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

3:00 pm Wednesday, August 19, 2026 
 

I. Call to Order: 

 

 

II. Approve the minutes from the July 15, 2026 meeting 

 

 

III. New Business:  

a. New position for the Binghamton School District – Lead Teacher Aide  

 

 

b. Job description update for Police Lieutenant  

 

 

c. Update requirement for acceptance of applications on exam announcement for 

Police Lieutenant 

 

 

d. Job description update for Police Captain 

 

 

e. Update requirement for acceptance of applications on exam announcement for 

Police Captain 

 

 

IV. Other Business: 

 

 

V. Next meeting:  September 9, 2026 

   

 

VI. Adjournment: 

 

http://www.binghamton-ny.gov/






POLICE CAPTAIN 
EXAM ANNOUNCEMENT 

 

 
 

CANDIDATES MUST MEET THE FOLLOWING REQUIREMENTS ON OR 

BEFORE THE DATE OF THE WRITTEN EXAMINATION. 

 

REQUIREMENT FOR ACCEPTANCE OF APPLICATIONS:  

Candidates must be permanently employed in the competitive class in the Bureau of Police, 

City of Binghamton, and must have served continuously on a permanent basis  be serving in 

the competitive class for six (6) months as a Police Lieutenant or 1 year and 6 months (18 

months) as a Police Sergeant.  

 



LEAD TEACHER AIDE 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  This position involves the performance 

of duties in assisting and in support of the instructional and educational process for children. The 

work is performed under the direct supervision of a classroom Teacher or building Principal. 

Supervision is normally exercised over students usually on a one on one basis. Does related work 

as required. Supervises students during the student’s lunch period and recess. The Lead Aide 

may support the Principal in the Main office, cover for aides who are absent and be the main 

point of contact for recess and lunch supervision. The lead Aide may also assist by making calls 

home to support increased student attendance.  

 

 

TYPICAL WORK ACTIVITIES:   

Deliver ongoing support, on-boarding and mentoring of new Aides and veteran Aides. Manage 

daily routines, transitions, and classroom discipline. Assume lead responsibilities for other 

paraprofessionals in the event of absences.  Monitor students during non-instructional times, 

including recess, lunch, and transitions. Supports the principal/teachers through the main office 

in maintaining attendance records, communication with parents and staff, and in preparing 

statistical reports. 

 

FULL PERFORMANCE KNOWELDGE, SKILLS, ABILITIES & PERSONAL 

CHARACTERISTICS:  Good general intelligence; ability to establish good relationships with 

children and others; familiarity with classroom routine; working knowledge of first-aid 

techniques and skill in their use; good background or knowledge in specific field where 

specialized duties are involved; resourcefulness in conducting above described activities 

indirectly related to teaching process; patience and resourcefulness in aiding a student; neat 

personal appearance; ability to maintain discipline; tact and courtesy; good judgment; ability to 

operate a personal computer and utilize common software programs; physical condition 

commensurate with the demands of the position including but not limited to, escorting students 

to and from classes, climbing stairs, lifting 20 pounds or more, standing for twenty minutes or 

more.  Above average communication skills.  Handle With Care Instructor training. 

 

MINIMUM QUALIFICIATIONS: Graduation from high school or possession of a high school 

equivalency diploma.  Minimum 5 years working as an Aide in good standing with BCSD. 

 

PREFERRED QUALIFICATIONS: Associate’s degree.  

 

 

 

 

 



POLICE LIEUTENANT 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  This is a command position over the 

activities of Police Officers during an assigned shift in specialized police and law enforcement 

activities.  This position differs from Police Captain in that the responsibility is limited for a shift 

rather than the entire section’s activities.  Under certain circumstances, the incumbent is 

considered to be second in command of the section and in the absence of the Police Captain may 

assume overall responsibility for the section.  The incumbent works under the general supervision 

of a higher level Police Officer and is responsible for supervising subordinate officers in 

accordance with established policies and procedures.  Does related work as required.   

 

TYPICAL WORK ACTIVITIES:  During an assigned shift, is in charge of patrol forces, 

detectives, headquarters’ desk operations, manpower assignments, communications, arrests, 

bookings, reports and related police activity; Instructs subordinates as to police methods and 

procedures; Assigns tasks to subordinates and reviews activities and section’s operations; 

Receives and records complaints from public; Receives messages from other law enforcement 

agencies and transmits them to the interested and appropriate officers; Calls roll, provides officers 

with orders of the day and special information, assigns duties and inspects patrol officers 

preceding and upon the completion of tours of duty; Oversees bookings and observes condition of 

prisoners when booked; Performs various tasks in specialized work areas in crime prevention and 

juvenile delinquency; Prepares activity reports. 

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES & PERSONAL 

CHARACTERISTICS:  Thorough knowledge of modern principles and practices of police 

work;  thorough knowledge of New York State Penal Code, Code of Criminal Procedure, Vehicle 

and Traffic Law and all local laws and ordinances;  good knowledge of scientific methods of 

crime detection and criminal identification;  ability to deal firmly but courteously with the public;  

ability to assign work to and supervise the activities of Police Officers and other law enforcement 

personnel;  ability to understand and interpret complex oral and written material and reports;  

good judgment; 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 commensurate with the demands of the position. 

 

MINIMUM QUALIFICATIONS:  One year of permanent satisfactory service as a Police 

Sergeant. 

 

 

Amended:    May 13, 1992  

Revised:       3/27/09 

Amended:    06/10/15  

 



POLICE CAPTAIN 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  this is work with responsibility for an 

entire shift or for the conduct of a specialized major Police Department activity.  The incumbent 

directs subordinate Police Officers and where appropriate, non-uniformed and law enforcement 

personnel in the performance of specialized police and staff functions in accordance with 

established policies and procedures.  The incumbent performs the more sensitive duties such as 

investigating the conduct of Police Officers as well as in the normal law enforcement activities.  

The work is performed under the general supervision of the Police Chief or one of his assistants.  

Does related work as required. 

 

TYPICAL WORK ACTIVITIES:  Directs the activities of the patrol forces, headquarters, staff 

or detective division by assigning tasks, reviewing operations and reports and by issuing orders 

and instructions based on established policies and procedures; Directs police activities at riots, 

scenes and serious crimes, fires and unexpected disorders; Conducts internal affairs investigations 

on complaints and charges against Police Officers, prepares a report on the findings for the Police 

Chief’s information and action; Interrogates prisoners charged with serious crimes, reviews 

circumstances of arrest, takes proper action, collects and preserves evidence to protect the “chain 

of evidence” and prepares cases for courts, grand jury and trials; Reviews subordinates reports, 

makes corrections and additions, and where necessary, institutes and supervises report writing 

training sessions; Prepares special information and direction for each police shift on a “Police 

Information Only” basis; Coordinates the activities of his/her section with the Department’s 

activities and assumes responsibility for the use of any equipment or appurtenances assigned to 

his/her sections; Prepares complex Federal and State reports on police activities; 

Keeps informed on conditions within the community including the need for police services at 

large group meetings and assemblies; Conducts staff meetings and conferences as part of 

improving law enforcement practices and in developing subordinate staff. 

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES & PERSONAL 

CHARACTERISTICS:  Thorough knowledge of modern principles and practices of police 

work;  thorough knowledge of New York State Penal Code, Code of Criminal Procedure, Vehicle 

and Traffic Law and all local laws and ordinances pertaining to police work;  thorough 

knowledge of scientific methods of crime detection and criminal identification;  good knowledge 

of police administration;  ability to deal firmly but courteously with the public;  ability to lead and 

direct the activities of Police Officers;  ability to maintain effective public relations;  ability to 

understand and interpret complex oral and written instructions;  ability to prepare written 

material;  good judgment; 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 commensurate with the demands of the position. 

 

MINIMUM QUALIFICATIONS:  One year of permanent satisfactory service as a Police 

Lieutenant or three years as a Police Sergeant. 

 

Note:  A combination of time served in more than one title sufficient to meet the maximum 

period of required service is also qualifying. 

 

Amended: May 13, 1992 

Revised:   3/27/09 

Revised:  5/1/09  



POLICE LIEUTENANT 
EXAM ANNOUNCEMENT 

 

 

CANDIDATES MUST MEET THE FOLLOWING REQUIREMENTS ON OR 

BEFORE THE DATE OF THE WRITTEN EXAMINATION. 

 

REQUIREMENT FOR ACCEPTANCE OF APPLICATIONS:  Candidates must be 

permanently employed in the competitive class in the Bureau of Police, City of 

Binghamton, and must be serving and have served continuously on a permanent basis in 

the competitive class for six (6) months as a Police Sergeant.  

 


