
NYC OFF-TRACK BETTING CORPORATION
JOB OPPORTUNITY NOTICE # 04-09

March 6. 2009

NOTICE OF VACANCY FOR OFFICE ASSOCIATE - FULL TIME
This position is open to candidates who meet the minimum qualification requirements.

SALARY & VACANCIES: The salary for this position is$2S)68 (new hire rate).
Current om employee minimum rate $32,623. There is (I) open position in this title in
the Purchasing Department.

FILING PERIOD: March 6, 2009 through March 16,2009
Interested persons who meet the minimum requirements cited below must complete and

.file an application. Application for Employment forms are available on the Sthfloor and
at all OTB branch offices. Completed applications should be forwarded through
interoffice mail to:

HUMAN RESOURCES DEPARTMENT
1501 Broadway, ROOM 1122
New York, New York 10036

ATIN: Kathleen Rebm

MINIMUM REQUIREMENTS:
I) A High School Diploma or its GED equivalent and two (2) years of satisfactory, full
time clerical experience. Purchasing e;xperience would be a plus. Must type at least 40
WPM, possess strong Telephone Communication skills, and be proficient in both Word
and Excel.

2) An Associate Degree or 60 credits from an accredited college may be substituted for
one year of experience; or
3) Education and/or experience equivalent to (I) above. However, all candidates must
have a High School diploma or its educational equivalent and must have at least one (I)
year of experience as stated in (I) above.

DUTIES & RESPONSmILITIES:
Under general supervision with some latitude for independent action or decision,
performs clerical tasks of more than moderate difficulty.

EXAMPLES OF TYPICAL TASKS & RESPONSmILITIES:
• Performs clerical tasks including extensive typing/data entry, mailing and distribution

ofRFQ's and pO's.
• Provides extensive telephone coverage & filing.
• Performs various functions specific to the Purchasing Department to include hut not

limited to; processing and maintaining records of all requisitions received, processing
public ads, scheduling and conducting bid openings, generating reports. Processing
performance reports rrom end users, processing Vendex and financial reports

• Performs other related tasks as assigned.




