Department of Human Resources & 7 Court Street
Civil Service County Office Building, Rm 216
Belmont, New York 14813

COUNT Ph: (585) 268-9212

New York FAX: (685)268-9742

Journal Clerk

There is an opening in the Allegany County Clerk of the Board’s Office for the position
of Journal Clerk.

Salary Range: $43,800 - $66,300 annually

This is an appointed position charged with the responsibility of accurately recording
and reporting the actions of the Board of Legislators’ committees. Provides
assistance to the Clerk of the Board. Does related work as required.

Good knowledge of office practices and techniques including taking and transcribing
official proceedings, utilizing a personal computer and software applications; and
preparing reports; good organizational skills; thorough command of the English
language including knowledge and use of proper grammar; skill in proofreading;
ability to maintain confidentiality of discussions, claims, etc.

Suggested Qualifications:

A. An Associate’s Degree OR
B. Two (2) years of clerical experience

Strength Requirements and Types of Physical Demands: Hearing, seeing, manual
dexterity and mobility within normal ranges with or without accommodations.

Interested candidates may submit a civil service application to:

Human Resource/Civil Service Department
7 Court Street

Suite 216

Belmont, NY 14813



