
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Per forms his to r ica l  and  genealogica l  research concerning County his to ry and /or  ear ly se t t le r s ;  does    

r e la ted  work as  requi red .  This  posi t ion involves  the  research of  var ious  sources  o f  info rmat ion 

such as  his to r ica l  mater ia ls  and  ca ta logs ,  cour t  records ,  d ia r ies ,  museum and  l ib rary mater ia ls ,  

b i r th  and  dea th records  fo r  the  purpose  of  const ruc t ing a  chronologica l  development  o f  par t icular  

events ,  fami l ies ,  o r  ind ividuals .  The  work i s  per form ed under  the  genera l  supervis ion of  the  County 

Clerk or  o ther  des ignated  supervisor .  

 

 

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
 

Par t ic ipa tes  in  the  p resenta t ion of  his to r ica l  exhib i t s  and  development  o f  his to r ica l  a r t  ga l le r ies  o r  

his to r ica l  a rchive s ;  

Assis t s  loca l  soc ie t ies  and  ind ividual  Town and  Vi l lage  His to r ians  wi th  the i r  ac t ivi t ies ;  

Per forms var ious  dut ies  re la ted  to  physica l  upkeep  and  preserva t ion of  books ,  pho tos ,  his to r ica l  

documents ,  and  publ ic  records;  

Reviews c i ty,  county,  cour t ,  and  ch urch documents  fo r  evidence  of  b i r ths ,  bap t i sms,  mar r iages ,  and  

dea ths  to  t race  l ines  o f  decent ;  

Const ruc ts  char ts  showing l ines  o f  decent  and  fami ly re la t ionships ;  

P repares  genealogy tab les  o f  ear ly se t t le r s  fo r  ind ividuals  upon request ;  

P repares  b r ie fs  o r  out l ines  a  chronologica l  record  of  pas t  and  cur rent  events  re la ted  to  county 

his to ry;  

May ass is t  pa t rons  in  loca t ing his to ry room mater ia ls ;  

May ass is t  in  ca ta loging and  researching of  his to r ica l  mater ia ls ;  

May per form his to r ica l  a r t ic le  research;  

May wr i te  a r t ic les  fo r  loca l  newspapers ;  

Uses  d igi ta l  camera  and  o ther  media  in  the  per formance  of  dut ies ;  

Assis t s  in  o rganiz ing and  eva lua t ing da ta  on the  bas is  o f  authent ic i ty and  s igni f icance ;  

Assembles  his to r ica l  da ta  ga thered  from a  var ie ty o f  sources ;  

Uses  a  da ta  ent ry te rminal  keyboard  or  microcomputer  to  enter  and  re t r ieve  da ta  f rom computer  

f i les .  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Working knowledge  of  the  his to ry of  the  county;  

Demonst ra ted  inte res t  and  ab i l i ty in  his to r ica l  research;  

Abi l i ty to  use  a  da ta -ent ry te rminal  keyboard  or  microcomputer  to  enter  and  re t r ieve  da ta  f rom 

computer  f i les ;  

Abi l i ty to  manual ly manipula te  an a lphanumer ic  keyboard  on micro -comput ing equipment ;  

Abi l i ty to  acqui re  his to r ica l  da ta  f rom a  wide  var ie ty o f  sources ;  

Abi l i ty to  eva lua te  his to r ica l  da ta ;  

Abi l i ty to  learn sof tware  ut i l ized  wi thin the  depar tment  such as  but  no t  l imi ted  to :   desktop  

publ ishing,  word  process ing and  spreadsheets ,  e tc . ;  

Ini t ia t ive ;  

Resourcefulness ;  

Good  computer  ski l l s .  

 

 

MINIMUM QUALIFICATIONS:  
 

(A)  Graduat ion from a  regional ly accred i ted  or  NYS regis te red  4 -year  co l lege  wi th  a  Bachelor ’s  

Degree ;  OR 

 

(B)  Graduat ion from a  regional ly accred i ted  or  NYS regis te red  2 -year  co l lege  wi th  an Associa te 's  

Degree  in  Soc ia l  Sc ience  or  re la ted  f ie ld ;   OR  

 

(C)  Possess ion of  30  cred i t  hours  a t  a  regional ly accred i ted  or  NYS regis te red  2 -year  co l lege  in  the  

f ie ld  o f  Socia l  Sc ience  or  re la ted  f ie ld  AND 1  year  o f  exper ience  in  a  posi t ion which sha l l  have  

involved  research of  le ga l  o r  his to r ica l  documents ;   OR  

 

(D)  Graduat ion from high school  o r  possess ion of  a  high school  equiva lency d ip loma AND 2  years  

o f  exper ience  in  a  posi t ion involving research of  lega l  o r  his to r ica l  documents ;   OR  

 

(E)  Any equiva lent  combinat ion of  exper ie nce  and  t ra ining as  def ined  by the  l imi ts  o f  (A) ,  (B) ,  (C) ,  

o r  (D)  above .  


