Data & Purchasing Clerk in Recycling Dept. @ OCRRA

The Onondaga County Resource Recovery Agency [OCRRA] has an immediate full-time opportunity for a
Data & Purchasing Clerk in our main offices. We are recruiting based on the Onondaga County Civil Service
“Rules for Classified Service” in accordance with Rule XI and Rule XII.

OCRRA is looking for a hard-working, team member who can support the Recycling department by
effectively compiling vendor data, following procurement guidelines in purchasing and track some
general expenditures. These duties are integral to the department and require someone who is
detail oriented. The position reports directly to the Program Supervisor in Recycling under the
general umbrella of the Director of Recycling & Reduction.

The qualified candidate will be available to work daytime hours, Monday through Friday. Our main
offices are located at 100 Elwood David Road, North Syracuse, NY 13212.

OCRRA offers a competitive salary, NYS pension and generous company supported fringe benefits
including medical, dental and vision insurance. We also offer accrued time off for sick, vacation and
personal days and a NYS Deferred Compensation savings plan. The annual salary range is $40,500 -
$46,000, commensurate with experience.

Although the primary duties include data gathering and entry, you may find the tasks include speaking to
vendors and/or customers over the phone, or in-person from time to time.

The right candidate will possess good verbal & written communication and computer skills, have a working
knowledge of computer software and be organized. Additionally, the candidate should be able to lift up-to
40 Ibs. and have the mobility to move supplies.

Send an application, resume, and letter of interest to Michca Ballard-Fortin, OCRRA, 100 Elwood Davis
Rd, North Syracuse, NY 13212 or email your response to hr@ocrra.org.

Applications can be obtained on the Employment page at OCRRA.org or at our Elwood Davis Road office.

OCRRA is an equal opportunity employer.

Be part of a team working to improve the environment.

Job Type: Full-time.

Salary: From $40,500. — $46,000 annually based on experience.

/mb-f June 2025
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CLERK | Onondaga County Civil Service Job #00100
(Open Competitive)

DISTINGUISHING FEATURES OF THE CLASS

The work involves responsibility for performing clerical duties of a routine nature. Under immediate
supervision, an employee in this class performs routine clerical work in compliance with written
guidelines and procedures. Detailed instructions are received at the beginning of work and on new
assignments, but regular routine assignments are performed more independently and some initiative
and judgment is utilized as experience is gained. Assignments to the employee include use of standard
office equipment where conditions of the work do not necessitate previous training in their use. Work
is supervised and reviewed by superiors upon completion for content and accuracy. Although the varied
tasks and activities performed may include those typical of other entry-level clerical classes such as
Typist, these activities usually occupy only a minor part of the overall job and are done in support of the
basic activities. The use of CRT's when they are used as a tool for filing or obtaining information is not a
distinguishing factor in classification. Incumbents may be required to successfully pass a background
check. Does related work as required.

TYPICAL WORK ACTIVITIES

e Posts simple and routine data to various departmental records and compiles reports based on
tabulations of posted data and simple arithmetical computations.

e Receives and screens applications, vouchers or other forms for accuracy of content and
compliance with procedural and regulatory requirements.

e Sorts, indexes and files documents, reports, vouchers, correspondence and other material.

e Answers telephone, takes messages, relays information directly to employees or over a
telecommunications system.

e Acts as receptionist, directing callers to proper person or office and gives information of a routine
nature.

e Opens, sorts and distributes mail; may collect and credit bills.

e Gives routine information regarding departmental procedure in person or by telephone.
e May operate a variety of office equipment.

e May relieve telephone switchboard operator.

e May occasionally type envelopes, forms and brief reports. This should not be a full-time activity
requiring the speed and accuracy expected of a Typist.

e May use a Data Entry Terminal or Personal Computer (PC) for filing or obtaining information.



When Assigned to The Onondaga County Health Department:

Participates in public health preparedness activities as trained and assigned.

FULL PERFORMANCE KNOWLEDGE SKILLS ABILITIES AND PERSONAL CHARACTERISTICS

Working knowledge of general office terminology, procedures, equipment and clerical
techniques.

Ability to perform clerical operations with letters and numbers.

Ability to understand and follow oral and written instructions.

Ability to perform arithmetic computation and tabulations accurately and with reasonable speed.
Ability to learn assigned tasks readily and to adhere to departmental routines.

Ability to use common office equipment including equipment having alphanumeric keyboards,
photocopiers and CRT's.

Clerical aptitude.

MINIMUM QUALIFICATIONS

None
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