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Notice of Job Opening 
 

Position: Information Clerk III (NY HELPS Program) 

 

 

Applicants must meet the requirements outlined in the enclosed job 

description. 

 

PLEASE NOTE: This position is in the NY HELPS Program, which is 

under the Non-Competitive class until the expiration of the program. 

Department: Neighborhood & Community Services 

Vacancies to be filled: 1 

Rate of Pay: 
$44,340 - 62,670 Annually 

Commensurate with qualifications and experience 

Schedule: 37.5 hours/week; 8:00 a.m. - 4:30 p.m.   

Application Deadline: Until Filled 

 
All applicants must submit an application online via jobs.albanyny.gov 

to be considered for the job opening. 

Residency Preference: Preference in hiring is given to qualified City of Albany residents. All 

candidates must reside in the following counties at the time of 

appointment and throughout their employment. Proof of residency will 

be required at time of appointment. 

o Albany County 

o Rensselaer County 

o Schenectady County 

o Saratoga County 

o Greene County 

o Columbia County 

o Schoharie County 
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INFORMATION CLERK III 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  This work involves clerical tasks 

which assist the agency or department by fulfilling certain public and administrative 

needs such as: maintaining files, compiling and disseminating information. The 

incumbent in this position generally performs routine clerical work and may assist in 

performing more difficult and responsible clerical duties. Work may involve contact with 

the public requiring the explanation of office policies or applicable regulations.  

Immediate supervision is provided.  The difference between Information Clerk II and an 

Information Clerk III is that the Information Clerk III performs more complex clerical 

work and may act as lead worker within the office overseeing routine tasks of lower 

clerical staff. 

 

 

TYPICAL WORK ACTIVITIES:  (Illustrative Only) 

 

 Enters purchase order requisitions; 

 Processes accounts payable for department purchasing; 

 Maintains departmental records or files; 

 Orders and maintains office supply inventory; 

 Furnishes information to the public, visitors, clients; 

 Distributes mail, incoming and outgoing; 

 Answers telephones and provides information as required; 

 Enters and retrieves information in an automated information system; 

 Performs related work as required. 

 

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 

CHARACTERISTICS: 

 

 Thorough knowledge of the organization, its departments and structure, and their 

relationship with outside agencies; 

 Good knowledge of personal computers; and office equipment; 

 Good knowledge of English, spelling and arithmetic; 

 Ability to understand and carry out oral and written directions; 

 Ability to clearly express ideas both orally and in writing; 

 Ability to complete multiple tasks under time constraints imposed by the nature of the 

job; 

 Ability to use communications and telephone equipment; 

 Ability to deal calmly and effectively with co-workers and the public; 

 Good judgement in dealing with co-workers and the public; 

 Neat personal appearance; 

 Courtesy; 
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 Tact; 

 Reliability; 

 Accuracy; 

 Clerical aptitude and mental alertness; 

 Physical condition commensurate with the requirements of the position. 

 

 

MINIMUM QUALIFICATIONS:  
 

A. Possession of a Bachelor’s Degree (or higher) and one (1) year of general clerical 

and/or customer service experience, OR; 

 

B. Possession of an Associate’s Degree and three (3) years of general clerical and/or 

customer service experience, OR; 

 

C. Graduation from high school or a high school equivalency diploma and five (5) 

years general clerical and/or customer service experience. 

 

Note: Your degree must have been awarded by a college or university accredited by a 

regional, national, or specialized agency recognized as an accrediting agency by the U.S. 

Department of Education/U.S. Secretary of Education. If your degree was awarded by an 

educational institution outside the United States and its territories, you must provide 

independent verification of equivalency. A list of acceptable companies who provide this 

service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You 

must pay the required evaluation fee. 

 

 

NOTE:   

 

Position may require ability to work Saturdays, Sundays, and holidays; and able to work 

shift assignments during the day, evening and nights.  
 
 
Issued:  12/27/2017 

Revised: 10/01/2024 


