
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 

INSTRUCTIONS 

 

1. Read this exam announcement thoroughly.   You are urged to compare your qualifications carefully with the requirements listed in 
the MINIMUM QUALIFICATIONS section, and file only for those examinations for which you are clearly qualified.   

 

2. Complete a Civil Service application.   Your application must show that you meet the minimum qualifications, as no refunds will be 
given if your application is disapproved.  (All experience required to meet the minimum qualifications is paid, full-time experience 
unless otherwise noted.) 

 

3. Submit your application and fee (or fee waiver, if eligible).  Send to Cayuga County Civil Service Commission, 160 Genesee St., 
2nd Floor, Auburn, NY 13021, on or before the last filing date.  (Mailed applications must be postmarked by the last filing date.)  
Make the check or money order payable to CAYUGA COUNTY, and include the Examination Number(s).  Do not send cash.  If 
applying for more than one Cayuga County exam, you must submit a separate application for each exam, as well as the application 
fee required for each exam.  No refunds will be given if you fail to appear for the exam. 

 

Approved candidates will receive an Admission Notice approximately 10 days before the exam date, listing the date, time, and 
place of the exam.  (Disapproved candidates will receive a letter stating why they were disapproved.)  If you do not receive an Admission 
Notice within 3 days of the exam date, contact the Civil Service office at 315-253-1284.  The Cayuga County Civil Service Commission 
does not make formal acknowledgment of the receipt of an application, nor take responsibility for non-delivery of mail or postal delay.   

CAYUGA COUNTY IS AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER 



 

Issued:  July 20, 2010 f:civil/Announ/OC Exam Announce revised 2005/2010 exams/Supt. Of Buildings and Grounds 

Cayuga County is an Equal Opportunity / Affirmative Action Employer 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

To download this announcement and the Cayuga County application, visit our website:  www.cayugacounty.us/civilservice 

 

TO APPLY FOR THIS EXAM:  SEE INSTRUCTIONS ON BACK PAGE. 
 

 

 

 

 

 
 

 

 

 

 

 
 

SALARY:  Salary varies in the 6 County School Districts:  Cato-Meridian, Moravia, Port Byron, Southern Cayuga,  

 Union Springs, Weedsport.  Salary varies at Cayuga-Onondaga BOCES. 

 

VACANCIES:  The eligible list established as a result of this exam will be used to fill present and future full-time and part-
time vacancies as they occur in any Cayuga County Civil Service Commission jurisdiction where the title may exist.    
 

RESIDENCY:  Candidates must have been legal residents of NYS for at least 30 days immediately preceding the date of the 

written test.  The eligible list will be established in accordance with the final earned numerical ratings of passing candidates 
regardless of residence.  A municipality or district may exercise its right under Section 23-4a of Civil Service Law to request a 
certification of eligible candidates who have been residents of that municipality or district for at least 30 days prior to appointment.  
After the names of residents have been exhausted, Cayuga County must then certify the names of non-residents on the list. 
 

MINIMIMUM QUALIFICATIONS  (Candidates must meet the following requirements)  EITHER:  

(A)  Graduation from a regionally accredited or NYS two-year college with an associate’s degree in Building Technology, Building 
Trades, Construction Technology, Construction Trades or related field and (3) three years of experience in large scale building and 

grounds maintenance activities, (2) two years of which shall have been in a supervisory capacity; OR 

(B)  Graduation from high school or possession of an equivalency diploma and completion of a technology program at B.O.C.E.S. or 
other technology school in building trades, building construction, construction technology or related field and (4) four years of 
experience in large scale building and grounds maintenance activities, (2) two years of which shall have been in a supervisory 

capacity; OR 

(C )  Graduation from high school or possession of an equivalency diploma AND (5) five years of experience in large scale building 

and grounds maintenance activities; (2) two years of which shall have been in a supervisory capacity; OR 

(D)  Any equivalent combination of training and experience as set by the limits of (A), (B), and (C) above.  
 

SPECIAL REQUIREMENTS FOR ACCEPTANCE OF APPLICATIONS: 

NOTE:  If the position requires the operation of a motor vehicle, then the following special requirement applies:  
Eligibility for an appropriate level NYS Driver’s License at the time of application for appointment. 
Possession of the license at time of appointment. 

 

ANTICIPATED ELIGIBILITY (EDUCATION):  If you expect to complete the educational requirement by April 30, 2011, you can be 
admitted to this examination.  If successful on the examination, you will not be certified for appointment until you have submitted proof 

of completion of the requirements to the Cayuga County Civil Service Commission.  Proof must be submitted by June 30, 2011.  
Failure to do so will result in removal of your name from the eligible list. 

Superintendent of Buildings and Grounds 

Examination No.: OC#66908     (Open to the Public) 

Examination Date: October 30, 2010 (Saturday)  

Last Filing Date: September 15, 2010 (Wednesday) (Applications will NOT be accepted after this date!) 

Application Fee: $15.00  (NON-REFUNDABLE) 

  

PLEASE POST THIS ANNOUNCEMENT CONSPICUOUSLY 
(REMOVE ONE DAY AFTER “LAST FILING DATE”) 

Phone 

(315) 253-1284 
 

Fax 

(315) 253-1084 

 
e-mail 

civilservice@cayugacounty.us  
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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 NYS Education Dept. as following acceptable educational 
practices.  NOTE:  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. 
 

BACKGROUND INVESTIGATION:  Applicants may be required to undergo a state and national criminal history background 
investigation, which will include a fingerprint check, to determine suitability for appointment.  Failure to meet the standards for the 
background investigation may result in disqualification. 
 

TYPICAL WORK ACTIVITIES:  (Illustrative Only) 
Assigns employees to various cleaning and maintenance tasks and establishes schedules of work and priorities. 
Supervises or performs repairs to plumbing, steam lines, electrical wiring and equipment, furniture, doors and windows, hardware and 

varied mechanical equipment and machinery. 
Plans and directs a current and long range program for the operation and maintenance of a school plant; 
Inspects painting, carpentry, plumbing, electrical and other mechanical maintenance and construction work performed by custodial or 

maintenance employees or private contractors; 
Inspects, supervises and performs maintenance on boilers and related heating system equipment; 
Oversees the maintenance and upkeep of the school grounds and athletic fields; 
Recommends appointments, transfers, promotions and disciplinary action for maintenance employees; 
Estimates material required for repairs and installs paneling, shelving, storage cabinets and new hardware; 
Prepares tentative budget estimates for custodial and maintenance activities; 
Orders and accounts for parts and supplies for custodial and maintenance activities; 
Receives and attempts to settle grievances and personnel problems of subordinate employees; 
Keeps records and prepares reports on building and grounds maintenance. 
 

SUBJECTS OF EXAMINATION:  A WRITTEN TEST designed to evaluate knowledge, skills and/or abilities in the following areas:  
 

1. Building maintenance and repair:   These questions test for knowledge of the basic principles, practices and techniques essential 
to the proper maintenance and repair of various types of buildings, including such areas as building maintenance, preventive 
maintenance, and minor repair of building structures, electrical, and plumbing systems. This may include maintenance and repair of 
roofs, windows, walls, floors, millwork, insulation, masonry, pipes and valves, electrical wiring and switches, and painting. Questions 
may also include topics such as the proper tools and materials used in building maintenance and repair work as well as proper and 
safe practices and techniques when using these tools and materials.  
 

2. Building trades, including mechanical and electrical:   These questions test for knowledge of the principles and practices 
involved in overseeing physical plant facilities and may include such areas as maintenance and repair activities involving carpentry, 
electrical systems, plumbing and sanitary systems, heating and ventilating systems, painting, masonry work, roofing, and simi lar types 
of physical plant maintenance and upkeep.  
 

3. Grounds maintenance:   These questions test for knowledge of the principles and practices of grounds maintenance including 
such areas as lawn seeding, fertilization and upkeep; insect and lawn disease control; shrub and tree planting, pruning and trimming; 
minor roadway and sidewalk maintenance and repair, and snow and ice control.  
 

4. Work scheduling:   These questions test for knowledge of the principles used in developing and implementing work plans and for 
the ability to arrange work 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.  
 

5. Review and interpretation of plans and specifications, the preparation of estimates, and oversight of contract compliance: 
These questions test for the ability to read and understand typical building plans, layouts, and technical specifications; the ability to 
calculate accurate estimates of material and labor costs, to oversee construction contracts, and to manage contract compliance.  
 

6. Operation and maintenance of heating, ventilating and air conditioning systems:   These questions test for knowledge of basic 
principles, practices and techniques essential to the correct operation and maintenance of heating, ventilating and air condi tioning 
systems, including such areas as air supply and exhaust systems, circulating fan capacities, building ventilation requirements, steam, 
hot water, and hot air heating systems; boiler operation; the refrigeration cycle, types and characteristics of refrigerants, 
troubleshooting air conditioning system problems, and proper maintenance of air conditioning systems.  
 

7. 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.  
 

USE OF CALCULATORS:  Use of calculators is ALLOWED   Candidates are permitted to use quiet, hand-held, solar or battery-powered calculators.  
Devices with typewriter keyboards, Spell Checkers, Personal Digital Assistants, Address Books, Language Translators, Dictionaries, or any similar 

devices are prohibited.  You may not bring books or other reference materials.  You may not bring cellular phones, beepers, pagers or headphones. 



 

 

 

STANDARD INFORMATION 

JURISDICTION:  The Cayuga County Civil Service Commission handles personnel transactions for 35 County Departments; 6 County School Districts 
(Cato-Meridian, Moravia, Port Byron, Southern Cayuga, Union Springs, and Weedsport); Cayuga-Onondaga BOCES; Cayuga Community College; 
Cayuga County Soil and Water Conservation District; Cayuga County Water and Sewer Authority; Seymour Public Library District; 23 Towns; and 9 
Villages. 
 

SECTION 23.2:  This exam is being prepared and rated by the NYS Dept. of Civil Service in accordance with Section 23.2 of the Civil Service Law.  
The provisions of the NYS Civil Service Rules, Regulations dealing with the rating of examinations will apply to this examination. 
 

APPLICATION FEE WAIVER: A waiver of application fee will be allowed if you are unemployed and primarily responsible for the support of a 
household.  A waiver of application fee will also be allowed if you are determined eligible for Medicaid, or receiving Supplemental Security Income 
payments, or Public Assistance (Temporary Assistance for Needy Families/Family Assistance or Safety Net Assistance) or are certified Job Training 

Partnership Act/Workforce Investment Act eligible through a State or local social service agency.  All claims for application fee waiver are subject to 

verification.  If you can verify eligibility for application fee waiver, complete a “Request for Application Fee Waiver and Certification” form 

and submit it with your application by the close of business on the Application Deadline as listed on the Examination Announcement.  To 

obtain a copy of the Application Fee Waiver and Certification Form you may go our website:  www.co.cayuga.ny.us/civilservice   Click on Application 

for Employment.  Click on Application Fee Waiver Request Form.  OR  you may call/write:  Cayuga County Dept. of Human Resources and Civil 

Service Commission, County Office Building, 2
nd

 Floor, 160 Genesee Street, Auburn, NY 13021.  Telephone:  315-253-1284. 
 

RELIGIOUS ACCOMMODATION/DISABLED CANDIDATES/MILITARY MEMBERS:  Applicants whose religious beliefs or military service prevent their 
taking examinations on the scheduled date and disabled candidates who require special accommodations to take the test should indicate the need for 

special arrangements on their application.  Military Service Members:  If you apply for an examination during the filing period but are on active military 
duty on the date the examination is scheduled, you may request a military makeup examination.  Contact the Cayuga County Dept. of Human 
Resources and Civil Service Commission for more information.  If you are on active duty or discharged after the filing period has begun, you may apply 
for the examination up to ten days before the test date. 
 

VETERAN PREFERENCE:  Veterans or disabled Veterans desiring to claim additional credit may make application for such additional credit on their 

application for examination or at any time between the date of application and the date of establishment of the resulting eligible list.  Veteran’s credits 

can only be added to a passing score on the examination.  Forms will be sent to candidates after applications have been examined. The time 

periods for which veterans credit is permitted are listed on the Civil Service Application.   (Vietnam Conflict:  February 28, 1961 – May 7, 1975) 

SPECIAL NOTICE TO ACTIVE DUTY MEMBERS OF THE ARMED FORCES:  Beginning 1/1/98, the NYS Constitution allows members of the US 
Armed Forces who are on active duty the right to request extra War Time Veterans credits on civil service examinations.  You must request them in the 
space provided on the examination application. 
 

SPECIAL REQUIREMENT FOR APPOINTMENT IN SCHOOL DISTRICTS AND 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. 
 

ADDITIONAL CREDITS ALLOWED CHILDREN OF FIREFIGHTERS AND POLICE OFFICERS KILLED IN THE LINE OF DUTY:   In conformance 
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.  
 

ELIGIBLE LIST:  The duration of an eligible list may be fixed for minimum period of 1 and not more than 4 years. 
Appointment from an eligible list must be made from the top 3 candidates willing to accept appointment.  
 

CHANGE OF ADDRESS:  If you move, it is your responsibility to notify the Civil Service Office of your new address.  The Commission makes 
no attempt to find candidates who have moved.  Failure to notify the Commission of a move could result in being passed over for appointment.  
 

ALTERNATE TEST DATE:  Under specific circumstances, an alternate test date may be arranged. Your request with written documentation must be 
received in this office no later than the Thursday preceding the exam date. 
 

PHOTO/SIGNATURE I.D. REQUIRED:  At time of admission, candidates will be required to bring to the examination positive identification such as a 
driver’s license, passport, or student identification which contains a photo and your signature. 
 

CROSS-FILING (MULTIPLE EXAMINATIONS SCHEDULED FOR THE SAME DAY):   

- If you have applied for any other civil service examinations to be given on the same test date for employment with New York State or any other 
local government jurisdiction excluding New York City, you must make arrangements to take all the examinations at one test site. 

- If you have applied for both State and local government examinations, you must make arrangements to take all your examinations at the State 

examination center by calling (518) 474-6470 in the Albany area or toll free at 1-877-697-5627 [press 2, then press 1], no later than two weeks 

before the test date. 

- If you have applied for another local government examination with another local civil service agency, call or write to each civil service agency 

to make arrangements.  You must make your request for these arrangements no later than two weeks before the date of the examinations.  You must 
notify all local government civil service agencies with whom you have filed an application of the test site at which you wish to take your examination. 

- Attach a CROSS-FILING FORM to your Cayuga County Civil Service Application.  Request this form by calling (315) 253-1284, or download at:   
http://co.cayuga.ny.us/civilservice/ccapp 

WEATHER EMERGENCY / EXAM CANCELLATION:  Listen to your local TV/Radio stations for information.  

TV Stations:  WSTM 3, WTVH 5, WIXT 9, Time Warner Cable 12 and 98. 

Radio Stations:  WSEN 92.1FM, WNYR 98.5FM, WALL 99.3FM, WSFW 1110AM, WGVA 1240AM, WCGR 1550AM, WAUB 1590AM, WFBL 
1050AM. 

http://www.co.cayuga.ny.us/civilservice
http://co.cayuga.ny.us/civilservice/ccapp

