
City of Oneida Civil Service Commission 
109 N. Main Street   Oneida,  NY  13421 

 

Announces an Open Competitive Exam for  
Oneida Housing Authority 

Occupancy Specialist #60882 
  

Date of Exam:  December 05, 2020     Last day to file:  November 02, 2020  
Salary:  $40,314.00/year              (Must be received be close of business NOT Postmarked)  
     
          
APPLICATION FEE: A $15.00 application fee is required and must accompany the application.  
Cash is accepted: Check or money order should be made out to:  CITY CHAMBERLAIN. 
 

USE OF CALCULATORS IS RECOMMENDED 
  
MINIMUM QUALIFICATIONS: Either: 

a.  Three (3) years of full time paid experience in examining, investigating or evaluating claims for 
assistance, veterans or unemployment benefits, insurance of a similar program operating under 
established criteria for eligibility or in a recognized social work program;  OR 

b. Graduation from a regionally accredited or NYS registered two (2) year college with an Associate 
Degree and one (1) year of experience as described in (a) above;  OR 

c. An equivalent combination of training and experience as defined above. 

 
DISTINGUISHING FEATURES OF THE CLASS:  
 This work involves carrying out the investigation policies of the Housing Authority with respect to admission to 
tenancy and verification of income for continued occupancy.  Coordinates the Authority’s recreational and social 
activities.  Work is performed under the general supervision of the Executive Director of the Housing Authority.  
Does related work as required. 
  
SUBJECTS of EXAMINATION:  A written test designed to evaluate knowledge, skills and /or abilities 
in the following areas: 
 
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.  

 



Understanding and interpreting numerical data related to community development and housing 
These questions test for the ability to understand and interpret numerical data related to community 
development and housing. The data will be presented in formats such as tables and charts. All the information 
needed to answer the questions will be provided in the data presented. You may be required to perform basic 
mathematical functions such as addition, subtraction, multiplication, and division and to calculate averages and 
percentages.  

 
You should bring with you a hand-held battery- or solar-powered calculator for use on this test. You will not be 
permitted to use the calculator function of your cell phone or other electronic devices.  

Understanding, interpreting and applying housing and community development laws, rules and 
regulations 
These questions test for the ability to understand, interpret, and apply a variety of federal and State housing and 
community development laws, rules, and regulations. You will be provided with a brief reading selection based 
on or extracted from a passage of legal text. You must read the selection and then answer one or more questions 
based on that selection. All the information needed to answer the questions will be provided in the reading 
selections.  

Interviewing 
These questions test for knowledge of the principles and practices employed in obtaining information from 
individuals through structured conversations. These questions require you to apply the principles, practices, and 
techniques of effective interviewing to hypothetical interviewing situations. Included are questions that present 
a problem arising from an interviewing situation, and you must choose the most appropriate course of action to 
take.  

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. 
 
 
TYPICAL WORK ACTIVITIES: 

•  Accepts, records, codes and verifies application for tenancy; 
• Conducts investigations through home visits, interviews with tenants, and interviews with employers or 

current landlords; 
• Reviews eligibility of applicants for occupancy; 
• Recommends approval or rejection of tenants income; 
• Conducts income verifications of existing tenants income; 
• Computes aggregate annual income; 
• Maintains occupancy records including family composition and income; 
• Coordinates recreation and social activities acting as liaison between tenant and management; 

https://www.cs.ny.gov/testing/testguides.cfm


• Types, records, reports and correspondence; 
• Performs a variety of related duties in relation to managing housing units. 

 
 
FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES and PERSONAL 
CHARACTERISTICS:  

• Good knowledge of investigation procedures, tenant selection and the applicable provisions of the 
Public Housing Law related to tenant selection; 

• Good knowledge of arithmetic;, business English and composition; 
• Good skills in interviewing and meeting with the public; 
• Ability to conduct independent investigations of facts; 
• Ability to organize, conduct and coordinate group recreation and social activities; 
• Ability to type at an acceptable rate of speed; 
• Ability to get along with others; 
• Physical qualifications commensurate with demands of the position. 

 
 

Saturday Sabbath Observers – Disabled Persons and Military Personnel 
called to Active Duty: 

 
If special arrangements for testing are required, indicate this on your application form.  Form may 
be downloaded online and/or picked up at City Hall in the Civil Service Office. 
 

The City of Oneida is an Equal Opportunity/ Affirmative Action Employer 
 

Applications and additional information are available in the Civil Service Office, 
City Hall (2nd floor), 109 N. Main Street, Oneida,  NY  13421 

315-363-2022 or download at our website www.oneidacity.com 
 

Submitted by:   Beverly Aldridge  
Executive Secretary to the Commission       Prepared:  09/30/20 

 
 
 

  

 

 

 

 

 

http://www.oneidacity.com/
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