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ANNOUNCEMENT OF ANTICIPATED TRANSFER OPPORTUNITY 
CURRENT NYS EMPLOYEES ONLY  

TITLE Office Assistant 1 - 79066 

SALARY/GRADE $28,865-$35,704/Grade 6 

NEGOTIATING UNIT Civil Service Employees Association(CSEA)/(02) 

LOCATION Office of Health Insurance Programs 
Division of Eligibility and Marketplace Integration 
Bureau of Disability Determinations and Special Populations 
One Commerce Plaza 
Albany, NY 

MINIMUM 
QUALIFICATIONS 

Department of Health employee with permanent or contingent-permanent status as 
an Office Assistant 1 (G6) OR a New York State employee with one year or more of 
permanent or contingent-permanent, competitive service in a title at Grade 5 or 
above and deemed eligible to transfer under Section 70.1 of  the Civil Service Law. 

PREFERRED 
QUALIFICATIONS 

The preferred candidate will have six (6) months of general office experience; 
knowledge of general office practices and procedures including multiple line 
telephone systems; the ability to communicate clearly in face to face or phone 
interaction; use office equipment such as computers, typewriters, copy machines 
and facsimile machines as well as follow oral and written instructions. 

RESPONSIBILITIES The incumbent will be working within the Bureau of Disability Determinations and 
Special Populations and be responsible for opening, sorting and processing 
incoming mail; maintaining files; answering phones; directing calls and handling 
routine questions or issues; providing information to and answering questions from 
other staff, other agencies and the public; operating office machines such as 
photocopiers, scanners, shredders, voice mail systems and personal computers.  

CONDITIONS OF 
EMPLOYMENT 

Permanent, full-time. 

APPLICATION 
PROCEDURE 

If you are a current NYS employee:  Submit resume, preferably in PDF format, 
to Human Resources Management Group, SP/OA1/79066 Room 2217, Corning 
Tower Building, Empire State Plaza, Albany, New York 12237-0012, or by fax to 
(518) 473-3395, or by email to resume@health.ny.gov with Reference Code 
SP/OA1/79066 in the subject line.  Failure to include the required information in 
the subject line of your email or fax may result in your resume not being 
considered for this position.  Resumes accepted until the position is filled. 

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 
WOMEN, MINORITIES AND PEOPLE WITH DISABILITIES ARE ENCOURAGED TO APPLY 

Issued: March 25, 2016 
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