NOTICE
(As of June 26, 2026)

POSITION OPENING

In accordance with the Agreement between the Town of Rotterdam and the Town of
Rotterdam Unit of the Schenectady County Chapter of the CSEA, Inc., the following position is

open:
Legal Clerk
Compensation
Title Salary
Legal Clerk (2026) $67,184.58

The above title is classified as a competitive position and does require a competitive examination
under Civil Service Law.

Location:

Town of Rotterdam Legal Department
Qualifications:

See attached Civil Service Job Description.

Permanent appointment to positions in Schenectady County is contingent upon the successful
completion of a criminal background check. All interested parties should complete and submit a
standard Civil Service application form available on the Town’s website at
https://www.rotterdamny.org/whats-new/employment-opportunities. Application forms must be
filed with the Town Supervisor’s Office no later than close of business on Friday, July 10, 2026.
Applications can be sent via USPS to Town of Rotterdam, Supervisor's Office, 1100 Sunrise
Boulevard, Schenectady, New York 12306 or by email to Supervisor@rotterdamny.org.

The Town of Rotterdam is an Equal Opportunity/Affirmative Action Employer. All qualified
applicants will receive consideration for employment without regard to race, color, religion, sex,
sexual orientation, gender identity, national origin or any other protected class or category.

cc: Town Supervisor
Town Board
Town Clerk
Comptroller
CSEA President
All Departments

Post this notice in all Town Buildings and Departments
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LEGAL CLERK (TOWN)

Job Specification #: 3278
Classification: Competitive
Adopted CSC: 05/19/26

DISTINGUISHING FEATURES OF THE CLASS:

This position is responsible for providing legal and administrative assistance to the Town Attorney in all aspects of the
office's operations. The incumbent performs a variety of legal clerical, legal support, and administrative duties in
connection with matters handled by the Town Attorney, including support related to the Town Board and any board,
commission, department, or officer for whom the Town Attorney provides legal services, as well as support for the
prosecution of matters in Town Court. The incumbent works under the direct supervision of the Town Attorney.

TYPICAL WORK ACTIVITIES (Illustrative only):

Prepares, formats, proofreads, and processes legal documents, correspondence, memoranda, notices, resolutions,
local laws, contracts, pleadings, motions, subpoenas, discovery materials, and related papers at the direction of the
Town Attorney.

Maintains, organizes, indexes, and retrieves legal files, litigation files, prosecution files, contract files, FOIL files,
and other confidential records of the Town Attorney's Office.

Maintains calendars, deadline control systems, court appearance dates, hearing dates, meeting schedules, filing
dates, and other time-sensitive records for matters handled by the Town Attorney.

Assists the Town Attorney in connection with legal services provided to the Town Board and to boards,
commissions, departments, and officers of the Town by preparing and organizing agendas, packets, supporting
materials, drafts, notices, determinations, and related documents, as directed by the Town Attorney.

Assists with the preparation, filing, service, and tracking of pleadings and other legal papers in courts and
administrative proceedings.

Assists the Town Attorney in the prosecution of matters in Town Court by organizing files, discovery, exhibits,
witness materials, accusatory instruments, correspondence, dispositions, and related documents, and by
coordinating with court personnel, law enforcement agencies, complainants, and witnesses.

Receives, screens, and routes telephone calls, electronic communications, mail, and in-person inquiries directed to
the Town Attorney's Office and responds to routine requests for information when authorized.

Assists in maintaining records relating to contracts, insurance certificates, renewals, expirations, claims, litigation,
and other legal matters.

Assists with FOIL matters assigned to the Town Attorney's Office by logging requests, assembling records,
coordinating review and redaction, and preparing draft responses at the direction of the Town Attorney.

Conducts basic legal and factual research, including locating statutes, regulations, local laws, decisions, and other
reference materials, and compiles information for review by the Town Attorney.

Attends meetings, hearings, court sessions, or conferences when directed by the Town Attorney for the purpose of
recordkeeping, file support, document handling, or administrative follow-up.

Operates computers and standard office equipment in connection with word processing, document management,
record maintenance, and communications.

Performs related work as required.
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Good knowledge of legal office terminology, procedures, forms, and practices; Good knowledge of court clerical practices
and courtroom support procedures; Good knowledge of business English, spelling, punctuation, and legal formatting;
Working knowledge of municipal government structure and the functions of town boards, commissions, departments, and
Town Court; Working knowledge of the preparation, filing, service, and maintenance of legal papers and court records;
Ability to prepare and process legal documents accurately and efficiently; Ability to organize and maintain complex filing
and record systems; Ability to understand and follow detailed oral and written instructions; Ability to establish and
maintain effective working relationships with public officials, employees, court personnel, attorneys, law enforcement
personnel, and the public; Ability to handle confidential and sensitive matters with discretion; Ability to prioritize
assignments, track deadlines, and manage multiple matters simultaneously; Ability to use modern office technology,
including word processing, email, spreadsheets, and electronic document systems; Accuracy, tact, dependability, sound
judgment, and integrity; Ability to exercise discretion, tact, sound judgment, and maintain confidential information.

MINIMUM QUALIFICATIONS:

A) Graduation from high school or possession of a high school equivalency diploma and one (1) year of experience
as a court clerk, or in a closely related court position involving responsibility for court clerical operations,
calendaring, case processing, maintenance of court records, or courtroom support; OR

B) Graduation from high school or possession of a high school equivalency diploma and one (1) year of experience
in a law office, court, or governmental legal department performing legal clerical, legal secretarial, paralegal, or
closely related work, which shall have included substantial court-related duties.
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