<t Rockland County

PERSONNEL

DISCOVERY EXPEDITER (OC)
NYS #88946010 RC/EL #24179

Examination to be held September 14, 2024; Last filing date August 5, 2024

A $15 non-refundable application filing fee is required. Please refer to Supplement A for further
information regarding the application/examination process. Applications are available at:
https://mycivilservice.rocklandgov.com/exams.

1. If applying online, completed applications and electronic payment must be submitted by 11:59 PM EST on the
last filing date.

2. If applying by mail, completed applications must be postmarked no later than the last filing date accompanied
by a check or money order made payable to the Rockland County Commissioner of Finance.

POSITION EXISTS IN: Rockland County District Attorney’s Office.

RESIDENCE REQUIREMENTS: Candidates must be legal residents of Rockland County at the time of examination.

SALARY: The starting salary is $27.73 per hour for a 35-hour work week with Rockland County District Attorney’s office.
Salary will be pro-rated for less than full-time positions.

WHAT THE JOB IS LIKE: This is specialized clerical work involving the responsibility for the collection, processing and
handling of a variety of information and materials necessary to comply with the Criminal Justice Reforms discovery process
for all legal cases handled by the Rockland County District Attorney’s Office. The work is performed under the direct
supervision of a higher-level administrator. Does related work as required.

When completing the application, your description of experience must specify the dates of your employment, the
number of hours worked per week, your title, and the main duties for each. Be specific; vagueness will not be
resolved in your favor. Candidates who submit incomplete applications or documentation may be disqualified.

MINIMUM QUALIFICATIONS: By examination date, you must have: Graduation from high school or possession of an
equivalency diploma and three (3) years of office clerical experience, of which one (1) year must have been in a law office or
legal setting (e.g., corporate, municipal, private practice, court system).

ALL OUTSTANDING APPLICATION DOCUMENTATION: Must be submitted to the Rockland County Department of
Personnel no later than two (2) weeks prior to the exam date. Failure to comply with the deadlines set herein may result in
the disapproval of your application; disqualification from sitting for the examination; and/or disqualification from a resulting
list of eligible candidates. These deadlines are subject to change by the Rockland County Department of Personnel upon
notice to a candidate.

SUBJECT OF WRITTEN EXAMINATION:

1. Advising and Interacting with Others — These questions test for the ability to interact with other people in order to gather
and present information and to provide assistance and advice in a courteous and professional manner.

2. Preparing Written Material — These questions test for the ability to present information clearly and accurately, and to
organize paragraphs logically and comprehensibly. For some questions, you will be given information in two or three
sentences followed by four restatements of the information. You must then choose the best version. For other questions,
you will be given paragraphs with their sentences out of order. You must then choose, from four suggestions, the best
order for the sentences.

3. Understanding and Interpreting Written Material — These questions test for the ability to understand and interpret written
material. You will be presented with brief reading passages and will be asked questions about the passages. You should
base your answers to the questions only on what is presented in the passages and not on what you may happen to know
about the topic.

USE OF CALCULATORS IS ALLOWED FOR THIS EXAMINATION

TEST GUIDE: A Guide for the Written Test for Legal Services is available at the New York State website:
https://www.cs.ny.gov/testing/testguides.cfm or the Rockland County Department of Personnel website:
https://rocklandcountyny.gov/departments/personnel/applicant-candidate-resources-forms. If you do not have access to the
internet, you may contact the Rockland County Department of Personnel to request a copy at (845) 364-3737 or
RCEXAMS@co.rockland.ny.us.
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