REVISED



  CIVIL SERVICE COMMISSION

WATERBURY, CONNECTICUT











       Open Competitive Exam #1630

OPEN COMPETITIVE EXAMINATION FOR:  ASSISTANT CITY CLERK

SALARY:  $35,000 - $45,000 PER YEAR

FRINGE BENEFITS:   Choose from three available health insurance plans (employee contributions vary), Prescription Drug Rider, Dental Plan; Group Life Insurance for Individual; Retirement Plan; paid Holidays; paid Vacation; paid Sick Leave; Personal Days.

Applications, which may be obtained at the Civil Service Office, must be on file at the Civil Service Office, Chase Municipal Building, 236 Grand St., Waterbury, CT 06702 until a sufficient number have been received. 

IMPORTANT:

1. Veterans - Veteran’s points will be awarded in accordance with the Connecticut State Statute.  Five (5) for non-disabled veterans, ten (10) for disabled veterans.  Proper documentation must be submitted to the Personnel  Director before the date of the examination.

2. Residents - Residency points shall be added in accordance with the amendment to the Civil Service Rules and Regulations.  Proper documentation (Civil Service Office Request for Residency Points) must be submitted with application of employment.

EXAMPLES OF DUTIES: Serves as office manager of the City Clerk’s Office; serves as City Clerk in his/her absence; Prepares agenda and supporting documents, attends meetings and takes minutes of the Board of Public Works, Board of Zoning Appeals, Board of Police Commissioners, Human Rights Commission and Bureau of Assessments; substitutes for the City Clerk at meetings and hearings of the Board of Aldermen, Charter Revision Commission, Board of Fire Commissioners, Finance Audit and Review Commission and Zoning Commission; at the direction and discretion of the City Clerk edits and attests to board minutes and supervises their typing, duplication and distribution; at the direction and discretion of the City Clerk reviews and passes upon letters and other board action documents prepared by the staff;  answers inquiries concerning board meetings and actions; at the direction and discretion of the City Clerk conducts correspondence concerning various board meetings, actions and related items; does related work as required.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES:  Thorough knowledge of State and local statutes and regulations governing the functions of the City Clerk’s Office; good knowledge of the organization and functions of municipal government; practical working knowledge of parliamentary procedures; some knowledge of modern office and clerical procedures and routines; ability to plan and supervise the work of others; ability to secure the cooperation of the public and other officials; good physical condition.  Ability to use and learn new technology quickly; transcription ability.

IN ORDER TO BE CONSIDERED FOR THIS POSITION YOU MUST INDICATE ON YOUR APPLICATION THAT AS OF THE CLOSING DATE YOU HAVE THE FOLLOWING EXPERIENCE:  Considerable experience with office work, minimum two years work with municipal boards and commissions or related work and graduation from high school or GED, preferably supplemented by college courses in business administration or law; Minimum three years experience in supervisory role.

This position is covered under the written agreement between the City of Waterbury and the Waterbury Municipal Administrators Association.

The Parts and Weights for this examination will be determined prior to conducting the exam.

Individuals appointed shall be required to serve a working test period which will be, in effect, the final phase of the examination.

APPEAL PROCESS:  An applicant may appeal a notice of rejection of his/her application to the Civil Service Commission within fifteen  (15) days of receipt of such notice.

Please notify the Civil Service Office of a change in address.  Notification of examination will be mailed to the address written on your application.

THE CITY OF WATERBURY IS AN EQUAL OPPORTUNITY EMPLOYER

sd       4/22/04




    E.O.E. M/F/H/V

Applications may be obtained online at www.waterbury-ct.gov, by calling (203) 574-6761, or in person on Mondays and Fridays only, at the City of Waterbury, Human Resources office, 236 Grand Street, Room 202, Waterbury, CT, 06702,   Applications must be returned to the Human Resources office by mail, by Fax to (203) 574-8087, or in person on Mondays and Fridays only.
