
BROOME COUNTY DEPARTMENT OF PERSONNEL 

THIRD FLOOR, COUNTY OFFICE BUILDING, GOVERNMENTAL PLAZA 

60 HAWLEY STREET, PO BOX 1766 

BINGHAMTON, NEW YORK 13902 

AN EQUAL OPPORTUNITY EMPLOYER 

 

PROMOTIONAL EXAMINATION FOR 
SECRETARY 

Exam Number: 74-105   
 

EXAMINATION DATE:  February 6, 2021 
 

ORIGINALLY SCHEDULED FOR MARCH 28, 2020 
APPLICANTS WHO APPLIED FOR THE MARCH 28th EXAM - DO NOT NEED TO REAPPLY 

 
LAST DATE TO FILE APPLICATION WITH PROCESSING FEE OR WAIVER*:  December 16, 2020 

 
*Processing Fee:  Ten dollar ($10.00) non-ref undable pay ment is required f or each separately  numbered examination f or which y ou apply .  The 

required processing f ee must accompany  y our examination application.  Credit cards, checks, or money orders payable to the Broome County 

Office of Management and Budget will be accepted. Please be sure to include applicant’s name and examination number on y our check or money  

order.   A check returned f or insuf f icient f unds may  disqualif y  y our application and result in f urther action and/or serv ice charges .  

 

If  y our application is disapprov ed, the f ee will not be ref unded. Compare y our qualif ications caref ully  with the requirements specif ied on this 

announcement and f ile only  f or those examinations f or which y ou are clearly  qualif ied.  Be specif ic when com pleting the application; include all 

pertinent inf ormation including credit hours if  applicable.  Work experience must  be paid unless otherwise specif ied.  Part-time experience will be 

prorated.  *Only applications which are post-marked on or before the last date to file will be accepted. ALL INTER-DEPARTMENTAL MAIL 

MUST BE RECEIVED BY THE CLOSE OF BUSINESS ON THE LAST DATE TO FILE, NO EXCEPTIONS. FAXED APPLICATIONS WILL NOT BE 

ACCEPTED. 

 

➔ADMISSION NOTICES WILL BE MAILED TO ALL APPROVED CANDIDATES APPROXIMATELY 8 DAYS BEFORE THE EXAMINATION.  IF YOU 

DO NOT RECEIVE YOUR NOTICE BY THE TUESDAY BEFORE THE EXAMINATION, PLEASE CALL 778-2222 or 778-2276. 

 

It is the responsibility of the candidate to notify the Broome County Department of Personnel of any change in  name or address.  No 

attempt will be made to locate candidates who have moved.   The candidate change of information form is available at 

www.gobroomecounty.com/personnel/forms.  

 

APPLICATION FEE WAIVER: A waiv er of  application f ee will be allowed if  y ou are unemploy ed and primarily  responsible f or the support  of  a 

household.  In addition, a waiv er of  application f ee will be allowed if  y ou are determined eligible f or Medicaid, or receiv ing Supplemental Security  

Income pay ments, or Public Assistance (Temporary  Assistance f or Needy  Families/Family  Assistance or Saf ety  Net Assistance) or are certif ied 

Job Training Partnership Act/Workf orce Inv estment Act eligible through a State or local social serv ice agency .  All claims for application fee 

waiver are subject to verification.  If you can verify eligibility for app lication fee waiver, complete a “Request for Application Fee Waiver 

and Certification” form and submit it with your application .  Fee waiver forms are available at the Broome County Department of 

Personnel, the Department of Social Services or on line at www.gobroomecounty .com. 

 

MINIMUM SALARY VACANCIES** LOCATION OF WORK 
$11.80/hour-$15.34/hour (depending on experience)                 1              Susquehanna Valley  Central School District 

$14.10/hour                   2                      Union Endicott Central School District  

$16.7471/hour-$17.6339/hour                                                                Anticipated       Various Broome County  Departments 

Varies                    Anticipated                           Various School Districts 

 

Eligible list:  Successf ul candidates will be certif ied to f ill v acancies only  in the department in which they  are employ ed. 

 

**Vacancies- Positions may  be f illed temporarily  at this time; howev er, the resulting eligible list must be used to permanently  f ill the position.  

 

DUTIES: This position inv olv es responsibility  f or independently  perf orming complex clerical operations and f or reliev ing the head of  a department or 

major div ision of  administrativ e details by  arranging conf erences, and reliev ing the of f icial of  contacts which should properly  be made with 

subordinate of f icials.  The work calls f or the f requent exercise of  independent judgem ent in giv ing out inf ormation regarding departmental policies 

and practices, and in planning the routine of  the of f ice. The correspondence duties of  these employ ees are distinguished by  the f act that most 

letters and releases of  a routine recurring nature are composed personally .  Employ ees in this class work under general superv ision, receiv ing 

detailed instructions only  where policies hav e not been determined.  Only  unusually  important or complicated assignments are checked in detail upon 

completion.  Employ ees in this class may  exercise immediate superv ision ov er the work of  clerical assistants.  Does related work as required.  

 

PROMOTIONAL QUALIFICATIONS: On or bef ore the date of  the examination, candidates must be permanently  employ ed in the competitiv e class 

(or designated as non-competitiv e in accordance with Section 55A of  Civ il Serv ice Law) in any  Broome County  department, town, v illage, school 

district or special district under Broome County  jurisdiction, and must hav e serv ed continuously  on a permanent or contingent permanent basis f or a 

total of  36 months preceding the date of  the written test in the f ollowing title: Senior Ty pist, or 48 months as a Key board 

Specialist/Ty pist/Receptionist Ty pist. 

 

Anticipated eligibility: If you expect to meet the promotional qualifications by August 6, 2021, you will be tentatively admitted to this 

examination. 
 

Special Requirement for Appointment in School Districts and BOCES 
Per Regulations of  the Commissioner of  Education, to be employ ed in a position designated by  a school district or BOCES as inv olv ing direct 

contact with students, a clearance f or employ ment f rom the State Education Department is required. 

 

 

 

http://www.gobroomecounty.com/personnel/forms
http://www.gobroomecounty.com/personnel/forms
http://www.gobroomecounty.com/
http://www.gobroomecounty.com/


SUBJECT OF EXAMINATION:  

Grammar/Usage/Punctuation 
The grammar and usage questions test f or the ability  to apply  the basic rules of  grammar and usage. The punctuation questions test f or a knowledge 

of  the correct placement of  punctuation marks in sentences. You will be presented with sets of  f our sentences  f rom each of  which y ou must choose 

the sentence that contains a grammatical, usage, or punctuation error.  

Keyboarding practices 
These questions test f or a knowledge of  pref erred practices in such areas as letter f ormat, capitalization, hy phenation, plurals, possessiv es, word 

div ision, word and f igure sty le f or numbers, and common proof reading marks. In addition, there will be a passage to proof read f ollowed by  questions 

on how to correct the errors in the passage. 

Office practices 
These questions test f or a knowledge of  generally  agreed-upon practices gov erning the handling of  situations which ty pists, stenographers, 

secretaries, and of f ice assistants encounter in their work, as well as a knowledge of  ef f icient and ef f ectiv e methods used to accomplish of f ice 

tasks. The questions cov er such topics as planning work f low; setting priorities; dealing ef f ectiv ely  with staf f , v isitors, and callers; f iling and 

retriev ing inf ormation; saf eguarding conf identiality ; using of f ice equipment; and making procedural decisions and recommendations which contribute 

to a well-managed of f ice. 

Spelling 
These questions test f or the ability  to spell words that are used in written business communications.  

Supervision 
These questions test f or knowledge of  the principles and practices employ ed in planning, organizing, and controlling the activ ities of  a work unit 

toward predetermined objectiv es. The concepts cov ered, usually  in a situational question f ormat, include such topics as assigning and rev iewing 

work; ev aluating perf ormance; maintaining work standards; motiv ating and dev eloping subordinates; implementing procedural change; increasing 

ef f iciency ; and dealing with problems of  absenteeism, morale, and discipline.  

Working with office records 
These questions test y our ability  to work with of f ice records. The test consists of  two or more sets of  questions, each set concerning a dif f erent 

problem. Ty pical record keeping problems might inv olv e the organization or collat ion of  numerical data f rom sev eral sources; maintaining a record 

sy stem using running balances; or completion of  a table summarizing data using totals, subtotals, av erages and percents.  You should bring with 

you a hand-held battery- or solar-powered calculator for use on this test. You will not be permitted to use the calculator f unction of  y our cell 

phone. 

The New York State Department of  Civ il Serv ice has not prepared a test guide f or this examination. Howev er, candidates may  f ind inf ormation in 

the publication "How to take a written test" helpf ul in preparing f or this test. This publication is av ailable on line at: 

https://www.cs.ny .gov /testing/testguides.cf m  

 

PERFORMANCE TEST:  The date of the typing performance test will depend on the number of candidates.  Due to the large number of 

candidates expected for this date, the test will not be given on February 6, 2021.  You will be notified at a later date of the performance 

test.  The typing test will consist of a test of accuracy and speed of typing at a minimum acceptable rate of 45 words per minute.  The test 

will be administered on a computer keyboard.  No knowledge of computer operation or any specific software program is required.  

Should you fail the first typing test; a second test will be offered to you immediately.  The typing performance test will be wa ived for 

candidates who have already passed a typing performance test administered by a New York State Mun icipal Services Agency (ie: Broome 

County, City of Binghamton, etc.) at a rate of 45 words per minute since February 5, 2019.  Waivers for typing performance tests must be 

submitted with your examination application.  If your waiver is not acceptable, you wil l be notified by mail.  Admission notices will be 

mailed to all approved candidates approximately one week prior to the test.  
 

Candidates must bring their picture ID and two sharpened #2 pencils to the examination. USE OF CALCULATORS IS ALLOWED FOR THIS 

EXAMINATION. Dev ices with ty pewriter key boards, spell checkers, personal digital assistants, address books, language translators, dictionaries, or 

any  similar dev ices are prohibited. 

 

Seniority Credit:  Seniority  is based on the length of  continuous permanent classif ied serv ice in the jurisdiction in which promotion is sought, with 

points added to an eligible’s passing score f or each appropriate f iv e y ear period or f raction thereof  in accordance with the f ollowing schedule:   

 

Less than 1 y ear…………………….0 points                                                                          Ov er 11 y ears up to 16 y ears…………….3 points 

1 y ear up to 6 y ears…………………1 point                                                                           Ov er 16 y ears up to 21 y ears……………..4 points   

Ov er 6 y ears up to 11 y ears ……….2 points                                                                         Ov er 21 y ears…………………………….…5 points 

 

Rating: The written examination is being prepared and rated by  the New York State Department of  Civ il Serv ice, in accordance with Section 23-2 of  

the Civ il Serv ice Law.  The prov isions of  the New York State Civ il Serv ice Rules and Regulations dealing with the rating of  examinations will apply  

to this written test. 

Applying for civil service examinations in multiple jurisdictions when examinations are scheduled on same date: 

If  y ou hav e applied f or both a Broome County  examination and an examination f or another jurisdiction, both of  which are scheduled f or the same 

date, y ou must submit a Broome County  Cross-f iling Form indicating the site at which y ou intend to take y our examination. The cross-f iling f orm is 

av ailable in our Department or online at http://gobroomecounty .com/f iles/personnel/pdf s/Crossf iling.pdf  and should be submitted at least two weeks 

prior to the examinations.  Failure to submit the Cross f iling f orm in a timely  manner may  result in our not being able to accommodate y our request 

to sit at y our choice of  exam sites.   When taking both a State and Broome County  examination, y ou will be required to take all y our examinations at 

a State examination center.  You will be adv ised by  the State when and where to report f or y our examinations.  

 

Religious accommodation/handicapped candidates/mil itary personnel:  If  special arrangements f or testing are required, indicate this on y our 

application f orm.   

 

Military Law provides special rights for members of the armed forces whose military service conflicts with scheduled civil service 

testing. Section 243-b (2) of  Military  Law states that “any  member of  the organized militia or reserv es, who, because of  activ e military  duty  other 

than f or training purposes, missed the application f iling period f or an examination and as a result is depriv ed of  the opportunity  to compete in an 

examination, shall be giv en a special military  make-up exam”. Please contact the Department of  Personnel f or more inf ormation. 

Children of Firefighters and Police Officers killed in the line of duty:  “In conf ormance with section 85-A of  the Civ il Serv ice Law, children of  

f iref ighters and police of f icers killed in the line of  duty  shall be entitled to receiv e an additional ten points in a competitiv e examination f or original 

appointment in the same municipality  in which his or her parent has serv ed.  If  y ou are qualif ied to participate in this examination and are a child of  a 

f iref ighter or police of f icer killed in the line of  duty  in this municipality , please inf orm the Department of  Personnel of  this matter when y ou submit 

y our application f or examination.  A candidate claiming such credit has a minimum of  two months f rom the application deadline to prov ide the 

necessary  documentation to v erif y  additional credit eligibility .  Howev er, no credit may  be added af ter the eligible list  has been established.” 

General Information/Instructions:  A copy  of  the general instructions, announcements and applications may  be obtained upon request to the 

Broome County  Department of  Personnel Department or f rom our website at www.gobroomecounty .com. 

Departmental Prom Front Desk Form-2020 

Date of  Issue: 11/30/2020 

Secretary -PROM 
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