
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. 65-170 PROBATION OFFICER 1 TRAINEE  

 

IF YOU APPLIED FOR THIS EXAM IN 2020, YOU DO NOT NEED TO RE-APPLY 

 

 

VACANCIES: This list will be used to fill future vacancies, as they occur, in the Jefferson County 

Probation Department  

 

SALARY:  $24.46/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.   

   

 

   LAST FILING DATE:    May 7, 2021 

 

   EXAMINATION DATE:  June 26, 2021 

 

 

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 a regionally accredited college or university or one accredited by the New York State 

board of Regents to grant degrees, with a Bachelor’s degree or higher with at least thirty (30) credit 

hours in the social or behavioral sciences. 

 

ALL CANDIDATES MUST SUBMIT A COPY OF THEIR COLLEGE TRANSCRIPT AT TIME OF 

APPLICATION. 

 

Note: Social science includes areas of study concerned with humans living in relation to other humans in 

a social environment and such as anthropology, criminal justice, economics, geography, history, 

political science, psychology and sociology. Behavioral science is a subset of social science 

characterized by observation of the behavior of living organisms and focused on human social behavior 

such as psychology, sociology, anthropology, counseling, criminal justice, gerontology, human 

behavior, social work/social welfare and vocational rehabilitation.  



Note: Individuals whose duties and responsibilities include the use of a firearm must also complete 

training pursuant to Criminal Procedure Law Section 2.30(3).  

 

Note: The class specifications including the minimum qualifications for positions in Probation 

Departments are established by rule and regulations of the Division of Criminal Justice Services. These 

class specifications are found in Title 9 NYCRR Part 347, Appendix H-10, Standard Specifications for 

Professional Probation Positions.  

 

Note: This position is allocated to the competitive class pursuant to Executive Law Section 257 (1). 

 

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

EXAMPLES OF WORK:  (illustrative only) 

 

Participates in an in-service training program regarding the investigation, supervision,  counseling and 

coaching duties and responsibilities of a Probation Officer 1 and develops goals and objectives to 

ensure the successful completion of the training program; 

Under the direct supervision of a probation professional, gathers, verifies, reviews and analyzes social, 

medical, mental health, substance abuse, sex offender, legal and other documentation and by 

interviewing defendants/respondents, victims, law enforcement personnel and other case related 

individuals to conduct pre-plea/pre-sentence/pre-disposition investigations; 

Under the direct supervision of a probation professional, prepares reports regarding persons awaiting 

disposition of the courts; 

Under the direct supervision of a probation professional, conducts risk and need assessments and 

evaluates results for pre-trial, investigation, and supervision purposes; 

Under the direct supervision of a probation professional, promotes risk reduction by providing direction 

and support to help the probationer change factors that promote and maintain criminal/delinquent 

behavior; coaches probationers to select new patterns of thinking, feeling and behaving and develop 

new attitudes and skills which help sustain a constructive and law abiding relationship with the 

broader community and reduce the likelihood of becoming reinvolved in criminal or delinquent 

behavior; 

Under the direct supervision of a probation professional, prepares progress reports on probationers and 

periodically reviews case histories to determine the degree of adjustment; 

Under the direct supervision of a probation professional, prepares a final case report once a case is closed; 

Under the direct supervision of a probation professional, prepares violation reports; 

Under the direct supervision of a probation professional, prepares case/supervision plans and explains 

conditions of sentence/disposition to probationers; 

Under the direct supervision of a probation professional, monitors probationers’ compliance with 

conditions of probation; 

Under the direct supervision of a probation professional, performs drug/alcohol screenings, and collects 

DNA samples from probationers; 

May develop and maintain professional relationships with other social and law enforcement agencies and 

cooperates with them in matters of mutual interest such as assisting probationers with life adjustments; 

May arrange for medical, mental health, substance abuse treatment or other services according to 

individual probationer’s needs or court orders; 

May testify in court or at violation hearings; 

May use a firearm in performing duties and exercising authority pursuant to departmental policy. 

 

 

 

 

 



 

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 write the kinds of reports and correspondence required in criminal 

justice settings such as probation and parole. Some questions test for the ability to present information clearly 

and accurately. Others test for the ability to organize paragraphs logically and comprehensibly.  

Evaluating conclusions in light of known facts 

These questions will consist of a set of facts and a conclusion. You must decide if the conclusion is proved by 

the facts, disproved by the facts or if the facts are not sufficient to prove or disprove the conclusion. The 

questions will not be specific to a particular field.  

Applying written information 

These questions evaluate a candidate's ability to read, interpret and apply rules, regulations, directives, written 

narratives and other related material. You will be required to read a set of information and to appropriately 

apply the information to situations in various settings. All information needed to answer the questions is 

contained in the rules, regulations, etc. which are cited.        

Test guide:  

A Guide to the Written Test for the Probation Series, which is available on the Department of Civil 

Service website at: https://www.cs.ny.gov/testing/testguides.cfm. Candidates not having access to a 

computer or the internet may request a 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. 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. 

 

 

 

 

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


*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. 

 

Issued:  4-7-21 


	Test guide:



