TOWN OF WARWICK

132 KINGS HIGHWAY
WARWICK, NEW YORK 10990

TOWN HALL TELEPHONE (845) 986-1124
POLICE DEPT. TELEFHONE  (845) 986-5000
RECEIVER OF TAXES (845) 986-1125
PUBLIC WORKS TELEPHONE (845) 986-3358
TOWN HALL FAX (845) 986-9908
SUPERVISOR  supervisor@townofwarwick.org
TOWN CLERK clerk@townofwarwick.org

JOB POSTING

November 20, 2024

There currently exists a job opening in the Town of Warwick. The position is for a
part—time clerk in the Department of Public Works. Pay rate for this position will be $18.00
per hour.

DISTINGUISHING FEATURES OF THLE CLASS: This work involves responsibility for clerical
tasks of a routinc naturc performed in accordance with cstablished policics and procedures.
Specific dutics vary with the needs of the department. This class differs from that of other specified
clerks in that it requires only a working knowledge of general office procedures and practices and
an cntry-level degree of proficiency. Routine assignments are performed independently. Work is
performed under dircet supervision. and does not require supervision of other cmployees. Doces
related work as required.

TYPICAL WORK ACTIVITIES: Indexes and files letters, reports. memos and other related office
documents: Conducts simple file scarches and maintains record of charge-out of files: Gives out
routine information to the public. either in person or on the telephone; Opens incoming mail. date
stamps, and distributes to the appropriaic staft: Assists in preparation of routine reports and
surveys; Operates standard office equipment such as calculators. fax, photocopiers or metered
mailing machines; Makes simplc entrics onto office documents, records, bills, ledgers, ete: May
perform occasional typing duties which do not require a certified degree of proficiency: May act
as a receptionist and provide routine assistance for inquirics or refer inquirics to appropriate staff
members: May make appointments as required: May operatc and make simple data entrics into
computerized information/word processing systems: May work on special projects as needed.
FULL PERFORMANCE KNOWLEDGES. SKILLS. ABILITIES AND  PERSONAL
CHARACTERISTICS: Good knowledge of English and business arithmetic: working knowledge
of office practices, procedures. terminology and equipment: working knowledge of record keeping
techniques; ability to follow oral and written instructions; ability to get along with others: ability
to maintain neat and tegible records: ability to operate a keyboard; clerical aptitude; courtesy and
tact: dependability: physical condition commensurate with the demands of the position.

Interested applicants may apply directly to the Department of Public Works at 845-
986-3358. Position is open until filled.



