Department of Human Resources & 7 Court Street
Civil Service County Office Building, Rm 216
Belmont, New York 14213

COUNT Ph: (585) 268-9212
Mew York FAX: (585) 2689742

OPENING FOR
AN ACCOUNT CLERK TYPIST

There is an opening in the following departments for a full-time Account Clerk Typist
Allegany County Treasurer's Department

Salary $20.28 ~ $23.74/hr.

This is routine clerical work involving financial record keeping, reviewing and related tasks. An
employee in this class usually works under immediate supervision on standard routine
assignments in accordance with detailed procedures. Supervisors are available for consultation
on unusual problems and give detailed instructions on new assignments; does related work as
required.

Working knowledge of the methods used in keeping financial accounts and records and of office
terminology, procedures and equipment; good knowledge of business arithmetic and English;
ability to type at an acceptable rate of speed; ability to make arithmetic computations quickly
and accurately; ability to understand and carry out oral and written directions; ability to get along
well with others; clerical aptitude; mental alertness, good judgment; neatness of appearance; tact
and courtesy; physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: Either:

(a) Graduation from high school or possession of a high school equivalency diploma; or,
(b) One year of satisfactory clerical experience

Interested candidates may submit a complete Civil Service application to:

Human Resource/Civil Service Department
7 Court Street-Suite 216
Belmont, NY 14813

ALLEGANY COUNTY CIVIL SERVICE DEPARTMENT





