CITY OF CRANSTON
DEPARTMENT OF PERSONNEL
ANNOUNCES AN OPEN COMPETITIVE 
CIVIL SERVICE EXAMINATION For CLERK
Starting Salary: $39,531.13
Applications must be received on or before Friday, January 30, 2026, in the office of the Director of Personnel Room 107, Cranston City Hall, 869 Park Avenue Cranston RI 02910. Applications can be downloaded from www.cranstonri.gov. Completed applications may be submitted to the Personnel Department by:
1. Fax: (401) 780-3362
2. Email: personnelapplications@cranstonri.org 
3. US Mail: Personnel Director, 869 Park Avenue, Cranston, RI 02910 
Candidates applying online must also submit the City of Cranston municipal employment application to be considered for the position. The time and place of the examination will be announced by email. You must provide an active email address that you regularly monitor for messages.
SUMMARY/DUTIES:
The performance of routine clerical work under supervision. Work usually follows standard procedures or detailed instructions given at the beginning of assignments, although the work may be more varied and performed under close supervision with detailed and specific instructions given for each change in procedure. Routine decisions are subject to review. Duties may involve public contact where non-technical information is obtained or given. No supervision is ordinarily exercised except over part-time employees or employees temporarily assigned to help in periods of peak load. Sorts and files documents alphabetically, numerically and by other predetermined methods; removes material from files upon request and maintains records of material removed.
Makes simple posting to various types of records in accordance with established procedures; prepares simple reports involving tabulation of data recorded as well as arithmetical calculations as percentages, averages and totals. Computes and checks extensions of forms; compares forms for consistency and accuracy. Operates such office equipment as computers, facsimile equipment, calculators, postage meter addressing and other machines not requiring special previous training. Must be able to type at least 30 words per minute. Answers telephone. Looks up non-technical information in specified sources, records information and disseminates information to the public and other employees. Receives and sorts incoming mail, performs some messenger work. Interviews people to obtain standard information and completes a variety of forms, announces and directs visitors and gives non-technical information to visitors. Checks and post daily inspections of buildings. Checks tax rolls for additions, deletions and changes. Operates two-way radio. Performs related work as required.
EXAMINATION: 
Examination shall consist of a written test and weight of the examination shall be 100%.
The minimum passing grade shall be 70%. Qualified employees will have appropriate seniority points added to a passing score. Applicants must pass a typing test in order to be eligible to participate in the written examination.
PREFERENCE: 
Honorably discharged active-duty war veterans who have received a passing grade of 70% on the test shall have five (5) points added to their final grade and disabled veterans shall have ten (10) points added to their final grade. In order to receive credit for veterans' preference, an honorably discharged active-duty war veteran must furnish DD 214 when filing application. A disabled active-duty war veteran must submit proof that he/she has been classified, as disabled, by the Veterans' Administration. This proof must be submitted with application.
Veteran dates for active-duty war veterans are as follows:
December 7, 1941, to December 31, 1946
June 27, 1950, to January 31, 1955
July 1, 1958, to January 1, 1959
August 5, 1964, to May 7, 1975
August 20, 1982, to December 31, 1987
December 20, 1989, to January 31, 1990
August 2, 1990, to July 13, 1992
September 18, 2001 - A period prescribed by law, an Act of Congress of Presidential Proclamation October 16, 2002 - A period to be prescribed by law, an Act of Congress or Presidential Proclamation
This definition shall be further defined as “any person who honorably served in the armed forces in any conflict or undeclared war for which a campaign ribbon or expeditionary medal was earned and who was honorably discharged from the service.”
QUALIFICATIONS:
Ability to understand and follow oral and written instructions. Ability to make simple computations and tabulations with speed and accuracy. Ability to learn assigned tasks readily, to adhere to prescribed routines and to develop some skill in the operation of common office appliances. Ability to operate modern computer equipment. Skill in meeting the public courteously and tactfully. Ability to work effectively with others.
Preferably graduation from high school, including completion of commercial courses or its equivalent in business.
Applicants must submit a typing proficiency of at least 50 words per minute.
Applicants must have demonstrated experience with Microsoft Word, Microsoft Excel and Microsoft Access.
DESIRABLE EXPERIENCE AND TRAINING
Graduation from a standard high school, including or supplemented by computer coursework. Must demonstrate experience with Microsoft Word, Excel, and Access programs. 
The City of Cranston encourages diversity in its workforce.
We are an Equal Employment Opportunity Employer.
