPLY:  All applications must be received through the Ontario County Civil Service 
Employment Portal.   
 

 
 

 
 

 
 

Ontario County Department of Human Resources 
3019 County Complex Drive 

Canandaigua, NY  14424 
 

www.co.ontario.ny.us   ~ ~   (585) 396-4465 
 

 

 

Ontario County is an Equal Opportunity Employer and, as such, offers equal opportunities for all qualified applicants with 
no discrimination as to age, race, color, creed, sex, national origin, sexual orientation, military status, predisposing genetic 
characteristics,  marital  status,  domestic  violence  victim  status, disabilities  or, in  certain  circumstances  pursuant  to 
Executive  Law  296,  conviction  record.   Any  person  with  a  disability  requesting  reasonable  accommodations  in order  to 
participate in examinations will be accommodated.                                                                    Rev. 7/22/2020

https://ontario-portal.mycivilservice.com/
https://ontario-portal.mycivilservice.com/
http://www.co.ontario.ny.us/
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DOCUMENT SPECIALIST 
 
 
DISTINGUISHING FEATURES OF THE CLASS:  This is routine office machine operation 
involving the responsibility for accurately producing legible film, digital and electronic copies 
of documents recorded.  The materials recorded are those maintained by County 
Departments in accordance with Law.  Direct supervision is received from a Department 
Head; does related work as required. 
 
 
TYPICAL WORK ACTIVITIES:  (Illustrative only) 
 
Processes documents by placing them in the appropriate sequence, categories, and 

batches; 
Copies document batches using electronic image capture equipment; 
Performs mandatory quality control processes that require the visual review and approval of 

every page processed by the image capture equipment; 
Indexes and classifies documents for retrieval; 
Transfers the approved electronic images to the appropriate electronic storage media; 
Transfers images to an archival microfilm ready media to be sent to the record retention 

center; 
Verifies images transferred to computer database; 
Prepares recorded documents for returns to customer via U.S. mail; 
Provides customer assistance to access public records and images via telephone/on-site; 
Performs various clerical duties. 
 
 
FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS:  Working knowledge of the principles and practices of photographic 
duplicating; working knowledge of photographic terminology, procedures and equipment; 
working knowledge of scanning equipment and procedures; good knowledge of indexing 
methodology; good computer knowledge required; ability to understand and carry out oral and 
written instructions; mechanical aptitude; good workmanship; good judgment; initiative; physical 
condition commensurate with the demands of the position. 
 
 
MINIMUM QUALIFICATIONS:  Graduation from high school or possession of a high school 
equivalency diploma AND one (1) year of full-time, or its part-time equivalent, paid clerical work 
experience. 
 
 
APPROVED:  MAY 10, 2018 
CIVIL SERVICE CLASSIFICATION:  NON-COMPETITIVE  
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	IT - RAIMS - DOCUMENT SPECIALIST  job spec

	JOB POSTING: 26-057
	 POSTING DATE FROM: 6/24/2026
	 TO: 7/4/2026
	JOB TITLE: Document Specialist
	RATE OF PAY: $23.41/hr
	LOCATION: Ontario County Record Archives & Information Management Systems 
	APPLICATION DEADLINE  LAST FILING DATE: 7/4/26 or until filled
	Text Field0: Graduation from high school or possession of a high school equivalency diploma AND one (1) year of full-time, or its part-time equivalent, paid clerical work experience.


