JEFFERSON COUNTY DEPARTMENT OF HUMAN RESOURCES
County Office Building - 175 Arsenal Street
Watertown, NY 13601
www.co.jefferson.ny.us

Valerie M. Nugent
Director of Human Resources

*A NON-REFUNDABLE APPLICATION FEE OF $15 MUST ACCOMPANY YOUR APPLICATION
PLEASE COMPLETE APPLICATION IN ITS' ENTIRETY - DO NOT SEND RESUME.

OPEN COMPETITIVE EXAMINATION
FOR
NO. 86-098 ASSET CONTROL TECHNICIAN

VACANCIES: At present, one vacancy exists with Indian River Central School
SALARY: $22.19 - $24.85/hr.

CANDIDATES MUST HAVE BEEN LEGAL RESIDENTS OF JEFFERSON COUNTY OR
CONTIGUOUS COUNTIES (Lewis, St. Lawrence, Oswego) FOR AT LEAST ONE MONTH
IMMEDIATELY PRECEDING THE DATE OF THE WRITTEN TEST. Preference in appointment may be
given to candidates who have been legal residents of the appointing jurisdiction for at least one month prior to the
date of certification of eligibles and must be a resident of such jurisdiction at time of appointment.

LAST FILING DATE: January 26, 2024

EXAMINATION DATE: February 10, 2024

Disabled Persons and Persons needing Religious Accommodation: If special arrangements for testing are
required, indicate this on your application form.

MINIMUM QUALIFICATIONS: Candidates must meet the following requirements on or before the
date of the written test:

Graduation from high school or GED and three years’ experience in the field of inventory control, including
requisition, receiving, storage, and disbursing of materials and supplies.

NOTE: Finger printing may be required for this position. Any fee will be paid by the applicant.

EXAMPLES OF WORK: (illustrative only)

Maintains computerized database of all district property valued at $500 or greater, all furniture items, and lower
valued items of a highly pilferable nature;

Records acquisition cost, residual cost, and assign depreciation values for the purpose of insurance and accounting
valuation;

Establishes, supervises and maintains a uniform, standard system of identification, storage, and disbursement for
materials and equipment;

Reviews procedures for proper usage and maintenance and arranges replacement and disposal of obsolete or
damage equipment;

Maintains and monitor inventory records to identify any surplus, shortage, duplication, or loss of property and
organizes and compiles data for the preparation of annual reports;

Arranges for the movement of property and supplies;




Implements special provisions for various types of fragile equipment and coordinates department schedules to
insure safe, timely, and effective delivery;

Works with building maintenance and security personnel to insure an accurate reporting system for theft, loss,
or damage, and to provide for safe, secure storage;

Conducts periodic physical counts of all equipment assigned to each operating unit;

Checks this count against inventory balance and identifies and investigates any discrepancies;

Develops cost analysis reports as needed,

Coordinates master listing of all items tagged as excess and stored in district storage facilities;

Periodically (quarterly) informs building administrators and section supervisors of the availability of such material
for building/section use;

Coordinates disposal of excess, unserviceable, or uneconomically repairable materials through sale and auction;

Assists in the development and implementation of a loss prevention program for all district property.

SCOPE OF EXAMINATION: Written test will cover knowledge, skills, and/or abilities in such areas as:

Arithmetic computation with calculator

These questions test for the ability to use a calculator to do basic computations. Questions will involve
addition, subtraction, multiplication and division. You may also be asked to calculate averages, to use percents,
and to round an answer to the nearest whole number. 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 function of
your cell phone.

Keeping simple inventory records

These questions test for the ability to follow instructions in keeping simple inventory records of different
materials received and distributed from a central location. The ability to add, subtract, multiply, and divide will
be required. You may have to compute total costs from quantities (hnumber of units) and cost or price per unit.
Knowledge of specific record keeping systems and techniques will not be needed.

Principles and practices of storeskeeping and inventory control

These questions will test for candidates' knowledge of the principles guiding large scale storeskeeping
operations and their ability to put them into practice. Some of the areas covered may include analysis of rates
of use, the determination of reorder points, choosing locations for the storage of goods, and determining how to
handle stock to maximize the efficiency of the operation. Some arithmetic computation may be necessary.

Supervision
These questions test for knowledge of the principles and practices employed in planning, organizing, and

controlling the activities of a work unit toward predetermined objectives. The concepts covered, usually in a
situational question format, include such topics as assigning and reviewing work; evaluating performance;
maintaining work standards; motivating and developing subordinates; implementing procedural change;
increasing efficiency; and dealing with problems of absenteeism, morale, and discipline.

Test guide:

The New York State Department of Civil Service has not prepared a test guide for this examination. However,
candidates may find information in the publication '‘General Guide to Written Tests' helpful in preparing for this
test. This publication is available on line at:https://www.cs.ny.gov/testing/testguides.cfm.

This examination is being prepared and rated by the New York State Department of Civil Service in accordance
with Section 23-2 of the Civil Service Law. The provisions of the New York State Civil Service Rules and
Regulations dealing with the rating of examinations will apply to this written test.

JEFFERSON COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER.


https://www.cs.ny.gov/testing/testguides.cfm

NOTE: Candidates are permitted to use quiet, hand-held, solar or battery powered calculators. Devices with
typewriter keyboards, Spell Checkers, Personal Digital Assistants, Address Books, Language Translators,
Dictionaries, or any similar devices are prohibited. You may not bring books, reference materials, devices, or
calculators which provide assistance beyond simple numerical computation. THE USE OF CALCULATORS
IS RECOMMENDED FOR THIS EXAM.

MULTIPLE EXAMINATIONS SCHEDULED FOR THE SAME DAY: With the exception of written tests
announced by New York City, if you have applied to take a written test announced by New York State or any
local jurisdiction (county, town, city) scheduled to be held on the same test date as this written test, you must
indicate all pertinent examination (exam number, title, and location/jurisdiction) information on a separate piece
of paper and submit it with your application.

CANDIDATES WILL BE NOTIFIED OF THE PLACE OF THE EXAMINATION.

*A NON-REFUNDABLE fee of $15 is required for each separately-numbered examination for which you
apply. The required fee must accompany your application. Send check or money order payable to the
Jefferson County Treasurer and write the examination title(s) and number(s) on your check or money order.
DO NOT SEND CASH. File only for those examinations for which you are clearly qualified. An exception to
the fee requirement will be made only for persons who provide proof that they are unemployed and are
primarily responsible for the support of the household; or who are receiving Medicaid, Supplemental Security
Income (SSI) payments, or Public Assistance (Temporary Assistance for Needy Families/Family Assistance or
Safety Net Assistance) or are certified Job Training Partnership Act/Workforce Investment Act eligible through
a State or local social service agency. Individuals wishing to claim this waiver of fee must complete an
Application Fee Waiver Reguest and Certification Form. This form is available at the Jefferson County
Department of Human Resources office. Such claims are subject to later verification and, if not supported by
appropriate documentation are grounds for barring appointment.

Issued: 1-11-24



