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CIVIL SERVICE COMMISSION MEETING MINUTES  
Personnel/Civil Service Office, 38 Hawley Street, Binghamton 

3pm Wednesday, November 15, 2023 
 
 

I. Call to Order: 3:08 pm 
 

II. Present:  Catherine Furner, Eileen Fitzgerald, Kent Drake-Deese, Jaime Allen, Jean Westcott and Lesley Cornwall, 
Pat McGinnis and Jesscia Allen, Chris Schleider, Lori Clift and Wayne Buerkle, Richard Bucci at 3:18 pm 

 
III. Approve the minutes from the October 18, 2023 meeting. 

Motion: Furner 
2nd: Fitzgerald 
All in favor (2-0) 

 
IV. New Business:    

a. New position for Binghamton Housing Authority: Paralegal/Legal Assistant, presented by Jean Westcott 
and Lesley Cornwall 
Jean explained they are overwhelmed with the eviction process and Lesley has been handling as much as 
possible, trying to work with tenants that are behind on payments to avoid eviction. They spoke to other 
Housing Authorities in NYS and found that many of them have a dedicated person for this process. 
Motion to approve: Furner 
2nd: Fitzgerald 
All in favor (2-0) 
 
Job description update for Recreation Leader-Senior Citizens, presented by Pat McGinnis.  
Pat explained the job description changes needed to reflect current needs  
Motion to approve: Fitzgerald 
2nd: Furner 
All in favor (2-0) 
 

b. New position for Code Enforcement, Code Supervisor/Vacant Properties Officer, presented by Chris 
Schleider 
Chris explained the need for his new position, which is 2 positions merged together that will be in the 
Building and Code department. 
Motion to approve: Furner 
2nd: Fitzgerald 
All in favor (2-0) 
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c. New position for IT department, Senior Digital Technician, presented by Lori Clift 

Lori explained the additional duties and responsibilities that are being added the current Digital 
Technician position resulting in this new title.  
Motion to approve: Furner 
2nd: Fitzgerald 
All in favor (3-0) 

 
d. Job description updates for IT department, presented by Lori Clift 

Assistant Information Technology Manager  - Motion to approve: Furner, 2nd: Fitzgerald 
Digital Technician - Motion to approve: Furner, 2nd: Fitzgerald 
Hardware-Software Technician - Motion to approve: Furner, 2nd: Fitzgerald 
Information Technology Manager - Motion to approve: Furner, 2nd: Fitzgerald 
Information Technology Specialist – Public Safety (Police) - Motion to approve: Furner, 2nd: Fitzgerald 
Website and Social Media Coordinator - Motion to approve: Furner, 2nd: Fitzgerald 
All in favor (3-0) 
 

e. Job description update: Street Maintainer 
 Motion to approve: Furner 
 2nd: Fitzgerald 
all in favor (3-0) 
 

f. Desk Audit Job Description updates: 
Account Clerk II - Motion to approve: Furner, 2nd: Fitzgerald 
Principal Clerk - Motion to approve: Furner, 2nd: Fitzgerald 
Senior Payroll Clerk - Motion to approve: Furner, 2nd: Fitzgerald 
Stores Clerk - Motion to approve: Furner, 2nd: Fitzgerald 
Stationary Engineer - Motion to approve: Furner, 2nd: Fitzgerald 
Zoning Officer - Motion to approve: Furner, 2nd: Fitzgerald 
all in favor (3-0) 

 

V. Other Business:  
a. 2024 Calendar Discussion 

Calendar set 

 

VI. Adjournment: 
Next Meeting:  December 13, 2023 

Motion: Furner 
Second: Fitzgerald 
All in favor (3-0) 
Adj: 3:34 pm 
 

  



EXECUTIVE ASSISTANT TO THE   DEPUTY MAYOR 
 
DISTINGUISHING FEATURES OF THE CLASS:  
The Executive Assistant Deputy Mayor provides professional support to the Mayor in all matters relating to the 
function of the City.   Specifically, the Executive Assistant Deputy Mayor interfaces on a daily basis with all 
Department Heads, employees, and City Council, with regard to daily operations and special projects and issues.   
 
The Executive Assistant Deputy Mayor represents the Mayor and the City of Binghamton in various capacities, 
including the Council of Government, and other Governmental and private agencies, and at official functions.  
Constituent concerns are also addressed on behalf of the Mayor.   
 
The Executive Assistant Deputy Mayor  conducts special research and projects of a complex nature is necessary 
for the function of a City.  All such projects are documented and reports are prepared for dissemination to 
related constituencies when appropriate.   
 
TYPICAL WORK ACTIVITIES: 
Examples of major projects include but are not limited to the following: 

• Organizational Structuring 

• Budgetary Issues 

• Cost Cutting Methodologies 

• Health Insurance Restructuring 

• Capital Improvements Program 

• Organizing for Total Quality Management 

• Administrative Policies and Procedures 

• Taxing Issues 

• Sales Tax Issues 

• Various Personnel Matters  

• Library Issues 

• Tripartite Issues 
 
The Executive Assistant- Deputy Mayor serves as the Deputy Commissioner of Public Safety.  As such, Public 
Safety issues are addressed with the Police and Fire Departments.  Direction is provided during catastrophic 
events in the absence of the Mayor.   
 
The Executive Assistant serves as the Chairman of the Traffic Board.  As such traffic issues are addressed city 
wide, and changes are regularly made to the Traffic Code.   
 
The Executive Assistant participates in all negotiations with the Collective Bargaining Units.   
 
The Executive Assistant serves on the Board of Directors and on the Loan Committee of the Binghamton Local 
Development Corporation.   
 
 
 
 
 
October 27, 1995 



FIREFIGHTER 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  This is a position concerned with fire fighting and fire 

prevention work.  The work is of a hazardous nature involving fire fighting, lifesaving and salvage activities.  The 

work is performed under the supervision of a Fire Lieutenant or higher ranking officer who provides guidance and 

direction in fighting fires as well as in maintaining fire station facilities and fire fighting apparatus and 

equipment.  Does related work as required. 

 

TYPICAL WORK ACTIVITIES:  Responds to fire alarms and emergency calls with a fire company; Lays and 

connects hose lines, turns water on and off; Drives and operates firefighting equipment;  Holds fire hose and directs 

the stream to achieve maximum extinguishing effect; Puts up and climbs ladders, enters and removes persons and 

property from burning buildings when necessary; Makes openings in burning buildings for ventilation and entrance, 

and installs and operates specialized equipment such as smoke ejectors; Performs salvage operations at scenes of 

fires, such as cleaning away debris and covering furniture and other objects with tarpaulins;  Learns and practices in 

the use of various fire fighting methods and equipment; 

Performs a variety of building maintenance and custodial duties at a fire station; Provides emergency medical 

treatment to injured persons; Inspects dwellings and commercial buildings for fire hazards in accordance with 

established procedures;  May be detailed to special fire watch duty at public gatherings;  Participates in a Fire-

Medic Program, at least at the EMT-D level; May Shall be required to successfully participate in a paramedic 

program; May be required to participate in a hazardous material response program.  

  

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES & PERSONAL 

CHARACTERISTICS:  Good knowledge of modern fire fighting and fire prevention principles, practices and 

equipment; working knowledge of first aid methods; ability to get along well with others;  mechanical skill;  mental 

alertness;  conscientiousness and dependability;  ability to operate a personal computer and utilize common office 

software programs including word processing, spreadsheet, and database at an acceptable rate of accuracy and 

speed;  physical condition as necessary to perform the essential functions of the position. 

 

MINIMUM QUALIFICATIONS:  Graduation from high school or possession of a high school equivalency 

diploma. 

 

TRAINING REQUIREMENTS:  Must be a New York State Certified Emergency Medical Technician or must 

become one within one year of appointment.  Additionally, must become a New York State certified EMT-

Paramedic within five years of hire.  Employees are required to maintain paramedic certification for the duration of 

their employment.  Must also perform all Emergency Medical Services as required by the Bureau of Fire.   

 

SPECIAL REQUIREMENTS FOR ACCEPTANCE OF APPLICATIONS: 

 

(a) Not less than 18 years of age; 

(b) Candidates must be well proportioned  in acceptable physical condition and their weight and height must be 

within the range of accepted standards as determined by Medical Examiner; 

(c) Eligibility for Possess and maintain a New York State Operator’s Driver’s License. 

 

 

Amended:        February 6, 2001 

Revised:            March 20, 2003 

Revised:            January 13, 2006 

Revised:            February 26, 2009 

Revised:          3/27/09 

Revised:          November 14, 2012 
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