CITY OF NORWICH ANNOUNCES

Assistant Superintendent of DPW

Civil Service Exam held in the City of Norwich.

Exam Date Exam Number Application Fee Application Deadline
April 5, 2025 70001490 $15.00 for City Residents February 27, 2025

$20.00 for non-residents

*The non-refundable Application and Administrative Fee must be submitted at time of application.

A “fee waiver” is available to candidates who meet the requirements.

It is the applicant’s responsibility to clearly show that they meet the minimum qualifications for the position.

Salary:  $88,608 - $102,785

Vacancy: This examination is being held to establish an Eligible List to fill all future Full-time vacancies in this
title, which may occur during the life of the Eligible List. An eligible may receive only one Permanent
appointment from the Eligible List. Once appointed, there will be a probation period of 8-52 weeks based on
performance of duties.

Residency Requirements: Candidates must be legal residents in the State of New York for at least one month
immediately preceding the date of the written test. Preference in certification for appointment may be given to
successful candidates who have been residents of the municipality in which appointment is to be made for at least
one month immediately preceding the date of the written test.

Minimum Qualifications:

1. Possession of a bachelor’s degree in civil or environmental engineering or a related field and
two years of responsible experience in the operation of a water, wastewater system or in the
design, construction and operation of municipal public works, such as sewers, streets, bridges,
water mains, pumping stations, treatment plants, or similar projects, including two years in a
supervisory or administrative capacity; or

2. Possession of an associate degree in civil or environmental engineering or a
related field and five years of responsible experience in the operation of a water,
wastewater system or in the design, construction and operation of municipal
public works, such as sewers, streets, bridges, water mains, pumping stations,
treatment plants, or similar projects, including two years in a supervisory or
administrative capacity; or

3. Graduation from high school or possession of a high school equivalency diploma
and eight years of responsible experience in the operation of a water, wastewater
system or in the design, construction and operation of municipal public works,



such as sewers, streets, bridges, water mains, pumping stations, treatment plants,
or similar projects, including two years in a supervisory or administrative
capacity; or

4. An equivalent combination of training and experience as defined by the limits of
the above, sufficient to demonstrate the ability to perform the work.

*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.

Special Requirements:
1. Candidate must possess a valid NYS driver’s license at the time of appointment.

2. The following licenses are preferred but not required.
a. Grade III Wastewater Treatment Plant Operators certificate issued by the
NYS Department of Environmental Conservation.
b. Grade D, C, IIB and IIA Water Treatment Operators Certificate issued by
NYS Department of Health, IA and IB certificates are desirable.
c. SA NYSDEC Aquatic pesticide Certificate.

Anticipated Eligibility: Applicants who lack thirty days, or less, of meeting the minimum qualifications by the
date of the examination will be admitted conditionally to the examination. However, proof of the additional days’
qualification must be submitted prior to the establishment of the eligible list.

Job Description: Work involves direct day-to-day supervision and planning of work for the Cities Department of
Public Works which includes streets, sewers, water, sidewalks, parks, buildings, and other public work functions.
Work includes participation in actual work efforts and includes inspections, laboratory, equipment maintenance
and repair, equipment operation, operation coverage and other duties. Work is performed under the direction of
the Superintendent of Public Works and involves direct supervision over the work of others. Does related work as
required.

Background Investigation: Candidates may be subject to a thorough background investigation to determine
suitability for appointment. Applicants may be required to authorize access to educational, employment, criminal
history and other record checks as part of such investigation. Criminal convictions or other offenses are subject
to evaluation and may result in disqualification.

Subject of Examination:

Maintenance and reconstruction of streets, sidewalks, and curbs: These questions test for knowledge of the
proper methods, materials, and equipment used in the installation, repair, and upkeep of street surfaces, utility



access holes, gutters, catch basins, curbing, and sidewalks, including ice and snow removal and control.

Maintenance and construction of sanitary and storm sewer systems: These questions test for knowledge of
the proper methods, materials, and equipment used in the installation, maintenance, repair, and cleaning of
sanitary and storm sewers, catch basins, and related appurtenances; and proper trenching and backfilling
procedures.

Safety practices: These questions test for knowledge of and the ability to apply safety principles related to
public works construction zones, including traffic control, safe use of equipment, and the overall safety of
workers, the traveling public, and the work environment.

Plans, specifications, and technical instructions: These questions test for the ability to understand, analyze,
and perform computations based on technical drawings and written presentations related to public works projects.
All the information needed to answer the questions will be provided in the written material and/or drawings.

Scheduling work and equipment: These questions test for knowledge of work scheduling principles and for the
ability to arrange work and equipment assignments in a manner that will achieve work goals while staying within
scheduling criteria. This may include setting up vacation or work schedules, taking into consideration such
factors as seniority, work skills, duty hours, and shift coverage.

Administrative supervision: These questions test for knowledge of the principles and practices involved in
directing the activities of a large subordinate staff, including subordinate supervisors. Questions relate to the
personal interactions between an upper level supervisor and their subordinate supervisors in the accomplishment
of objectives. These questions cover such areas as assigning work to and coordinating the activities of several
units, establishing and guiding staff development programs, evaluating the performance of subordinate
supervisors, and maintaining relationships with other organizational sections.

Use of calculators is recommended.

Test guide: 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 'General Guide to Written Tests'
helpful in preparing for this test. This publication is available on line
at:https://www.cs.ny.gov/testing/testguides.cfm.

Applications and further information may be obtained by visiting the City of Norwich Department of Human
Resources website at https://www.norwichnewyork.net/government/human-resources.php.

It is the candidate’s responsibility to keep their contact information (email address, phone number & USPS
mailing address) current. To be considered for preference in certification based on residency, you must include
the city you live in.

If candidate fails to receive an admission letter at least seven days prior to the examination date, you should
contact the Department of Human Resources directly.



Most written tests are held on Saturdays. If you cannot take the test on the announced test date due to a conflict
with a religious observance or practice, check the box under “Religious Accommodation”. We will make
arrangements for you to take the test on a difference date (usually the following business day).

Disabled persons: If special arrangements for testing are required, indicate this on your applications form.

CROSSFILER: Applying for Civil Service Examinations in Multiple Agencies When the Exams are Scheduled
on Same Date: If you have applied to take a written test for other local jurisdictions (county, town, city)
scheduled on the same test date as this written test, you must notify each of the local jurisdictions no later than
two weeks before the test date of the test site at which you wish to take your examination, so they can make
arrangements for taking all tests at one test site. All examinations for positions in State government will be held
at a State Examination center. You must provide a list of all exam titles, numbers and locations for which you
have applied.

*The required NON-REFUNDABLE application and administrative fees must be submitted at time of
application. If your application is disapproved, the fees will not be returned to you. Do not send cash. If you are
approved and do not appear for the examination, you forfeit the fees as no refunds will be made. In accordance
with Civil Service Law, Section 50.5(b) an exception to the fee requirements will be made only for persons who
are unemployed and primarily responsible for the support of a household or who are receiving public assistance.
The Fee Waiver Form can be at the City of Norwich, One City Plaza Norwich NY 13815 or online at
https://www.norwichnewyork.net/pdfs/Civil-Service-Fee-Waiver.pdf.

Special requirement for appointment in school districts or BOCES: Per Chapter 180 of the Laws of 2000,
and by regulations of the Commissioner of Education, to be employed in a position designated by a School
District or BOCES as involving direct contact with students, a clearance for employment from the State
Education Department is required.

In conformation with Section 85-a of the Civil Service Law, children of firefighters and police officers killed
in the line of duty shall be entitled to receive an additional ten points in a competitive examination for original
appointment in the same municipality in which his or her parent has served. If you are qualified to participate in
this examination and are a child of a firefighter or police officer killed in the line of duty in this municipality,
please inform this office of this matter when you submit your application for examination. A candidate claiming
such credit has a minimum of two months from the application deadline to provide the necessary documentation
to verify additional credit eligibility. However, no credit may be added after the eligible list has been established.

Any member of the Armed Forces of the United States of America, who having duly filed an application to
compete in a scheduled competitive examination for Civil Service employment by the State of New York or any
of its subdivisions and who due to active military duty is deprived of the opportunity to compete in such
examination shall be provided with an opportunity to compete, under terms and conditions deemed appropriate
by the State Department of Civil Service or Municipal Commission, by way of a special military make-up
examination.

Evaluation of foreign post-secondary education: Your degree and/or college credit must have been awarded by
a regionally accredited college or university or one recognized by the New York State Education Department as
following acceptable educational practices. If your degree and/or college credit was awarded by an educational
institution outside of the United States and its territories, you must provide independent verification of



equivalency. You can write to this Department for a list of acceptable companies providing this service, you must
pay the required evaluation fee.

Public Service Loan Forgiveness Program (PSLFP) — The PSLFP Program is intended to encourage
individuals to enter and continue to work full-time in public service jobs. Under this program, you may qualify
for forgiveness of the remaining balance on your (Direct Loan) loans after you have made 120 qualifying
payments on those loans while employed full-time by certain public service employers. For more information
about this program go to: https://studentaid.gov/manage-loans/forgiveness-cancellation/public-service

The City of Norwich is an Equal Opportunity Employer and, as such, offers equal opportunities for all
qualified applicants with no discrimination as to age, race, color, creed, sex, national origin, sexual orientation,
military status, predisposing genetic characteristics, marital status, domestic violence victim status or disabilities
and in certain circumstances pursuant to Executive Law 295, conviction record. Any person with a disability
requesting reasonable accommodations in order to participate in examinations will be accommodated.

This examination is announced and will be rated in accordance with Section 23-2 of the Civil Service Law. The
provisions of the New York State Civil Service Law and Rules and Regulations dealing with the rating of
examinations will apply to this examination.

Posted: 1/2/2025



