L_ewiston-Porter Central School District

One Purpose. Your Pathway. Our Promise.

Job Posting: 2371 09 26 Senior Typist:
12-month, Probationary

Position Summary: Lewiston-Porter seeks to fill the following Clerical Position: Senior
Typist (Clerical 11) at the Intermediate Education Center. Position
is twelve (12)-month, eight (8.0) hours per day. Position to begin
January 1, 2027.

Position hired through the Niagara County Civil Service HELP
program: No civil service test is required. HELP Program criteria
and job description for Senior Typist (Clerical 1) attached.
Position includes full benefits, paid time off, New York State
Employee Retirement System membership and district
retirement incentive eligibility.

I Qualifications: Must meet the minimum qualifications of the attached Niagara I
County Civil Service job description.
I Compensation: $18.69 - $20.94 per hour, commensurate with experience per LPAP I
current Collective Bargaining Agreement salary schedule.
Application Period: September 24, 2026 through September 30, 2026.

All applications must be submitted by the close of the
business day on September 30, 2026.
Application Procedure: | Submit the following:
e Letter of Interest
e Resume
e Non-Instructional and Substitute Teaching Application
e Niagara County Civil Service Application
Both applications can be found online at www.lew-port.com
Apply to: Lewiston-Porter Central School District
Office of Personnel Office and Human Resources
4061 Creek Road, Youngstown, NY 14174

Contact: Jodee Riordan, Personnel Specialist: 716-286-7242
jriordan@Ilew-port.com

Lewiston-Porter Central School District
Office of Personnel and Human Resources
4061 Creek Road, Youngstown, NY 14174

Phone: 716-286-7242 Fax: 716-286-7877


chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.lew-port.com/cms/lib/NY19000328/Centricity/Domain/8/Non-Instructional%20and%20Sub%20Application.pdf
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DEPARTMENT: MUNICIPALITIES
CLASSIFICATION: COMPETITIVE
APPROVED: JULY 9, 2020

SENIOR TYPIST

DISTINGUISHING FEATURES OF THE CLASS: Performs moderately difficult and varied typing and clerical tasks in
accordance with standard procedures and policies. Although most of this work follows an established routine, its efficient
completion requires the application of independent judgment in the application of prescribed procedures and methods to
routine cases and a general understanding of specific law, office rules, procedures, terminology and policies. Unusual
problems or situations not previously encountered are referred to supervisor before action is taken. Depending upon the
nature of the assignment, work may be completed under direct or general supervision. Supervision may be exercised over the
work of a small number of subordinate clerical workers by assigning and assisting them in the less complex work of the
department or section. This position is distinguished from Typist in the greater difficulty of tasks and a higher level of
responsibility. Does related work as required.

TYPICAL WORK ACTIVITIES:

1. Types financial reports, statistical data, invoices, vouchers, purchase requisitions, correspondence, meeting
minutes, reports and other documents as assigned using a computer keyboard and/or typewriter when necessary;
2. Prepares various reports, computer spreadsheets and/or completes forms requiring the collection of

information/data;

3. Sorts, indexes and files correspondence, invoices, requisitions, charts, reports and other office records;

4. Reviews reports and other documents for completeness, accuracy and conformity with established procedures;

5 May assign work, reviews completed work, maintains a record of completed work and instruct new employees in
the specialized clerical work of the office;

6. Composes and types routine correspondence;

7. Collects funds and accounts for monies received:;

8. Assists in proofreading typewritten and printed material;

9. Answers telephone, re-directs phone calls, provides routine information and acts as a receptionist when necessary;
10. Maintains and prepares routine office records including employee time and attendance records;

11. Operates standard office equipment including copier, adding machine, calculator and personal computer;

12. May be assigned more responsible administrative duties when employed in a small department.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Good knowledge of business arithmetic and English; good knowledge of office terminology, procedures, and equipment;
ability to have good clerical computer skills; ability to operate an alpha-numeric keyboard at an acceptable rate of speed and
accuracy; ability to understand and follow verbal and written directions; ability to maintain accurate records; ability to write
legibly; ability to get along well with others and interact effectively with the public; ability to maintain confidentiality;
clerical aptitude; mental alertness; neatness of appearance; tact and courtesy; good judgment; physical condition
commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

PROMOTIONAL.: One (1) year permanent competitive experience as a Typist.

OPEN COMPETITIVE:
1 Graduation from a regionally accredited college or university or one accredited by the New York State Board of
Regents to grant degrees with an Associate’s degree in a business-related field; OR

2. Graduation from high school or possession of a high school equivalency diploma and one (1) year of paid office
clerical experience.

NOTE: Part-time experience will be pro-rated. Store clerk or cashier experience is not qualifying experience.
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