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. 60-871 CIVIL ENFORCEMENT OFFICER

VACANCIES: This list will be used to fill future vacancies as they occur within the Jefferson County
Sheriff’s Office
SALARY: $ 19.46/hr. (2019 Rate)

CANDIDATES MUST HAVE BEEN LEGAL RESIDENTS OF JEFFERSON COUNTY FOR AT
LEAST ONE MONTH IMMEDIATELY PRECEDING THE DATE OF THE WRITTEN TEST.

LAST FILING DATE: August 30, 2019

EXAMINATION DATE: October 19, 2019

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 possession of a high school equivalency diploma and two years of
experience in financial accounts and records or maintaining and processing legal records.

SPECIAL REQUIREMENT: Appointees will be required to possess a valid license to operate a motor
vehicle in New York State or otherwise demonstrate their ability to meet the transportation needs of the job.

EXAMPLES OF WORK: (illustrative only)

Serves Income and Property Executions and records and mails copies of such notices;

Serves Eviction Notices and calls attorneys to finalize the eviction;

Receives and prepares pre-judgment civil documents and prepares them for delivery to
defendant/respondent;

Supervises evictions to ensure peace between evicted tenant and the landlord,

Serves Summonses and Complaints which include Summons of Notices, Action of Divorces, Citations,

Subpoenas, Civil Arrest Warrants, Levy on Vehicles, and Auction of Property Sales;

Fills out and mails affidavits and other clerical work necessary for daily assignments;

Records delivery of civil documents and returned proof of service;



Answers phones and assists individuals seeking procedural information regarding civil matters;

Makes posting and disbursements on dockets;

Makes civil arrests, appropriates vehicles for property executions, closes businesses and conducts auctions
of foreclosed property;

Fills in at Sheriff's Civil Office during absences due to vacations and illnesses;

Receives and deposits monies and posts amounts to various accounts concerning civil processes;

Receives and records Family Court Mandates.

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

Advising and interacting with others

These questions test for the ability to interact with other people in order to gather and present
information and to provide assistance and advice in a courteous and professional manner.

Preparing written material

These questions test for the ability to present information clearly and accurately, and to organize
paragraphs logically and comprehensibly. For some questions, you will be given information in two or
three sentences followed by four restatements of the information. You must then choose the best
version. For other questions, you will be given paragraphs with their sentences out of order. You must
then choose, from four suggestions, the best order for the sentences.

Applying written information (laws, rules, requlations, procedures, etc.) in civil law enforcement
and court-related situations

These questions test how well you can apply written information, in the form of rules, to given situations
similar to those typically encountered by civil law enforcement employees, court attendants, and court
security officers. All information needed to answer the questions is contained in the rules, regulations,
etc., which are cited.

Test guide:

A Guide for the Written Test for Civil Deputies/Court Security is available at the New York State
website: https://www.cs.ny.gov/testing/testquides.cfm. Candidates not having access to a computer or
the internet may request copy of the test guide from the municipal civil service office conducting this
examination using the contact information found elsewhere on this announcement.

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.

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.

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


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

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 Request 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.
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