PLEASE POST CONSPICUOUSLY

EXAM ISSUED ON 07/20/15
GREENE COUNTY CIVIL SERVICE

411 Main Street, 3rd Floor, Catskill, NY  12414

518-719-3253   ---   www.greenegov.com
Announces an

OPEN-COMPETITIVE EXAMINATION FOR

 AMBULANCE ADMINISTRATOR (Town of Catskill)
EXAM NO:  66586
REFER TO GENERAL INFORMATION ON PAGE 3 BEFORE COMPLETING APPLICATION
LAST FILE DATE:   AUGUST 20, 2015                               EXAMINATION DATE:  SEPTEMBER 26, 2015
(Postmarked no later than 08/20/15)
AMBULANCE ADMINISTRATOR (Town of Catskill):  Currently there is one vacancy within the Town of Catskill.  Preference in appointment may be given to residents within a municipality in which the vacancy is   located. (C.S. Law #23, Par 4, Sub Par A).
RESIDENCY REQUIREMENTS:  Candidates must be legal residents of either, Albany, Columbia, Delaware, Greene, Schoharie or Ulster Counties for at least six (6) months immediately preceding the date of the examination.  Preference in appointment may be given to Greene County Residents.  (C.S. Law#23, Par 4, Sub Par A)

NON-REFUNDABLE FILING FEE:  A $15 check or money order must be submitted with your application.  
                                                                                                               Cash not accepted 
SALARY:   $55,050 per year
MINIMUM QUALIFICATIONS: (By the last filing date must meet the following requirements)   
A. Graduation from a regionally accredited or New York State registered college or university with a     Master’s degree and three years of experience managing an emergency medical services operation;  

OR
B. Graduation from a regionally accredited or New York State registered college or university with a  Bachelor’s degree and five years of experience managing an emergency medical services operation;    
OR
C.         An equivalent combination of the training and experience as defined by the limits of (A) and (B) above.
Special Requirement:  If this position requires a driver’s license, possession of a valid New York State Driver’s license is required at time of appointment and this license must be maintained throughout employment.

TYPICAL WORK ACTIVITIES:  (Illustrative Only)

Develop and oversee the procedures, regulations and guidelines of the Ambulance Service and see that they are 
  effectively implemented; Review all requirements of the NYS and Greene County agencies that govern emergency medical services delivery and safety and ensure that the Ambulance Service is in compliance; Prepare and submit an 
  annual budget; Manage financial responsibilities of the Ambulance Service, including accounts payable and accounts receivable; Oversee the purchase of supplies, equipment, uniforms and other materials in accordance with 
  the Town’s established procedures; Oversee the fleet maintenance, repair and purchases; Oversee maintenance of the Ambulance Service facilities; Establish procedures for drug and medical supplies inventory; Determine computer 
  equipment needs and make recommendations for the purchase of computer hardware, software, and peripheral equipment; Recruits and hires ambulance personnel; Establish and maintain work schedules; Implements counseling 
  and disciplinary procedures when necessary; Make sure all personnel meet and maintain proper certifications and licenses; Conduct staff training; Respond to calls and evaluate staff at site of incident; Serve as liaison and attends

`
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meetings with NYS Health Department, Regional Emergency Medical Organization (REMO), Greene County 
  Emergency Medical Services Council and other pertinent organizations; Provide public services, such as CPR, first aid class, blood pressure clinics, etc.; Oversee communications between the Ambulance Service and the community; 
  May respond to emergency service calls when needed; Upon request of Town Board, may prepare and present operational reports.
SUBJECTS OF EXAMINATION: A written test designed to evaluate knowledge, skills and /or abilities in the following areas: 

1.  ADMINISTRATION:  These questions test for knowledge of the managerial functions involved in directing an organization or an organizational segment. These questions cover such areas as: developing objectives and formulating policies; making decisions based on the context of the administrator's position and authority; forecasting and planning; organizing; developing personnel; coordinating and informing; guiding and leading; testing and evaluating; and budgeting. 

2.  EDUCATING AND INTERACTING WITH THE PUBLIC:  These questions test for knowledge of techniques used to interact effectively with individuals and/or community groups, to educate or inform them about topics of concern, to publicize or clarify agency programs or policies, to negotiate conflicts or resolve complaints, and to represent one's agency or program in a manner in keeping with good public relations practices. Questions may also cover interacting with others in cooperative efforts of public outreach or service. 

3.  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. 

4.  SUPERVISION:  These questions test for knowledge of the principles and practices employed in planning, organizing, and controlling the activities of a work unit toward predetermined objectives. The concepts covered, usually in a situational question format, include such topics as assigning and reviewing work; evaluating performance; maintaining work standards; motivating and developing subordinates; implementing procedural change; increasing efficiency; and dealing with problems of absenteeism, morale, and discipline. 

5.  UNDERSTANDING AND INTERPRETING WRITTEN MATERIAL:  These questions test how well you comprehend written material. You will be provided with brief reading selections and will be asked questions about the selections. All the information required to answer the questions will be presented in the selections; you will not be required to have any special knowledge relating to the subject areas of the selections. 

The New York State Department of Civil Service has not prepared a test guide for this examination. However, candidates may find information in the publication "How to take a written test" helpful in preparing for this test. This publication is available on line at: www.cs.ny.gov/testing/localtestguides.cfm 

(SEE REVERSE SIDE FOR GENERAL INFORMATION)
