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November 17, 2011
Dear Concerned Community Official:

The City of Xenia is accepting applications for the Civil Service Exam for:

CLERICAL POSITIONS
In light of your interest in community affairs, we are soliciting your help and welcome your assistance in recruiting minority applicants for this Civil Service exam.  Attached is a copy of the "Examination Announcement" with test information and application filing requirements.   

Applications will be available on Tuesday, November 22, 2011 at the City Hall Reception Desk, 101 N. Detroit Street, Xenia, Ohio, or on our website at www.ci.xenia.oh.us (click “Employment Opportunities”).  
Completed applications must be received by the City of Xenia Human Resources Department no later than 5pm Tuesday, December 6, 2011.  

We look forward to working with you.  If you or any potential applicants have any questions, please contact me at 376-7273.
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Sincerely,

Jacqueline Potter
Human Resources Director

Please see attached job description.
EXAMINATION ANNOUNCEMENT

CLERICAL POSITIONS

ANNOUNCEMENT DATE:
  November 22, 2011

The City of Xenia is accepting applications to establish an eligibility list for clerical positions. All vacancies (full-time, part-time, and/or temporary) will be filled from this list.  Applicants must pass both the written exam and testing using Microsoft® Word and Excel, and keyboarding forty (40) words per minute with accuracy prior to certification of the eligibility list.  


DEFINITION:
Under general supervision to perform varied word processing and clerical work that often requires the exercise of independent judgment; and to do related work as required.

TYPICAL TASKS (Illustrative Only): Checks forms, records, reports, applications and other materials for accuracy, completeness and conformity with established procedures; Makes routine follow-up to secure required additional information; Types letters and other material from rough drafts, marginal notes or verbal instructions; Posts a variety of information from standardized media to various types of control records; Maintains files where discretion is involved in assigning items to their proper place; Composes routine correspondence; Notifies other employees and members of the public of routine actions; Assembles information from various sources for records and reports; Computes and extends figures; Answers inquiries about routine procedures and policies;  Maintains inventories and mailing lists; Orders supplies; Collects fees and prepares invoices.   

EMPLOYMENT STANDARDS: Completion of secondary education, or equivalent and completion of additional coursework or experience in general office practices and procedures and Windows® applications; must demonstrate proficiency with Microsoft® Word and Excel; and must demonstrate ability to type a minimum of forty (40) words per minute with accuracy. 

ESSENTIAL JOB FUNCTIONS: Effectively communicate orally and in writing; ability to work well with others; ability to identify what information is needed by others for effective action; ability to deal in a fair and courteous manner with a variety of individuals; ability to effectively record, document and process complex information in a timely manner; ability to fulfill requests or otherwise provide services, accurate information, or assistance in a courteous and timely manner; ability to safeguard sensitive or confidential information from intentional or unintentional disclosure; ability to maintain an accurate and legible record of official City business; ability to answer routine telephone inquiries in a courteous, polite and timely manner; ability to perform basic mathematics; ability to sort, compile and prepare documents or reports.

SALARY RANGE:
$30,888.00 to $44,803.20, annually

APPLICATIONS:
Completed applications must be received at the City Reception Desk, First Floor, City Hall, 101 North Detroit Street, Xenia, Ohio, prior to 5:00 p.m., Tuesday, December 6, 2011.

EXAMINATION: 
Written test will be conducted at 6 p.m. on Thursday, December 15, 2011, at the Greene County Job & Family Services Media Room, 541 Ledbetter Road, Xenia, Ohio. Microsoft® Word and Excel, and keyboard skills will be tested by appointment using a computer based assessment process. You must pass both the written and skills tests before certification. PROOF OF IDENTITY (PHOTO I.D.) WILL BE REQUIRED TO ENTER AND TAKE EXAM.

All applicants for entrance and promotional written examinations and secondary testing must be present at the test site prior to the starting time.  No provisions exist for late arrivals or personal circumstances.

PRE-EMPLOYMENT DRUG SCREENING WILL BE REQUIRED OF ALL NEW HIRES. 
THE CITY OF XENIA IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER. WE ENCOURAGE APPLICATION FROM MINORITIES, WOMEN AND DISABLED INDIVIDUALS.

