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TRAINING & EXPERIENCE EXAMINATION, OPEN TO THE PUBLIC

CORRECTION OFFICER o

EXAMINATIONNO. 60032030
Steuben County Sheriffs Office

Instructions for completing the online Training & Experience
Ma Y 14 ! 2025 questionnaire between June 15t and June 30t
LAST FILING DATE will be sent to all approved candidates prior to May 30t

APPLICATION FEE HAS BEEN WAIVED FOR THIS TEST.
INCOMPLETE APPLICATIONS WILL BE DISAPPROVED.
See page 2 for details.

SALARY: $48,079 Annually

VACANCIES: Nine vacancies at the present time. The Eligible List resulting from this examination will be used
to fill any appropriate vacancies that may occur in this title during the life of the list.

RESIDENCY REQUIREMENT: Candidates must have been legal residents of Steuben County or one of
the counties contiguous to Steuben in New York State (Allegany, Chemung, Livingston, Ontario,
Schuyler, and Yates) for at least four months immediately preceding the Rating Date.

MINIMUM QUALIFICATIONS: pOSSESSION OF THE MINIMUM QUALIFICATIONS MUST BE CLEARLY DEMONSTRATED ON YOUR APPLICATION,
Graduation from high school or possession of a high school equivalency diploma.

SPECIAL REQUIREMENT(S):
¢ Possession of a Class D New York State Driver license at time of appointment.
o Completion of New York State Commission of Corrections training prior to completion of the
probationary period.

NEW HIRE DRUG SCREENING: New hires will be required to submit to a drug and alcohol screening
prior to employment with Steuben County. Candidate will cover the cost of the screening. A positive
screening will delay and may bar hiring.

DISTINGUISHING FEATURES OF THE CLASS: The work involves responsibility on an assigned shift for
the enforcement of rules and regulations governing the custody, security, conduct, discipline, safety,
and general well-being of inmates at the Steuben County Jail. The duties involve considerable inmate
contact and supervision in a work, recreation, or learning environment. Work procedures are well
defined, but incumbents must be alert to possibilities of emergency situations arising and exercise
sound judgment when problems occur. The work duties may also involve the safety and security of
employees at County owned locations. The work is performed under direct supervision of a Correction
Sergeant with some leeway allowed for the exercise of independent judgment in dealing with day to
day situations in the facility. Does related work as required.

STEUBEN COLINTY IS AN EQUAL OPPORTUMNITY EMPLOYER.
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SUBJECTS OF EXAMINATION: There is no written multiple-choice test. This is an online examination
questionnaire that asks questions about your education, training, and work experience. This online
questionnaire IS YOUR EXAMINATION. If you meet the minimum qualifications, you will receive a rating
based upon an evaluation of your training and experience against the duties of the position being
tested.

Candidates must complete an examination application and return it to the Steuben County Department of Personnel and
Civil Service on or before the last filing date of May 14, 2025.

Approved candidates will be sent a notice containing directions to a website address needed to complete a Training and
Experience Questionnaire.

The Training and Experience Questionnaire will be available June 2025, and approved candidates will be required to
complete and submit this questionnaire between June 1, 2025 and midnight June 30, 2025 Candidates will not be able to
claim any credit for training or experience to be gained after the application filing deadline of May 14,2025.

Candidates who fail to submit their questionnaire by June 30, 2025 will receive the minimum rating of 70.

Note: Individuals can participate in Correction Officer examinations for other municipal civil service agencies to maximize
their opportunity for appointment. Interested candidates will need to separately apply, be registered, and complete the T&E
questionnaire for each municipal civil service agency according to each agency's guidelines. In addition, the application and
T&E questionnaire process for the NYS Correction Officer Trainee exam program is separate from the Correction Officer
T&E exam program for municipal civil service agencies. Visit cs.ny.gov for more information on applying to State exams.

TAKING THE ONLINE T&E EXAMINATION AND PERSONAL NY.GOV ID ACCOUNTS
Approved applicants will need to access the T&E on the Department of Civil Service website. Each applicant will need a
personal NY.GOV ID to participate in the examination. Applicants may already have a personal NY.GOV ID account if they
have used online services for other agencies, such as the Department of Motor Vehicles. They should use the same
personal NY.GOV ID for civil service examination purposes.

Don’t have an NY.gov account? Sign in to your existing NY.gov account

Create Account |z Sign In

Applicants should not create a new personal NY.GOV ID. More information about personal NY.GOV ID’s is available at:
https://www.cs.ny.gov/home/myaccount/. There is a helpful video for applicants at this link. Applicants that require technical
assistance with their personal NY.GOV ID can contact New York State Office of Information Technology (ITS) Service Desk
directly at 844-891-1786 or at fixit@its.ny.qov.

STEUBEN COUNTY 15 AN EQUAL OPPORTUNITY EMPLOVER.
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APPLICATION FEE: WAIVED.
As of July 24, 2023 the Steuben County Legislature has authorized the Personnel Officer to waive all exam fees
for Steuben County until December 31, 2025.

You are urged to compare your qualifications carefully with the requirements for admission and file only for those
examinations for which you are clearly qualified. Assistance is available from our office in person or by
telephone at 607-664-2345.

GENERAL INSTRUCTIONS:

1. Applications and additional information are available at the Steuben County Department of Personnel and Civil Service, Steuben
County Office Building, 3 East Pulteney Square, Bath, New York 14810, or by calling 607-664-2345. Examination announcements
are also available on the Internet at www.steubencountyny.gov .

2. Applications postmarked after midnight of the “Last Filing Date" will be disapproved for this examination. If hand delivered,
applications must be filed in the Steuben County Department of Personnel and Civil Service no later than 5:00 p.m. on the “Last
Filing Date.”

3. Falsification of any part of the “Application for Employment” will result in disqualification and possible legal action. Inquiries may be
made as to character and ability and al! statements made by candidates are subject to verification.

4,  Applicants must answer every question on the application form and provide an original signature. You may include a resume in
addition to completing the application form; however, you may NOT substitute “See Resume” for completing any portion of the
application form. INCOMPLETE APPLICATIONS WILL BE DISAPPROVED.

5, Be sure to KEEP A COPY of your application materials. The Department of Personnel and Civil Service does nof provide copies of
records you submit.

6. Accepted candidates will be notified of when and where to appear for the exam approximately one week before the scheduled date
of the exam. None will be admitted to the examination without the official admission notice. If an application is disapproved, due
notice will be sent.

7. This department does not make formal acknowledgment of the receipt of an application.

If you have not received your notice to appear for the exam by three days before the exam date, call 607-664-2345.

9. TESTING ACCOMMODATIONS: If special arrangements for testing are required (i.e. religious observance, disability, temporary
disability conditions), submit a written request describing your needs with the application form. See Application item #12.

10. INTERVIEW ACCOMMODATIONS: If special arrangements for interviewing are required (i.e. disability, temporary disability
conditions), submit a written request describing your needs with the application form. See Application item #12.

11. VETERANS CREDITS: Active service members, veterans or disabled veterans desiring to claim additional credit may submit an
“Application for Veteran’s Credit” accompanied by the form DD-214 pricr to the establishment of the eligible list. The Form DD-214
may be submitted with your application for examination or at any time prior to the establishment of the resulting eligible list. 1T 1S
YOUR RESPONSIBILITY TO SEE THAT THE FORM DD-214 1S SUBMITTED TO THIS OFFICE. FAILURE TO SUBMIT A COPY
OF YOUR DD-214 TO THIS OFFICE PRIOR TO THE ESTABLISHMENT OF ANY ELIGIBLE LIST WILL RESULT IN NO
ADDITIONAL CREDIT BEING GRANTED.

12. Military Service members on active duty on the exam date may request a military makeup exam by calling 607-664-2345.
Members on active duty or discharged during the exam filing period may apply for the exam up to ten days before the exam date.

13. Per Section 85-a of the Civil Service Law, children of firefighters and police officers killed in the line of duty are entitled to receive
ten additional credits on an exam which may result in an original appointment in the municipality where the deceased parent
served. Candidates eligible for additional credit should indicate this on their exam application.

14, Candidates who fail the examination or who fail to appear for the examination as scheduled will be eliminated from further
consideration.

15. Under specific circumstances, an alternate test date may be arranged in accordance with established policy. Your request and
verifiable documentation should be submitted at least one week prior to the test date or in case of an emergency no fater than 5:00
p.m. on the next business day following the test. See Application item #12.

16. This examination is being prepared by the New York State Department of Civil Service in accordance with Section 23-2 of Civil
Service Law. The provisions of New York State Civil Service Law, Rules, and Regulations dealing with the rating of exams will
apply to this examination. Scoring and rating of the written portion will be performed by the Steuben County Department of
Personnel and Civil Service in accordance with Rule 10 of the Steuben County Civil Service Rules using the State-developed rating
scale. The computer program utilized for the performance test (if applicable) self-scores upon completion.

17. Special Requirement for Appointment in School Districts and BOCES: Per Chapter 180 of the Laws of 2000, and by Regulations of
the Commissioner of Education, to be employed in a position designated by a school district or BOCES as involving direct contact
with students, a clearance for employment from the State Education Department is required.

o
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18. Your degree and/or college credits must have been awarded by a regionally-accredited college or university or one recognized by
the New York State Education Department as following acceptable educational practices. If an educational institution outside of the
United States and its territories awarded your degree andlor college credit you must provide independent verification of
equivalency. You can call or write to our Department for a list of acceptable companies providing this service; you must pay the
required evaluation fee.

19. Unless otherwise noted, 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 will not be permitted to use the calculator function of a cell phone.

STEUBEN COLNTVY IS AN EQUAL OPPORTUNITY EMPLOVER.



