TOWN OF LANCASTER
HIGHWAY DEPARTMENT
525 PAVEMENT ROAD

LANCASTER, NY 14086

Daniel Amatura
Highway Superintendent

Tel (716)683-3426

Fax (716)685-0271

May 10, 2019

TOWN OF LANCASTER
HIGHWAY DEPARTMENT

The Town of Lancaster Highway Department is accepting applications for the position of
Clerk. This position is a part-time temporary seasonal position, not working more than
five months, without benefits.

For further information, please refer to the following outline of qualifications and
responsibilities. Candidate must have computer skills, Arc Geographic Information
System and Excel knowledge, collect data and perform on line projects. Questions may be
directed to Dan Amatura, Highway Superintendent at 683-3426 or
damatura@lancasterny.gov.

Please send application and resume to the Town of Lancaster Highway Department, 525
Pavement Road, Lancaster, NY 14086. We will be accepting applications until May 21,
2019.
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DISTINGUISHING FEATURES OF THE CIASS: ‘Jham-kinvolvasthel:nrfum;rmnf

in _ ~ routine and standardized clerical
tasks. Work performed under the direct supervision of’ & higher ranking
employes. mtaﬂedinsmimmgivmfarrwassimmntsmﬂpracﬂm.
Does related work as required. |

TYPICAL WORK ACTIVITIES:

Sorts, indestes and files mail, bills, requisitions, ledger cards, and other
material alphabstically and mmerically; ,
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£ cards;
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Answers telephone and gives cut information;
Operates office machines;
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clerical tasks. ;

mmmmsg SKITIS, RBITITTES AND PERSCNAY, CHARACTERISTICS:

Gocd knowledge of office terminclogy, procedures and equipment; working knowledge
of business arithmetic and English; working knowledge of the functions and

of the agency to which assigned; ability to understand and follow
cral and written instructions; ability to write legibly; dependability; clerical
aptitude; tact and courtesy; physical condition commensurate with the demends of
ﬂntmiuﬂi. E

MINTMUIM QUALTFTCATTONS:
Graduation from high school or possession of a high school equivalency diploma.

NOTE: Office clerical experience may be substituted for the high school
requirement on a year for year basis.

NOTE: Verifiable part-time and/or volunteer experience will be pro-rated toward
meeting full-time experience requirenents



