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  Before You Begin


  Master the Civil Service Exams gives you a structured, step-by-step tutorial program that can help you master all the basics. It covers all the key points and gives you the practice you need to score high on your civil service exam.


  WHO SHOULD USE THIS BOOK?


  Master the Civil Service Exams is written for civil service candidates who want to prepare for their exam in the smartest way possible but whose study time is limited. This book is for you if:


  
    	You know that you’ll get the most out of a structured, step-by-step tutorial program that takes the guesswork out of test preparation.


    	You want to prepare on your own time and at your own pace, but you don’t have time for a preparation program that takes weeks to complete.


    	You want a guide that covers all the key points you need to know but doesn’t waste time on topics you don’t absolutely have to know for the exam.


    	You want to avoid taking risks with this all-important exam by relying on “beat the system” guides that are long on promises but short on substance.

  


  HOW THIS BOOK IS ORGANIZED


  
    	Part I gives you a quick overview of important facts you need to know about the civil service job market and whether you must take an entry-level exam to qualify. You’ll learn where to get job information; how to apply for federal, state, and municipal positions; and what to expect on a civil service exam. You’ll also get some general test-taking tips that will help you score higher on test day.


    	Part II focuses on the concepts and strategies you’ll need to know for the verbal sections of most civil service exams. You’ll cover grammar and usage, spelling, synonyms, sentence completions, verbal analogies, and effective expression as they are assessed on civil service exams. You’ll also learn the fundamentals of reading comprehension, judgment, observation and memory, and mechanical aptitude skills. At the end of each chapter, you’ll apply what you learned to civil service–type practice exercises.


    	Part III teaches you the ins and outs of alphabetizing and filing, clerical speed and accuracy, and typing and stenography. Here, too, you’ll find skill-building practice exercises.


    	Part IV focuses on the arithmetic covered on most civil service exams. You’ll review fractions and decimals, percents, ratio and proportion, graphs and tables, and arithmetic reasoning in preparation for your test. You’ll learn strategies for solving each question type, and you’ll sharpen your skills by working through practice exercises.


    	Part V contains four full-length practice tests that are as close as you can get to the real thing. Take them under timed conditions and you’ll experience just how it feels to take an actual civil service exam. Two of the practice tests give you a great opportunity to gauge your progress and focus your study in key areas, including English grammar and usage; spelling; synonyms; sentence completions; verbal analogies; reading comprehension; judgment, communication, and memory; and mechanical aptitude. Two additional practice tests will help you prepare for the Municipal Office Aide and Senior Office Typist exams. As you finish each exam, check your answers against the answer key and read the explanation for each question you missed.


    	The Appendixes provide additional information about some of the most sought-after civil service jobs available at local, state, and federal levels. Appendix C also provides a list of government positions for which you must take and pass a civil service exam.

  


  Once you have read and worked through this intensive, focused preparation program, you’ll be more than ready to score high on your civil service exam, and you will be a more attractive applicant for the position you’re seeking.


  SPECIAL STUDY FEATURES


  Master the Civil Service Exams is designed to be as user-friendly as it is complete. To this end, it includes several features to make your preparation more efficient.


  Overview

  Each chapter begins with a bulleted overview listing the topics covered in the chapter. This will allow you to quickly target the areas in which you are most interested.


  Bonus Information

  As you work your way through the book, keep your eyes on the margins to find bonus information and advice. Information can be found in the following forms:


  Note 

  Notes highlight need-to-know information about the civil service exams, whether it’s details about applying for a position, how scores are tallied, or the structure of a question type.


  Tip 

  Tips provide valuable strategies and insider information to help you score your best on the civil service exams.


  Alert!

  Alerts do just what they say—alert you to common pitfalls and misconceptions you might face or hear regarding the civil service exams.


  YOU’RE WELL ON YOUR WAY TO SUCCESS


  You’ve made the decision to work for the federal government or for your state or local government and have taken a very important step in that process. Master the Civil Service Exams will help you score high and prepare you for everything you’ll need to know on the day of your exam and beyond it. Good luck!
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  Chapter 1: Civil Service Jobs


  OVERVIEW


  
    	Federal employment


    	State and local government employment


    	Obtaining job information


    	How to apply


    	Summing it up

  


  FEDERAL EMPLOYMENT


  The federal government is the nation’s largest employer. It employs more than 2.7 million civilian workers in the United States and an additional 100,000 civilian workers—one-half of whom are U.S. citizens—in U.S. territories and other countries. Government occupations represent nearly every kind of job in private employment, as well as some jobs unique to the federal government, including regulatory inspectors, foreign service officers, and Internal Revenue Service (IRS) agents. Many civilian federal employees are employed through the legislative branch (Congress, the General Accounting Office, the Government Printing Office, and the Library of Congress) and the judicial branch (the Supreme Court and the U.S. Court system). By far the greatest number of federal civilian employees work for the executive branch.


  Categories of Federal Jobs


  Nearly every occupation in the private sector is also represented in the federal civil service. If you are seeking a career in government service, you will probably be able to put to use the skills you’ve already acquired. Here’s a quick look at the major categories of federal positions:


  
    	Professional. These positions require knowledge in a specialized field, usually acquired through college-level or postgraduate education. Among those filling these positions are engineers, accountants, attorneys, biologists, physicists, and chemists.


    	Administrative and managerial. Employees in these positions are responsible for overseeing contracts with the private sector and purchasing goods and services for the government. Positions include contract specialists, budget analysts, purchasing officers, claims examiners, product control specialists, administrative assistants, personnel officers, and IRS officers.


    	Investigative and law enforcement. Several government agencies employ police officers and investigators in positions ranging from property guarding and border patrol to involvement in highly technical intelligence operations. These agencies include the Department of Justice, the State Department, the Treasury Department, the U.S. Postal Service, the Customs Bureau, the Federal Bureau of Investigation (FBI), and the Department of Homeland Security.


    	Technical. These positions typically employ workers involved in support work in nonroutine professional or administrative fields, such as computer technology and electronic technology.


    	Clerical. This broad field includes hundreds of different positions: Nearly onehalf of the jobs in federal civil service are clerical. Positions include office machine operators, secretaries, stenographers, clerk-typists, mail and file clerks, telephone operators, and workers in computer and related occupations.


    	Labor and mechanical. Most people do not realize that the U.S. government is the largest employer of mechanical, manual, and laboring workers in the country. Positions include mobile equipment operators, mechanics, machine tool and metal workers, maintenance and repair workers, and food preparation and service workers.


    	Unskilled. Thousands of positions in federal government service are open to people with few skills or with only a small amount of training. These include housekeeping aides, janitors, laundry workers, and mess attendants.

  


  Note

  Although the headquarters of most government departments and agencies are in Washington, D.C., only a small percentage of federal employees work there. Federal employees are stationed in all parts of the United States and its territories, and in many other countries as well.


  Specific Programs in the Federal Service


  Many federal positions may be attained through special government programs. Normally, one does not require experience to qualify, but you may have to take a test that indicates whether you have an aptitude for the occupation. Consider the following special programs as a means of entering civil service:


  
    	Part-time positions. Usually 16–32 hours per week, part-time positions are available throughout the federal government. Flex-time, job sharing, and nontraditional configurations of the workday and work week are options for some positions. For more information, check with the personnel office of the specific government agency where you’d like to work.


    	Summer employment. Limited summer work is available for high school, college, law, medical, and dental students throughout the U.S. government. Most jobs are in metropolitan areas. Applications are accepted by individual agencies annually from December through April 15, and the jobs tend to run from mid-May through September 30.


    	The student-career experience. This work/study program is for high school, vocational/technical school, and college students who are enrolled at least part-time in school. It offers employment in positions directly related to a course of study, which may lead to permanent employment with the agency upon graduation. Contact your high school counselor, college employment coordinator, or the agency where you’d like to work.


    	Student temporary employment. Part-time student employment does not necessarily have to relate to a course of study. This employment, however, must end when you are no longer enrolled at least part-time in school. Check with a counselor, employment coordinator, or the agency where you’d like to work.


    	The PMI program for Presidential Management Interns. This program targets graduate students. You should apply only if you expect to receive your graduate degree by the following June. During the two-year PMI program, you will perform high-level work in your field. Afterward, you may continue in regular federal employment. You must be nominated by the dean of your college or university or by the chair of your department or graduate program.

  


  Qualifications and Requirements


  Jobs in the federal government appear in the General Schedule (GS), which assigns grades to jobs according to the difficulty of duties and responsibilities and the knowledge, experience, and skills required. Selection requirements are based on studies of the training, experience, and skills required for successful job performance at different grade levels.


  Job applicants must meet the education and/or experience requirements, show evidence of having the required skills, and pass a job-related written test. Generally, a high school diploma or previous job experience is all you need to qualify for a job at the entry-level grade. As you gain experience, you become eligible for promotion to higher-level, more specialized jobs. You can also enter the federal government at higher grade levels if you already have the appropriate specialized experience or additional education required.


  For most positions, you must have either six months or one year of experience at a comparable level to that of the next-lower grade level to qualify for experience for any grade higher than the entry level. For some positions at GS-11 and lower, you must have obtained experience at two levels below that of the job. Each job announcement provides specific information about the level of experience you need to qualify for the position.


  The following educational and experience requirements are typical for various categories of civil service positions:


  
    	Professional. Require highly specialized knowledge. Typically, you must have a bachelor’s degree or higher in a specific field.


    	Administrative and managerial. Usually do not require specialized knowledge. A bachelor’s degree and/or responsible job experience, however, is required. In general, you must begin at the trainee level and learn the duties of the job after being hired.


    	Investigative and law enforcement. Requirements vary greatly depending on the job. In general, these positions require a bachelor’s degree, specialized training, good physical condition, and/or previous relevant experience.


    	Technical and clerical. Entry-level positions in these fields usually require a high school diploma or equivalent, although junior college or technical school training may enable you to enter a field at a higher level. No additional experience or training may be necessary.


    	Labor and mechanical. These positions, particularly those requiring a skilled trade, often require relevant experience. Apprenticeships for those with no previous training, however, may be available for some positions.


    	Unskilled. Many positions require little or no prior training or experience. These positions include that of janitor, maintenance worker, and messenger.

  


  Tip

  Some positions, particularly those in law enforcement and firefighting, have specific age limits because of the nature of the work. Be sure to check job announcements carefully before applying.


  Age


  In addition to education, experience, and skill requirements, you must meet general age and physical requirements for joining the civil service. The government sets no maximum age limit for federal employment. The usual minimum age is 18, but high school graduates as young as 16 may apply for many jobs. If you are younger than 18 and you are out of school but are not a high school graduate, you may be hired only if you have successfully completed a formal training program or if you have been out of school for at least three months, not counting summer vacation. School authorities must sign a form approving your preference for work instead of additional schooling. The agency that wants to hire you will provide this form.


  Physical Requirements


  You must be physically able to perform the duties of the position in which you’re interested, and you must be emotionally and mentally stable. This does not mean that a physical disability will disqualify you, as long as you can perform the work efficiently and without posing a hazard to yourself or others. Of course, there are some positions— such as border patrol agent, firefighter, and criminal investigator—that can be filled only by applicants who are in top-notch physical condition. Whenever this is the case, the physical requirements are described in detail in the job announcement.


  The federal government is the world’s largest employer of the physically disabled and has a strong program aimed at employing those who are disabled. If you have a physical disability, contact the Selective Placement Coordinator at the agency in which you’re interested for special placement assistance. State the nature of your disability on your application, so that special testing arrangements can be made to accommodate your needs.


  Working Conditions and Benefits


  More than one-half of federal civilian employees are paid according to the General Schedule (GS), a pay scale for those in professional, administrative, technical, and clerical jobs and for workers such as guards and messengers. Salaries under the GS are set to correspond to pay levels in similar occupations in the private sector. GS pay rates are uniform throughout most of the country, although they are adjusted upward in areas with very high cost-of-living indexes, such as New York City, Los Angeles, and San Francisco. In areas with low cost-of-living indexes, GS pay scale amounts may exceed those of most private-sector workers.


  High school graduates with no related work experience usually begin in GS-2 jobs, but some who have special skills begin at grade GS-3. Graduates of two-year colleges and technical schools typically begin at the GS-4 level. Professional and administrative employees with bachelor’s degrees can enter at grades GS-5 or GS-7, depending on experience and academic record, and those with a master’s degree or Ph.D. or equivalent experience may enter at the GS-9 or GS-11 level.


  Advancement to a higher pay grade generally depends on one’s level of ability and work performance, as well as on the availability of jobs at higher-grade levels. Most agencies fill vacancies by promoting their own employees whenever possible. Promotions are based on increases in responsibility and the demonstration of increased experience and skill.


  It’s not always necessary to move to a new job to advance in pay grade. Sometimes an employee’s work assignments change a great deal in the ordinary course of business— in other words, the job “grows” or expands in responsibility. When that happens, a position classifier determines whether the position should be reclassified to a higher grade because of increased difficulty or responsibility.


  Most employees receive within-grade pay increases at one-, two-, or three-year intervals if their work is acceptable or better. (Some managers and supervisors receive increases based on job performance rather than on time in a specific grade.) Within-grade increases may also be awarded to recognize high-quality service.


  Federal jobs offer many benefits in addition to pay, including health and life insurance, retirement benefits, and holidays.


  SALARY TABLE 2009-GS


  INCORPORATING THE 2.90% GENERAL SCHEDULE INCREASE


  EFFECTIVE JANUARY 2009


  Annual Rates by Grade and Step
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  Work Hours


  The usual government work week is 40 hours. Most government employees work 8 hours per day, Monday through Friday. In some cases, the nature of the work may call for a different work week, and as in many other businesses, employees sometimes have to work overtime. If you are required to work overtime, you will either be paid for the extra time or given time off as compensation.


  Training


  Training for increased responsibility in a government position is often provided on the job, and employees are encouraged to continue their own training and education. You may participate in individual career development programs and receive job-related training in your own agency, in other agencies, or outside the government (in industrial plants and universities, for example). In addition, the government sponsors formal training courses and may pay for outside training that is directly related to improving job performance.


  Benefits


  Employees are regularly rated on job performance. In most agencies, the ratings are “outstanding,” “satisfactory,” and “unsatisfactory.” Employees with “outstanding” ratings receive extra credit toward retention in case of layoffs. An employee whose rating is “unsatisfactory” may be dismissed or assigned to another position.


  INCENTIVE AWARDS


  Government agencies encourage employees to suggest better, simpler, or more economical ways to perform their work. A suggestion or invention that results in savings or improved service may result in a cash award for you, or you may be rewarded for outstanding job performance or other acts deserving recognition.


  VACATION AND SICK LEAVE


  Most federal employees earn annual leave for vacation and other purposes according to the number of years they’ve been in the federal service. Vacation benefits begin at thirteen working days a year for most new full-time employees and increase with length of employment. Most full-time employees also earn thirteen days of sick leave with pay each year, regardless of length of service.


  INJURY COMPENSATION


  The government provides generous compensation benefits, including medical care, for employees who suffer injuries in the performance of their official duties. Death benefits are provided to survivors should such injuries result in death.


  GROUP LIFE INSURANCE


  As a federal employee, you may receive low-cost term life insurance without taking a physical examination. Two kinds of insurance are provided: life insurance and accidental death and dismemberment insurance.


  HEALTH CARE


  The government sponsors a voluntary health insurance program for federal employees. The program offers a variety of plans to meet individual needs, including basic coverage and major medical protection against costly illnesses. The government contributes part of the premium and the employee pays the balance through payroll deductions.


  RETIREMENT PROGRAM


  The Federal Employees Retirement System (FERS) offers very favorable terms for retirement. Federal employees are covered under a combined Social Security and supplemental retirement program. The government’s contribution is generous, and employees can contribute as much as desired. This system gives employees flexibility to move between the private sector and civil service without losing basic retirement benefits.


  PAID HOLIDAYS


  Government workers are entitled to the following ten regular paid holidays each year:


  
    
      	[image: ]

      	New Year’s Day (January 1)
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      	Martin Luther King, Jr.’s Birthday (third Monday in January)
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      	Presidents’ Day (third Monday in February)
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      	Memorial Day (last Monday in May)
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      	Independence Day (July 4)
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      	Labor Day (first Monday in September)
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      	Columbus Day (second Monday in October)
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      	Veterans Day (November 11)
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      	Thanksgiving Day (fourth Thursday in November)
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      	Christmas Day (December 25)
    

  


  STATE AND LOCAL GOVERNMENT EMPLOYMENT


  State and local governments provide a large and expanding source of job opportunities in a variety of fields. More than 15 million people work for state and local agencies throughout the United States; nearly three-fourths of these employees work in local government, such as county, municipality, town, and school district governments.


  As with federal employment, nearly every kind of job available in the private sector is also available in state and local employment. However, some positions are unique to state and local government, including the following:


  
    	Public education. Educational services comprise the majority of jobs in state and local government. School systems, colleges, and universities employ not only teachers but also administrative personnel, librarians, guidance counselors, nurses, dieticians, clerks, and maintenance workers.


    	Health services. Nearly 1.4 million people are employed in health and hospital work, including physicians, nurses, medical laboratory technicians, and hospital attendants.


    	Highway work. More than 500,000 people work in highway construction and maintenance. Positions include civil engineers, surveyors, equipment operators, truck drivers, concrete finishers, carpenters, and construction workers.


    	Governmental control and finance. These positions account for about 700,000 employees, including those in the justice system, tax enforcement, and general administration. Specific positions include city managers, property assessors, and budget analysts, as well as stenographers and clerks.


    	Law enforcement and firefighting. More than 900,000 people work in law enforcement. This includes not only police officers and detectives, but also administrative, clerical, and custodial workers. Local governments employ 287,000 nonvolunteer firefighters, many of whom work part-time.

  


  You can find other state and local government work in these fields:


  
    	corrections


    	housing and urban renewal


    	local libraries


    	local utilities


    	natural resources


    	parks and recreation


    	public transportation


    	public welfare


    	sanitation


    	sewage disposal

  


  These types of positions require people with diverse experiences, such as economists, electrical engineers, electricians, pipe fitters, clerks, foresters, and bus drivers.


  State and local government job requirements, salary scales, and benefits vary from state to state and from one municipality to another, but in general they’re comparable to those of federal government employment. As with federal jobs, applicants must meet certain educational and/or experience requirements, show evidence of having the required skills, and pass a job-related written test.


  OBTAINING JOB INFORMATION


  When government agencies need to fill positions, they publish job announcements or examination announcements (see Figure 1.1). Such an announcement lists nearly all you need to know about the job, including work requirements, salary, duties, and location. It also tells you when and where to file for the exam, which application forms you must complete, and where you can find the forms.


  Tip

  The official employment Web site of the U.S. federal government is USAJOBS: www.usajobs.gov.


  Most job announcements also provide a deadline for filing your application. No application mailed past the deadline date is considered. If the top of the first page of the announcement says “No Closing Date,” this means that no deadline has been set and that applications are accepted until all open positions are filled.


  Study the job announcement carefully. It will answer many of your questions and help you decide whether you want the position and are qualified for it. The precise duties of the position are outlined in detail, usually under the heading “Description of Work.” Before you apply, make sure that your experience and ability match the range of duties listed, and that you meet all the educational, experience, and special requirements.


  The job announcement also describes the type of test, if any, you will need to take to be considered for the position—so pay close attention to this section of the announcement. It tells you what areas are covered in the written test and lists the specific subjects on which questions will be asked. Sometimes an announcement will also provide sample questions or describe the method of rating the exam. This is invaluable information when you’re preparing to take the exam. In some cases, you will not be required to take an exam; instead, you’ll be considered based on your education, experience, and achievements.


  The easiest way by far to find information about government job openings throughout the United States is to go online at www.usajobs.gov. This official job Web site of the U.S. federal government lists thousands of job vacancies for federal civil service positions in all areas of the country. As many as 20,000 openings may be posted on USAJOBS at any one time.


  FIGURE 1.1
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  Learning About Federal Jobs


  At one time, federal hiring was a centralized function of the Office of Personnel Management (OPM). This is no longer the case. All hiring is now performed by individual government agencies.


  If you know which agencies you want to work for, contact their offices directly to learn about openings and application procedures. At some agencies, you can file an application for future vacancies; others accept applications only for current or projected openings.


  Tip

  The Office of Personnel Management Web site provides valuable information for job seekers, including job announcements, veteran preferences, online applications, and locations of Federal Job Information Centers: www.opm.gov.


  If a federal agency has offices in your area, you can find the telephone number listed under “U.S. Government” in the blue pages of your local telephone directory. Ask for the address and phone number of the personnel offices. Visit or call the office and ask about job listings or vacancies. If the agency has no office in your area, try calling information in the District of Columbia (area code 202) and ask for the telephone number of the agency’s personnel office.


  Try looking for a Federal Job Information Center in your area, also listed under “U.S. Government” in your local directory’s blue pages. Call the Federal Job Information Center to get automated information or to find out about current job announcements.


  Some state employment service offices maintain listings of available federal jobs on touch-screen computers. Other good sources of job announcements include your local public library, area newspapers, local employees of the agency, special government publications, professors and college or university placement offices, and professional contacts.


  Learning About State and Municipal Jobs


  State and municipal governments make job opportunities known in various ways. Check the following places for job announcements:


  
    	Offices of the State Employment Services. These offices are administered by the state where they are located, with the financial assistance of the federal government. Almost 2,000 of them are scattered throughout the country. You’ll find the address of the one nearest you in your local telephone directory.


    	State Civil Service Commission (located in your state’s capital city).


    	Civil Service Commission. Some cities—particularly large ones—have Civil Service Commissions, which sometimes go by another name such as the Department of Personnel. You should be able to find the address and phone number in your local telephone directory under “City Departments.”


    	City and statewide publications devoted to civil service employees. These publications, such as the Chief-Leader (for New York City), often list many job openings. Local newspapers may also run a regular section on regional civil service news.


    	School boards and boards of education. These groups employ the greatest proportions of state and local personnel. Ask directly for information about job openings.


    	City and state municipal buildings. These offices usually post job openings available in your municipality. You can also check to see whether your local township has a Web site where job opportunities are posted.


    	Local libraries. Check bulletin boards and other areas of public posting at your local library to see whether government jobs are listed.


    	Local college or university placement offices. These departments can provide a wealth of information on civil service jobs.

  


  If you have Internet access, visit your state’s official Web site. Many include announcements of job openings in state government, and some enable you to apply electronically. In addition, some state sites also connect to county or city sites within the state. You should easily be able to locate your state’s Web site via a search engine such as www.google.com.


  HOW TO APPLY


  The job announcement specifies which application form you should use and where to get it. Civil service application forms differ little from state to state or from one locality to another. The questions, which have been formulated through years of experimentation, are simple and direct and designed to elicit as much relevant information as possible.


  Sometimes “Optional Fields” or “Options” are listed on the front page of a job announcement. These are related positions that will be filled through the same announcement. If you are interested in a position under this heading, you may apply for it simultaneously with the primary position. Just enter the job’s title in the “Optional Job” field on the application.


  For most federal jobs, you may submit one or more of the following documents:


  
    	The Optional Application for Federal Employment – OF 612 (see Figure 1.2)


    	A resume that fulfills the requirements set forth in Pamphlet OF 510 (see Figure 1.3)


    	A completed OPM FORM 1203-FX (see Figure 1.4)

  


  Be sure you include with your application any backup material that’s requested on the job announcement, but do not send more than is requested. You will command hiring attention by conforming exactly to requirements.


  FIGURE 1.2

  
  



	Instructions for Optional  Application for Federal Employment - OF 612





  
  You may apply for most Federal jobs with a resume, an  Optional Application for Federal Employment (OF 612), or ottner written format.  If your resume or application does not provide all tine information requested  on this form and in the job vacancy announcement, you may lose consideration  for a job. Type or print clearly in black ink. Help speed the selection process  by keeping your application brief and sending only the requested information. If essential to attach  additional pages, include your name and Social Security Number on each page.

  
  
  
  
    	For information on Federal  employment, including alternative formats for persons with disabilities and  veterans' preference, contact the U.S. Office of Personnel Management  at478-757-3000, TDD 478-744-2299, or via the Internet at www.USAJOBS.opm.dov.

    	If you served on active duty in  the United States Military and were separated under honorable conditions, you  may be eligible for veterans' preference. To receive preference, if your  service began after October 15, 1976, you must have a Campaign Badge,  Expeditionary Medal, ora service-connected disability. Veterans' preference is  not a factor for Senior Executive Service jobs or when competition is limited  to status candidates (current or former career or career-conditional Federal  employees).

    	Most Federal jobs require  United States citizenship and also that males over age 18 born after December  31, 1959, have registered with the Selective Service System or have an  exemption

  
 	The law prohibits public officials from appointing,  promoting, or recommending their relatives.

 
 

    	Federal annuitants (military  and civilian) may have their salaries or annuities reduced. Every employee must  pay any valid delinquent debt or the agency may garnish their salary.

    	Send your application to the  office announcing the vacancy. If you have questions, contact the office  identified in the announcement.
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Privacy Act Statement

The U.S. Office of Personnel Management and other Federal agencies rate applicants for Federal jobs under the authority of sections 1104, 1302, 3301, 3304, 3320, 3361, 3393, and 3394 of title 5 of the United States Code. We need the information requested in this form and in the associated vacancy announcements to evaluate your qualifications Other laws require us to ask about citizenship, military service, etc. In order to keep your records in order, we requestyour Social Security Number (SSN) underlie authority of Public Law 104-134 (April 26, 1996). This law requires that any person doing business with the Federal government furnish an SSN or tax identification number This is an amendment to title 31 Section 7701  Failure to furnish the requested information may delay or prevent action on your application. We use your SSN to seek information about you from employers, schools, banks, and others who know you. We may use your SSN in studies and computer matching with other Government files. If you do notgive us your SSN or any other information requested, we cannot process your application. Also, incomplete addresses and ZIP Codes will slow processing. We may confirm information from your records with prospective nonfederal employers concerning tenure of employment, civil service status, length of service, and date and nature of action for separation as shown on personnel action forms of specifically identified individuals.

Public Burden Statement


We estimate the public reporting burden for this collection will vary from 20 to 240 minutes with an average of40 minutes per response, including time for reviewing instructions, searching existing data sources, gathering data, and completing and reviewing the information Send comments regarding the burden statement or any other aspect of the collection of information, including suggestions for reducing this burden to the U.S. Office of Personnel Management (OPM), OPM Forms Officer, Washington, DC 20415-7900. The OMB number, 3206-0219, is currently valid. OPM may not collect this information and you are not required to respond, unless this number is displayed. Do not send completed application forms to this address. Follow directions provided in the vacancy announcements)


THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER
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  FIGURE 1.3


  
    APPLYING FOR A FEDRAL JOB-OF 510


    Here’s what your resume or application must contain (in addition to specific information requested in the job vacancy announcement):


    Job Information


    
      	Announcement number, and title and grade(s) of the job for which you are applying

    


    Personal Information


    
      	Full name, mailing address (with ZIP Code) and day and evening phone numbers (with area code)


      	Social Security Number


      	Country of citizenship (Most Federal jobs require United States citizenship.)


      	Veterans’ preference (See reverse.)


      	Reinstatement eligibility (If requested, attach SF 50 proof of your career or careerconditional status.)


      	Highest Federal civilian grade held (Also give job series and dates held.)

    


    Education


    
      	High school Name, city, and state (ZIP Code if known) Date of diploma or GED


      	Colleges and universities Name, city, and state (ZIP Code if known) Majors Type and year of any degrees received (If no degree, show total credits earned and indicate whether semester or quarter hours.)


      	Send a copy of your college transcript only if the job vacancy announcement requests it.

    


    Work Experience


    
      	Give the following information for your paid and nonpaid work experience related to the job for which you are applying (Do not send job descriptions.)

      Job title (include series and grade if Federal job)

      Duties and accomplishments

      Employer’s name and address

      Supervisor’s name and phone number

      Starting and ending dates (month and year)

      Hours per week Salary


      	Indicate if we may contact your current supervisor

    


    Other Qualifications


    
      	Job-related training courses (title and year)


      	Job-related skills; for example, other languages, computer software/hardware, tools, machinery, typing speed


      	Job-related certificates and licenses (current only)


      	Job-related honors, awards, and special accomplishments; for example, publications, memberships in professional or honor societies, leadership activities, public speaking, and performance awards (Give dates but do not send documents unless requested.)

    


    The Federal Government is an equal opportunity employer


    Job Openings
For job information 24 hours a day, 7 days a week, call 912-757-3000, the U.S. Office of Personnel Management (OPM) automated telephone system. Or, with a computer modem dial 912-757-3100 for job information from an OPM electronic bulletin board. You can also reach the board through the Internet (Telnet only) at FJOB.MAIL.OPM.GOV.


    Applicants with Disabilities
You can find out about alternative formats by calling OPM. Select “Federal Employment Topics” and then “People with Disabilities.” Or, dial our electronic bulletin board. If you have a hearing disability, call TDD 912-744-2299.


    Tip

    If you have Internet access, the OPM Web site provides valuable information, including job announcements, veterans’ preferences, online applications, and locations of Federal Job Information Centers. Connect to it at www.opm.gov/.


    How to Apply
Review the list of openings, decide which jobs you are interested in, and follow the instructions given. You may apply for most jobs with a resume, the Optional Application for Federal Employment, or any other written format you choose. For jobs that are unique or filled through automated procedures, you will be given special forms to complete. (You can get an Optional Application by calling OPM or dialing our electronic bulletin board at the numbers given above.)


    What to Include
Although the Federal Government does not require a standard application form for most jobs, we do need certain information to evaluate your qualifications and determine if you meet legal requirements for Federal employment. If your resume or application does not provide all the information requested in the job vacancy announcement and in this flyer, you may lose consideration for a job. Help speed the selection process by keeping your resume or application brief and by sending only the requested material. Type or print clearly in dark ink.


    Veterans’ Preference in Hiring


    
      	If you served on active duty in the United States Military and were separated under honorable conditions, you may be eligible for veterans’ preference. To receive preference if your service began after October 15, 1976, you must have a Campaign Badge, Expeditionary Medal, or a service-connected disability. For further details, call OPM at 912-757-3000. Select “Federal Employment Topics” and then “Veterans.” Or, dial our electronic bulletin board at 912-757- 3100.


      	Veterans’ preference is not a factor for Senior Executive Service jobs or when competition is limited to status candidates (current or former Federal career or career-conditional employees).


      	To claim a 5-point veterans’ preference, attach a copy of your DD-214, Certificate of Release or Discharge from Active Duty, or other proof of eligibility.


      	To claim a 10-point veterans’ preference, attach an SF 15, Application for 10-Point Veterans’ Preference, plus the proof required by that form.

    


    Tip

    Federal, state, and municipal agencies looking for employees frequently contact professional societies, veterans’ organizations, unions, and trade associations. Check with any organization to which you belong.


    Other Important Information


    
      	Before hiring, an agency will ask you to complete a Declaration for Federal Employment form to determine your suitability for Federal employment and to authorize a background investigation. The agency will also ask you to sign and certify the accuracy of all the information in your application. If you make a false statement in any part of your application, you may not be hired; you may be fired after you begin work; or you may be fined or jailed.


      	If you are a male over age 18 who was born after December 31, 1959, you must have registered with the Selective Service System (or have an exemption) to be eligible for a Federal job.


      	The law prohibits public officials from appointing, promoting, or recommending their relatives.


      	Federal annuitants (military and civilian) may have their salaries or annuities reduced. All employees must pay any valid delinquent debts or the agency may garnish their salary.

    

  


  Instructions for Completing OPM Form 1203-FX
Along with Form OF 612 and a resume, you may also need to complete form OPM 1203-FX. A sample completed OPM 1203-FX is provided in Figure 1.4 below. If you are responding to a position announcement by submitting this form, be sure to carefully read and follow the step-by-step instructions provided by the listing agency as a guide to filling out the questionnaire. You will probably need to print the job announcement and refer to it as you answer the questions. Be sure to double-check your application before you submit it, to be sure that you’ve responded to all questions. You may obtain an updated electronic copy of this form on http://www.opm.gov/forms/.


  Social Security Number


  Enter your Social Security Number in the space indicated. Your Social Security Number (SSN) is requested under the authority of Executive Order 9397 to uniquely identify your records and distinguish them from those of other applicants who may have the same or a similar name. As allowed by law or presidential directive, your SSN is used by employers, schools, banks, and other people or entities who may know you to seek information about you. Providing your SSN is voluntary; however, most listing agencies cannot process your application without it.


  NOTE

  You will be asked on your application whether someone may contact your present employer. If you say no, it will not affect your employment opportunities—but try to provide some form of evaluation or letter of recommendation to compensate.


  Vacancy Identification Number


  Enter the Vacancy Identification Number of the job for which you are applying. The number is listed on the position announcement.


  Numbered Items


  Complete all twenty-five numbered items as indicated below:


  
    	Title of job. Enter the name of the position for which you are applying.


    	Biographic data. Enter your contact information. All biographic information is required except for your telephone number (I) and the contact time (J).


    	E-mail address. Provide a current e-mail address. Indicate whether you wish to be contacted by e-mail.


    	Work information. Provide contact information regarding your current employment, if applicable.


    	Employment availability. Enter information regarding your employment preferences.


    	Citizenship. Indicate whether you are currently a U.S. citizen.


    	Background information. Provide background information as requested by the vacancy announcement.


    	Other information. Indicate your gender (A) and date of birth (B).


    	Languages. Complete this section as instructed in the vacancy announcement.


    	Lowest grade. Enter the lowest pay grade level that you will accept for this position.


    	Miscellaneous information. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Special knowledge. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Test location. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Veterans’ preference claim. If you are not entitled to claim veterans’ preference, mark “No preference claimed.” Except for disabled veterans, (1) those who entered active duty on or after October 15, 1976, and before September 8, 1980, must have an authorized campaign badge; OR, (2) those who enlisted after September 7, 1980, or entered active duty (through means other than enlistment) on or after October 14, 1982, must have (a) completed at least twenty-four months of continuous active duty service AND have served in a campaign or expedition for which a campaign medal has been authorized; OR (b) have served at least one day during the period for which a campaign medal has been authorized; OR (c) have served at least one day during the period of August 2, 1990 through January 2, 1992 AND have twenty-four months of continuous, active duty service, or been a reservist activated during that period. Those who returned from military service at the rank of major, lieutenant commander, or higher are not entitled to veteran preference except as disabled veterans.


    	Dates of active duty—military service. If you served or are serving in the military, enter your dates of active duty, unless you have claimed derived preference (i.e., widows, spouses, and so on). Use this date format: (mm/dd/yyyy).


    	Availability date. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Service computation date. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Other date. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Job preference. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Occupational specialties. Select/enter at least one occupational specialty. The specialty code for a specific position will be provided.


    	Geographic availability. Select/enter at least one geographic location in which you are interested and will accept employment. The location code for a specific position will be provided.


    	Consideration for Transition Assistance Plan. In this section, indicate if you are a surplus or displaced federal employee requesting special priority consideration under the Career Transition Assistance Plan (CTAP) or the Interagency Career Transition Assistance Plan (ICTAP). Note: To receive consideration for CTAP or ICTAP, you must submit the necessary supporting documentation.


    	Job related experience. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Personal background information. Leave this section blank unless otherwise instructed in the vacancy announcement.


    	Occupational questions. Leave this section blank unless otherwise instructed in the vacancy announcement.
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  The following Privacy Act and Public Reporting Burden statements are for informational purposes only. Please do not return this page with your application package.


  Privacy Act


  The Office of Personnel Management is authorized to rate applicants for Federal jobs under sections 1302, 3301, and 3304 of title 5 of the U.S. Code. Section 1104 of title 5 allows the Office of Personnel Management to authorize other Federal Agencies to rate applicants for Federal jobs. We need the information you put on this form to see how well your education and work skills qualify you for a Federal job. We also need information on matters such as citizenship and military service to see whether you are affected by laws we must follow in deciding who may be employed by the Federal Government.


  We must have your Social Security Number (SSN) to identify your records because other people may have the same name and birthdate. The Office of Personnel Management may also use your SSN to make requests for information about you from employers, schools, banks, and others who know you, but only as allowed by law or Presidential directive. The information we collect by using your SSN will be used for employment purposes and also for studies and statistics that will not identify you.


  Information we have about you may also be given to Federal, State and local agencies for checking on law violations or for other lawful purposes. We may send your name and address to State and local Government agencies, Congressional and other public offices, and public international organizations, if they request names of people to consider for employment. We may also notify your school placement office if you are selected for a Federal job.


  Giving us your SSN or any of the other information is voluntary. However, we cannot process your application, which is the first step toward getting a job, if you do not give us the information we request.


  Public Reporting Burden


  The public reporting burden of information is estimated to vary from 20 minutes to 45 minutes to complete this form including time for reviewing instructions, gathering the data needed, and completing and reviewing entries. The average time to complete this form is 30 minutes. Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden to: U.S. Office of Personnel Management, Office of the Chief Information Officer, 1900 E Street, NW, CHP 500, Washington, DC 20415; and to the Office of Information and Regulatory Affairs, Office of Management and Budget, Paperwork Reduction Project 3206-0040, Washington, DC 20503.


  Submitting a Civil Service Job Application


  Taking an exam is now much less common than submitting a resume with an application for a civil service position. For some positions, applicants are still required to take and pass exams; however, about 80 percent of current civil service positions no longer involve exams. These positions are filled based on competitive evaluation of applicants’ experience and education.


  The following are examples of completed applications for three civil service positions. Each example contains a cover letter, resume, and application form tailored to the specific position.


  FIGURE 1.5


  Kathryn Johnson

  123 Easy Street

  Dallas, TX 53132

  P: 555.222.1212

  January 22, 2010


  Human Resources Office

  New York State Banking Department

  One State Street

  New York, NY 10004-1417


  Re: Bank Examiner Trainee I (Exam 20-598); OC-APP-3 #20598 (4/07)


  To Whom It May Concern:


  I am responding to your position listing for Bank Examiner Trainee I, dated August 8, 2009 . The application, my resume and three (3) letters of reference are attached. For the past year, I have provided consulting and training services but I am now eager to continue with a career in banking. I would be honored to make a strong contribution to your team’s efforts in this position.


  After having carefully reviewed the requirements of this position, I am confident that my skills, abilities, and experience effectively match your requirements for this position. I have over 15 years’ experience in banking and the financial industry, both in the private sector and in the government arena.


  Throughout my career in banking, I have derived great satisfaction from serving clients well. I enjoy working with dynamic teams. I also enjoy working with the public, demonstrating banking service. I believe I would contribute to your professional environment because I find the banking industry to be both challenging and rewarding.


  May I arrange an interview to further discuss my qualifications? I am available to meet with you at a mutually convenient time.


  Thank you for your consideration of my application.


  Sincerely,


  Kathryn Johnson


  Encl.


  Kathryn Johnson


  
    
      	Objective

      	To work in banking as a loan officer or a bank examiner
    


    
      	Experience

      	2006–2010

      	Progressive Bank

      	Dallas, TX
    


    
      	

      	Bank Teller
    


    
      	

      	
        
          	Served customers from diverse backgrounds in the Dallas metropolitan area


          	Worked with bank officers to ensure efficient delivery of services


          	Suggested new methods to increase retention of customers

        

      
    


    
      	

      	2005–2006

      	Friendly Bank of Dallas

      	Dallas, TX
    


    
      	

      	Bank Teller Assistant

      	

      	
    


    
      	

      	
        
          	Helped assess the level of customer service and methods to increase delivery of great customer service


          	Supervised interns in developing customer satisfaction surveys

        

      
    


    
      	

      	2004–2005

      	Duffy Vineyards

      	Dallas, TX
    


    
      	

      	Junior Sales Associate

      	

      	
    


    
      	

      	
        
          	Worked with team to market local vineyard products

        

      
    


    
      	

      	2003–2004

      	Lit Ware, Inc.

      	Dallas, TX
    


    
      	

      	Sales Representative

      	

      	
    


    
      	

      	
        
          	Worked in direct sales of plastic containers for home use


          	Received company’s highest sales award in 2004


          	Helped develop training course in sales

        

      
    


    
      	Education

      	2002-2004

      	South Ridge State University

      	Dallas, TX
    


    
      	

      	
        
          	Course of study: Finance and accounting

        

      
    


    
      	Interests

      	Running, gardening, nutrition, computers.

      	

      	
    


    
      	References

      	Available upon request
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  FIGURE 1.6


  Kathryn Johnson

  123 Easy Street

  Dallas, TX 53132

  P: 555.222.1212

  January 22, 2010


  Human Resources Office

  New York State

  Department of Human Resources

  One State Street

  New York, NY 10004-1417


  Re: Developmental Aide Trainee; OC-APP #4 10-010 / 10-011 (2-07L)


  To Whom It May Concern:


  I am responding to your position listing for Developmental Aide Trainee, dated August 8, 200 . The application, my resume, and three letters of reference are attached. After having carefully reviewed the requirements of this position, I am confident that my skills, abilities, and experience well match your requirements for this position.


  For the past year, I have served as a Developmental Aide with Kinder Kids as I pursue a degree in early childhood education. Prior to that, I worked as a Developmental Aide with the Institute for Childhood Development in Dallas. Both of these positions provided me with the opportunity to deepen my understanding of child development and teaching strategies.


  I would be grateful for an opportunity to work for the State of New York as a Developmental Aide Trainee. Such an experience would be valuable to me as I pursue a career that utilizes my skills in a learning environment. I can assure you that I will devote my strong work ethic to serving your agency in this capacity.


  May I arrange an interview to further discuss my qualifications? I am available for an interview at a mutually convenient time. Please feel free to contact me at the telephone number above.


  Thank you for your consideration of my application.


  Sincerely,


  Kathryn Johnson


  Encl.


  Kathryn Johnson


  
    
      	Objective

      	To contribute to the understanding of early childhood development through study and application of innovative methods in education and testing
    


    
      	Experience

      	2007–Present

      	Kinder Kids

      	Dallas, TX
    


    
      	

      	Developmental Aide
    


    
      	

      	
        
          	Emphasized learning for children 4 to 6 years of age


          	Worked with children to help them understand the role of preschool in preparing them for elementary school


          	Suggested new methods to increase retention of new reading skills

        

      
    


    
      	

      	2005–2007

      	The Institute for Childhood Development Dallas, TX
    


    
      	

      	Developmental Aide

      	

      	
    


    
      	

      	
        
          	Helped assess the level of preparedness of children 6 to 8 years old for foreign language education


          	Supervised interns in early childhood development

        

      
    


    
      	

      	2004–2005

      	Duffy Vineyards

      	Dallas, TX
    


    
      	

      	Junior Sales Associate

      	

      	
    


    
      	

      	
        
          	Worked with team to market local vineyard products

        

      
    


    
      	

      	2003–2004

      	Lit Ware, Inc.

      	Dallas, TX
    


    
      	

      	Sales Representative

      	

      	
    


    
      	

      	
        
          	Worked in direct sales of plastic containers for home use


          	Received company’s highest sales award in 2004


          	Helped develop training course in sales

        

      
    


    
      	Education

      	2002-2004

      	South Ridge State University

      	Dallas, TX
    


    
      	

      	
        
          	Course of study: Finance and accounting

        

      
    


    
      	Interests

      	Running, gardening, nutrition, computers.

      	

      	
    


    
      	References

      	Available upon request
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  FIGURE 1.7


  Kathryn Johnson

  123 Easy Street

  Dallas, TX 53132

  P: 555.222.1212

  January 22, 2010


  Personnel Office

  New York State

  Department of Human Resources

  One State Street

  New York, NY 10004-1417


  Re: Food Service Worker I; OMRDD, DOH, OC-APP #4 20-484 (12/04L)


  To Whom It May Concern:


  I am responding to your position listing for Food Service Worker I, dated August 8, 200 . The application and my resume are attached. I am happy to provide letters of references upon request. After having carefully reviewed the requirements of this position, I am confident that my skills, abilities, and experience qualify me to serve as a Food Service Worker I for your organization.


  For the past year, I have worked as a Food Service Technician in the cafeteria at a local hospital in Dallas, Texas. I am pursuing a degree in physical therapy, but I am also interested in the way that nutrition affects a person’s physical well being. I would appreciate the chance to increase my knowledge and skills through hands-on experience working for the State of New York. I am a dedicated, reliable employee, and I bring enthusiasm to a team environment.


  May I arrange an interview to further discuss my qualifications? I am available for an interview at a mutually convenient time. Please feel free to contact me at the telephone number above.


  Thank you for your consideration of my application. I look forward to hearing from you.


  Sincerely,


  Kathryn Johnson


  Kathryn Johnson


  
    
      	Objective

      	To work as a physical therapist in a progressive hospital
    


    
      	Experience

      	2007–Present

      	Arbor Hospital

      	Dallas, TX
    


    
      	

      	Food Service Technician
    


    
      	

      	
        
          	Emphasized efficient, safe delivery of food to patients


          	Learned to keep food and food delivery costs to a minimum without sacrificing quality


          	Suggested new food products that increased efficiency and nutrition

        

      
    


    
      	

      	2005–2007

      	Broadmoor Physical Therapy Institute

      	Dallas, TX
    


    
      	

      	Food Service Technician

      	

      	
    


    
      	

      	
        
          	Served staff and clients during breakfast and lunch


          	Supervised interns learning food service trade

        

      
    


    
      	

      	2004–2005

      	Duffy Vineyards

      	Dallas, TX
    


    
      	

      	Junior Sales Associate

      	

      	
    


    
      	

      	
        
          	Worked with team to market local vineyard products

        

      
    


    
      	

      	2003–2004

      	Lit Ware, Inc.

      	Dallas, TX
    


    
      	

      	Sales Representative

      	

      	
    


    
      	

      	
        
          	Worked in direct sales of plastic containers for home use


          	Received company’s highest sales award in 2004


          	Helped develop training course in sales

        

      
    


    
      	Education

      	2002-2004

      	South Ridge State University

      	Dallas, TX
    


    
      	

      	
        
          	Course of study: Finance and accounting

        

      
    


    
      	Interests

      	Running, gardening, nutrition, computers.

      	

      	
    


    
      	References

      	Available upon request
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  Tips for Completing Your Job Application


  Give every job application serious attention. It is the first important step toward getting the position you want. Consider the following tips:


  
    	Make a master copy. Do not sign and date it. Instead, make photocopies of it, sign and date them, and send them out. This saves time when you are applying for more than one position.


    	Make a first draft. This is especially important when you’re writing your employment history and recording other types of experience. Rewrite the draft as many times as you need to until you’ve produced a comprehensive, well-written account. Review your background and make a list of specific on-the-job duties, outside activities, knowledge, and experiences that may enhance your qualifications for the position.


    	Use a computer or typewriter to fill out the application form. If this isn’t possible, complete the application neatly and clearly using blue or black ink.


    	Provide a complete employment history. Use all the lines allotted to each job description. If you need more space, use plain white paper to continue. Be sure that you label every attachment with the appropriate job announcement number, your birthdate, your name, and the item number. Be specific about what tasks you performed in each job you’ve had. Do not summarize; explain fully.


    	Provide a complete educational history. Include the names of all the schools you’ve attended going as far back as high school. Include school locations, the dates you attended, the subjects you studied, the total number of classroom or credit hours you earned, the diplomas or degrees you received, and any other pertinent data. Also list in-service workshops, seminars, professional conferences, private study, correspondence courses, military training, leadership orientation, career specialty training, and the like. Again, you may have to add information on separate sheets.


    	
      List honors and awards. Many people are modest about awards. This is not the time to be modest. Honors and awards do not have to be earthshakingly important to be included. For example, cite scholarships, safety awards, suggestion awards, community awards and nominations, and elections to honorary societies and groups. Include brief excerpts from official or unofficial letters in which you were praised for your work. Recent awards are usually the most relevant, but if you’ve received just a few awards, list them all, even if you received them some years ago.

      Tip

      Experience you acquired more than fifteen years ago may be summarized in one block if it is not applicable to the type of position for which you are applying.

    


    	
      List special qualifications, experiences, and skills. Be honest in evaluating your abilities. Even if they do not seem directly related to the position, be sure to mention any familiarity with a foreign language, computer skills, typing skills, licenses and certificates you have earned, experience with equipment or machines, membership in professional organizations, material you have written (even if unpublished), examples of public speaking events, and relevant hobbies. You may receive credit for unpaid experience or volunteer work on the same basis as you are credited for on-the-job experience, so be sure to include it.

      Tip

      Include a college transcript only if the job announcement requests one.

    


    	List available professional references. Ask people who know you and who know your work to provide a reference. Make sure that they can be easily reached, and include their phone numbers or other contact information. Do not list people who are out of the country, have no phone, or whose whereabouts are unknown to you. Be sure to ask your references for permission to use their names.


    	Put the job announcement number on all application materials. The number appears on the front of the job announcement. Also list your name, birthdate, and the position for which you’re applying on all materials, in case parts of your application become separated.


    	Never embellish or falsify information. Your application will be examined closely and facts will be checked. If you were ever fired, say so. It is better to state this openly than to have an examiner find out from a former employer.


    	Don’t put employment history or other material into one long paragraph. Aim for a clear, well-organized presentation. This is especially important if you use more space than what is provided on the application. Break up long descriptions into short sentences and paragraphs, and use headings. Also, use action verbs and avoid abbreviating or using the passive voice.


    	
      Consider your options carefully. Most of the questions on the application form are straightforward. Be sure, however, to put some extra thought into answering the following:
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          	Locations where you’re willing to work. Sometimes vacancies are available in several locations. Would you accept employment in any location or do you want to work in a specific place? Either way, list all the places where you’re willing to work.
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          	Lowest grade or pay you will accept. You will not be considered for a job that pays less than the amount you provide. Although the position salary is clearly stated in the announcement, it’s possible that an earlier opening in the same occupation carries less responsibility and thus pays a lower entrance-level salary.
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          	Temporary or part-time employment. Temporary positions arise frequently, and part-time positions occasionally open up as well. Willingness to accept a temporary assignment or part-time position may be good ways of getting in the door.
        

      

    

  


  SUMMING IT UP


  
    	Major categories of federal positions include: professional, administrative, investigative and law enforcement, technical, clerical, labor and mechanical, and unskilled. Each of these categories (except unskilled) requires certain educational and experience requirements.


    	Some federal positions may be attained through special government programs, in which applicants do not require experience to qualify but may have to take a test to indicate aptitude for the position. These programs include part-time and summer employment, student work-study programs and student temporary employment, and the PMI program (Presidential Management Interns).


    	Jobs in the federal government appear in the General Schedule (GS), which assigns grades to jobs according to the difficulty of duties and responsibilities and the knowledge, experience, and skills required.


    	Generally, a high school diploma or previous job experience qualifies you for an entry-level job. With experience, federal employees are eligible for promotion to higher-level, more specialized jobs. You may also begin employment with the federal government at a higher grade level if you already have specialized experience or additional education.


    	If you are a U.S. Armed Forces veteran, you may be eligible for Veteran Preference points, which enable you to increase your exam score by either 5 or 10 points. If you’re eligible, be sure to indicate the fact on your application or resume.


    	Employment with the federal government comes with a number of benefits, including job training, generous vacation and sick time allowances, life and health insurance, and retirement benefits.


    	As with federal employment, nearly every kind of job available in the private sector is also available in state and local employment. Fields that are unique to state and local government include public education, health services, highway work, governmental control and finance, and law enforcement and firefighting.


    	State and local government job requirements, salary scales, and benefits are generally comparable to those of federal government employment. As with federal jobs, applicants must meet educational and/or experience requirements, show evidence of having the required skills, and pass a job-related written test.


    	Government agencies fill positions through job announcements or exam announcements. Study the announcements carefully, and be sure that you meet all the educational, experience, and special requirements before applying for a position.


    	The official employment Web site of the U.S. federal government is USAJOBS: www.usajobs.gov. The Office of Personnel Management Web site also provides information for job seekers, including job announcements, veteran preferences, online applications, and locations of Federal Job Information Centers: www.opm.gov.


    	For information on state and local government jobs, contact your State Employment Services office, the State Civil Service Commission, the nearest city’s Civil Service Commission, city and statewide civil service publications, school boards and boards of education, and city and state municipal offices. You might also check your local library or nearby college and university placement offices.

  


  Chapter 2: Exam Essentials


  OVERVIEW


  
    	What to expect on the federal civil service exam


    	What to expect on state and municipal exams


    	Biographical and achievement inventory


    	Preparing for a civil service exam


    	How the exam is administered


    	Exam ratings


    	Test-taking strategies


    	Summing it up

  


  WHAT TO EXPECT ON THE FEDERAL CIVIL SERVICE EXAM


  Congress passed the Civil Service Act to ensure that federal employees are hired based on individual merit and fitness. The Civil Service Act provides for competitive exams and the selection of new employees from among the most qualified applicants. Any U.S. citizen may take civil service exams. For most jobs, the agency doing the hiring rates exams to determine which applicants are eligible for the jobs to be filled. Some federal jobs are exempt from civil service requirements. Most of these positions, however, are covered by separate merit systems of other agencies, such as the State Department, the Federal Bureau of Investigation, the Nuclear Regulatory Commission, or the Tennessee Valley Authority.


  There are two main types of civil service exams: competitive and noncompetitive. In a competitive exam, all applicants for a position compete with each other. The better your score, the better your chance of being appointed. In a noncompetitive exam, each applicant is tested solely to determine qualifications for a given position. You need only pass to become eligible for the job.


  The purpose of civil service exams is to identify candidates who have the aptitude and ability to learn the job easily and to do it well. The subjects tested on the exam are closely related to the duties of the position. The written tests for federal occupations measure verbal, clerical, arithmetic, and any other skills needed for the job. On many clerical exams, for instance, the exam consists of two tests: one measuring verbal ability, and another measuring clerical ability. Test requirements vary depending on the agency and the type of position.


  Note

  For administrative civil service careers, testing is no longer mandatory.


  Check the job announcement to confirm the test battery that you will have to take. If the announcement indicates that a written test will be given, you will receive a notice in the mail telling you when and where to report for the test.


  Pay special attention to the section of the job announcement describing the kind of exam given for the open position. It explains what areas are covered in the written test and lists the specific subjects on which questions will be asked. Sometimes, sample questions are given.


  Testing Verbal Ability


  Most civil service exams include a section to test verbal ability. The verbal portion of the exam tests you in the following areas:


  
    	Spelling, meaning, and relationship of words


    	Recognition of sentences that are grammatically correct


    	Reading, understanding, and using written material

  


  These test tasks relate to a variety of job tasks, such as proofreading and correcting typed copy, using instruction manuals, organizing new files of related materials, and carrying out written instructions.


  Testing Clerical Ability


  The clerical portion of the exam is a test of speed and accuracy on different clerical tasks. Because speed is being measured, this portion of the exam is more heavily timed than other portions. Also, because accuracy is being measured, there is often a penalty for wrong answers, unlike other portions of the exam. You may be tested on any or all of the following areas: alphabetic filing, name and number checking, and typing. Some clerical tests also include a stenography or coding portion.


  Testing Arithmetic Ability


  Not all exams include an arithmetic section—it depends on the job you are applying for. Many clerical jobs, cashiers, and positions in the manual trades do require some level of arithmetic ability. You may be tested on any of the following:


  
    	Fractions, decimals, and percentages


    	Graphs and tables


    	Ratio and proportion


    	Reasoning problems of various sorts, including work, distance, taxation, and payroll problems

  


  Other Exam Topics


  Depending on the job that you are applying for, you may be tested on other topics. These include general aptitude questions for qualities necessary for the job, and questions testing specific abilities not covered in the clerical portion of the exam. For example, general aptitude questions may measure judgment and communication skills, which are necessary for many jobs. Other subjects are more specific: observation and memory for police officers, firefighters, corrections officers, court officers, and similar positions; and mechanical ability for firefighters, custodians, and mechanical workers in many trades.


  WHAT TO EXPECT ON STATE AND MUNICIPAL EXAMS


  Following the lead of the federal government, every state has instituted some form of merit-based hiring procedure. In matters of internal hiring, each state has complete autonomy. No higher authority tells a state which positions must be filled by examination or which exam to use. In the interests of efficiency and fairness in hiring, nearly all states fill positions through civil service exams.


  Many states offer their testing services to counties and municipalities as well. Thus, if you qualify on a state-administered exam, you may have your name and ranking listed on any number of eligibility rosters in counties or towns in which you are willing to work. In other states, state testing is only for state positions, and counties and municipalities have their own independent systems.


  Note

  Exam subjects and formats vary the most among law enforcement and correctional exams. By contrast, clerical exams are more limited to the nature of clerical work itself and are more universal.


  As testing arrangements vary from state to state, so do procedures and the tests themselves. Because of the differences in state exams, it is not possible to give you the precise information you need for the exam in your state. But many state and municipal exams follow the lead of the federal civil service exam style, measuring verbal, clerical, arithmetic, and mechanical abilities, as well as other skills, depending on the job.


  BIOGRAPHICAL AND ACHIEVEMENT INVENTORY


  Many federal and state civil service exams conclude with a self-descriptive inventory. This inventory is set up to look like a multiple-choice test and is timed like a test, but it is not a test at all. There are no right or wrong answers. Rather, the examiners are looking for a pattern of achievements, interests, and personality traits that they can compare to the profile of currently active, successful people in the same occupation.


  Aside from high school– and college-related questions, you are asked about your likes and dislikes and about the impression that you make on others. There are questions about how you rank yourself with relation to other people, about what your friends think of you, and about the opinions of supervisors or teachers. Do not try to second-guess the testers to give the “right” answer on the biographical and achievement inventory. Internal checks for consistency and honesty are built into the questions. Your best bet is to answer quickly and candidly. Dwelling over the questions is not likely to help.


  You cannot really study for this inventory. The only possible preparation is searching old school records to refresh your memory about subjects you studied and your attendance, grades, and extracurricular activities. If you cannot find your records, just answer to the best of your ability.


  PREPARING FOR A CIVIL SERVICE EXAM


  Obviously, some schooling is necessary to answer questions in the subjects of reading, spelling, grammar, English usage, and arithmetic. But they demand less schooling than most other subjects employed in testing candidates for particular jobs. Government agencies favor these general test subjects, because they probe a candidate’s native intelligence and aptitude for learning how to do a job and succeed in it. The agency does not want to handicap candidates who have been deprived of a full education.


  Ability questions, such as those testing clerical and mechanical ability, are designed to assess the effects of a specific course of training. These tests assume that applicants have had a specific course of instruction, job apprenticeship, or other relatively uniform experience.


  Because aptitude and ability tests overlap, you will clearly benefit from studying the subject matter and learning how to achieve the highest scores on general questions. Experience has shown that it is possible to improve your score and, thus, to better demonstrate your aptitude for the job. With the great variety in exams, especially among state and municipal exams, the best preparation is thorough grounding in basic skills and practice with many kinds of exam questions.


  The test questions and review materials in this book are based on the requirements of a variety of job announcements, as well as on questions that have appeared on actual tests. It will be worth your time to try your hand at all the practice questions and sample exams, even if you do not think they will appear on your exam. You want to prepare yourself for whatever type of question you may encounter. In a field of competent applicants, familiarity with different question styles and strategies can give you the competitive edge, a higher score, and an offer of employment.


  Any test-taking practice will help in preparation for the exam. In addition, knowing what to expect and familiarity with techniques of effective test-taking should give you the confidence you need to do your best. The following list will help you prepare for a civil service exam, or any exam for that matter:


  
    	Prepare for the exam. Do not make the test harder than it has to be by not preparing yourself. You are taking a very important step by reading this book and taking the sample tests. This will help you become familiar with the test and the kinds of questions that you will have to answer. Make a study schedule and stick to it. Regular, daily study is important.


    	Answer all the practice questions. Read the sample questions and directions for taking the test carefully. When you take the sample tests, time yourself as you will be timed in the real test. Do not be satisfied with merely the correct answer to each question. Do additional research on the other choices. You will broaden your background and be more adequately prepared for the actual exam.


    	Review what you have learned. Once you have studied something thoroughly, review it the next day so that the information will be firmly fixed in your mind.


    	Tailor your study to the subject matter. Do not study everything in the same manner. Give special attention to your areas of weakness and to areas that are more likely to be covered on your exam.


    	Study alone. You will concentrate better if you work by yourself. Disturbances caused by family and neighbor activities (telephone calls, chit-chat, television programs, etc.) put you at a disadvantage. Choose a comfortable, well-lit study spot that’s as far as possible from distractions of everyday life.


    	Stay physically fit. You cannot retain information well when you are uncomfortable, have headaches, or are tense. Physical health promotes mental efficiency.


    	Don’t try to learn too much in one study period. If your mind starts to wander, take a short break and then return to your work.


    	Don’t look at the correct answers before answering the practice questions on your own. This can fool you into thinking that you understand a question when you really do not. Try the question on your own first, and then compare your answer with the one given. In a sample test, you are your own grader; you do not gain anything by pretending to understand something that you really do not. Study answer explanations whenever they are supplied, because they may give you extra insights—even into the questions that you answered correctly.

  


  HOW THE EXAM IS ADMINISTERED


  Civil service exams are generally made up of multiple-choice questions. All multiplechoice tests consist of a question booklet and a separate answer sheet. The question booklet begins with general instructions for taking the test, including the rules and regulations governing your exam, the number of questions, how the exam is timed, and signals used when time is up. Specific directions for different types of questions are explained in the section of the question booklet before each new type of question. Multiple-choice questions have four or five answer choices lettered (A) through (D) or (E). Each question has one best answer. You must read the question carefully, think, choose the best answer, and blacken the matching lettered circle on the separate answer sheet. If you mark your answer neatly, there is no room for scoring errors in marking a multiple-choice answer sheet. You can be sure of accuracy and objectivity.


  TIP

  When you go to your exam, be sure to bring a pen, three No. 2 pencils, an eraser, and any forms you received when you registered for the exam.


  In the test room, the examiner will hand out forms for you to fill out and will give you the instructions that you must follow in taking the exam. The examiner will tell you how to fill in the grids on the forms and will explain time limits and timing signals. If you do not understand any of the instructions, ask questions. Do not score less than your best because the examiner did not explain something fully.


  Follow the examiner’s instructions exactly. Fill in the grids on the forms carefully and accurately. Do not begin until you are told to begin, and stop as soon as the examiner tells you to stop. Do not turn pages until you are told to do so or go back to parts that you have already completed. Any infraction of the rules is considered cheating: Your test paper will not be scored, and you will not be eligible for appointment.


  Alert!

  Make sure you complete all required forms before you arrive at the test site. Have all forms ready to turn in.


  EXAM RATINGS


  Applicants who meet the minimum experience and education requirements and skill levels for the job are given numerical ratings based on their written test scores. You will be notified of your rating by mail. If you pass the exam, you will receive an eligible rating—that is, your name will be placed on a list for appointment, with the highest test scores at the top of the list. Eligible applicants who are not selected for the position are restored to the list for consideration for other openings. If you fail the exam, you can usually take it again as long as applications are being accepted. If you pass but want to improve your score, you can usually retake the test after a year has passed, if the announcement is open at that time.


  Once you achieve a rating on a standardized exam, such as a clerical exam, you do not have to take the test again to apply for similar jobs. You also do not have to reestablish that you meet the minimum experience and education requirements or have the required skills. Your rating will expire after a certain period, as indicated on the rating form. Be sure to notify the agency that gave you a rating of address, name, or availability changes. When writing, give your full name, your Social Security number, the title of the job announcement, and the rating you received.


  How the Exam Is Scored


  The method of rating on all civil service exams is on a scale of 100, with 70 as the usual passing mark. Written tests are most frequently rated by machine. In some written exams, and for rating experience and training, two examiners work independently. In case of a protest about the rating, a third examiner is assigned to rate the exam again. Thus, the chances of error, arbitrary grading, or bias are almost completely eliminated.


  On most exams, you get one point for each correct answer. You get no credit for a wrong answer or for a question that you did not answer. Most importantly, you do not lose any credit for a wrong answer. A wrong answer is simply not a right answer. You get no credit, but the wrong answer itself does not work against you.


  A few exams or portions of exams do not follow this scoring rule, especially clerical exams that measure accuracy under time pressure. A part of the federal clerical exam penalizes wrong answers, for instance. In some cases, the number of wrong answers is subtracted from the number of right answers. More often, a portion of the wrong answers—usually one fourth—is subtracted from the number of correct answers.


  Not many exams consist of exactly 100 questions. Some contain only 80, others 140 or more. All scores are finally reported on the basis of 100. What this means is that while you get one point for each correct answer, that answer may not be adding exactly one point to your score. The examiners create a confidential formula that converts raw scores (the number you got right) to the final, scaled rating, which determines your ranking on the eligibility list. When an announcement specifies “70 percent required,” it refers to the score that is reported after the conversion (and before the addition of veterans’ credit).


  Rating Nontested Positions


  If you applied for a job that did not require a written test, your rating is based on the experience and training you described in your application and on any required supporting evidence. When all this information has been gathered, you will be rated, and the agency will tell you how your qualifications look to the examiners. That is all there is to it, until you are called to the job.


  Veteran Preference Points


  If you are a veteran of the U.S. Armed Forces, you may be eligible for Veteran Preference points that will give you an edge in the civil service hiring process. Veterans Preference points enable you to increase your exam score by either 5 or 10 points, depending on your eligibility. They may also allow you to submit certain job applications after the closing date for the exam.


  Tip

  If you’re eligible to claim Veteran Preference, be sure to indicate the fact on your application or resume. To claim a 10-point preference, you must complete form SF-15, Application for 10-Point Veteran Preference.


  To qualify for Veteran Preference in general, you must meet the following three criteria:
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      	You must have received an honorable or general discharge.
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      	If you are a retiree, your rank must be lower than major or lieutenant commander, unless you are a disabled veteran.
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      	You must not be in the National Guard or Reserve active duty for training purposes
    

  


  5-Point Preference


  If you meet the general criteria outlined above and you have passed your civil service exam, an additional 5 points may be added to your exam score. To gain the 5 points, you must have served during any of these periods:


  
    	any time between 12/07/1941 and 07/01/1955


    	for more than 180 consecutive days during the period 01/31/1955 through 10/15/1976


    	from 08/02/1990 through 01/02/1992 during the Gulf War


    	in a military campaign for which a campaign medal has been authorized

  


  Tip

  For more information about Veteran Preference points and your eligibility, contact the Veterans Employment Coordinator of the agency where you are seeking employment.


  10-Point Preference


  You may have 10 points added to your passing exam score if you qualify as any of the following:


  
    	a veteran with a service-connected disability


    	a veteran receiving compensation, disability benefits, or a pension from the military


    	a veteran who has received a Purple Heart (this qualifies you as a disabled veteran)


    	the unmarried spouse of a veteran who is deceased (certain restrictions apply)


    	the spouse of a veteran who cannot work because of a service-related disability


    	the mother of a veteran who died during service


    	the mother of a permanently and totally disabled veteran

  


  TEST-TAKING STRATEGIES


  When taking the exam, you can employ a number of strategies that will help you complete the test more accurately and quickly and will boost your overall score. For example:


  
    	Read every word of the instructions. Aside from actually knowing the answer, careful reading is what most influences your choosing the right answer. Misreading directions causes the greatest problems. For example, if the directions ask you to choose the word that means the opposite of the underlined word, and you choose the word that means the same as the underlined word, you will mark wrong answers for a whole series of questions and do poorly on the exam. If you have time, reread any complicated instructions after you do the first few questions to check that you really do understand them. Whenever you are allowed to, ask the examiner to clarify anything you do not understand.


    	Read every word of every question. Careful reading must extend beyond reading of directions to reading of each individual question. Qualifying words like most, least, only, best, probably, definitely, not, all, every, and except make a big difference in determining the correct answer to a specific question. Since reading is so key to success with multiple-choice questions, your preparation should include a lot of attention to reading and reading-based questions. Once you have mastered the techniques of dealing with reading-based questions, you will be well-equipped to tackle all aspects of the civil service exam.


    	
      Make notes on scratch paper or the question booklet. Usually, you are allowed to write in the question booklet. You can put a question mark next to the number of a question at which you took a guess, calculate the answers to math questions, cross out eliminated answer choices, or underline key words. If you are not permitted to write in the question booklet, you will be issued scratch paper for figuring and writing notes to yourself. When using scratch paper or the question booklet for taking notes, do not forget to mark the final answer on the answer sheet. Only the answer sheet is scored; all other notes are disregarded.

      Tip

      Before testing begins, ask what scoring method will be used on your particular exam. You can then guide your guessing procedure accordingly.

    


    	Mark answers neatly and carefully. The separate answer sheet is the only record of answers that is scored. Blacken your answer space firmly and completely. A correct answer response looks like this:
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      The following are incorrectly marked responses:
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      The scoring machine might not notice these marks. If the scoring machine does not register your answer, you will not get any credit for it.

    


    	Manage your time. Before you begin, take a moment to plan your progress through the test. Although you are not usually expected to finish all the questions, you should at least get an idea of how much time you need to spend on each question in order to answer them all. For example, if there are 60 questions to answer and you have 30 minutes, you will have about 30 seconds to spend on each question.


    	Check your answers. If you finish any part before time is up, use the remaining time to check that each question is answered in the right space and that you marked only one answer for each question. Return to the difficult questions and rethink them. You do not get a bonus for leaving early, so if you finish before time is up, stay until the end of the exam. If you cannot finish any exam part before time is up, do not worry. If you are accurate, you can do well even without finishing. It is even possible to earn a rating of 100 without entirely finishing an exam part if you are very accurate. At any rate, do not let your performance on any one part affect your performance on any other part.


    	
      Guess when wrong answers do not count against you. In most portions of the exam, wrong answers do not take points off your score, so a guess cannot hurt you. The best guess is the educated guess. If you are not sure of the right answer, try to eliminate the obviously wrong answers. If you can narrow the field and guess from among fewer choices, you will raise the odds of guessing right. But even if you have no idea at all, a guess still gives you a chance of getting the question right. Not answering at all ensures that the question will be counted wrong. If you are about to run out of time, mark all the remaining blanks with the same letter. According to the law of averages, you should get some portion of those questions right.

      Tip

      Check often to be sure that the question number matches the answer space and that you have not skipped a space by mistake.

    


    	Don’t guess when wrong answers do count against you. On some tests, a correct answer gives you one point, a skipped space gives you nothing at all but costs you nothing, and a wrong answer costs you 1/4 point. On this type of test, do not randomly guess—you could hurt your score. (Be sure to keep careful track of skipped questions so you do not mark the wrong lines on your answer sheet.) Although you should not make random guesses, an educated guess can still help you on this type of test. Do not rush to fill answer spaces randomly at the end. Instead, work as quickly as possible while concentrating on accuracy until time is called. Then, stop and leave the remaining answers blank.


    	Don’t mark more than one answer for each question. If more than one circle for any question is blackened, even if one of the answers is correct, the scoring machine will give no credit for that question. You may change your mind and your answer. When you change an answer, be careful to fully and cleanly erase the first answer. You do not want the machine to misread your choice. Never cross out an answer in favor of a new choice. You must erase, or the machine will read both old and new answers and give you no credit.


    	Don’t skip any questions. If you mark an answer in the wrong place, it will be scored as wrong. If you notice that you have slipped out of line, you must erase all answers from the point of the error and redo all those questions. Most civil service exams are not heavily speeded, but you do not have the time to waste erasing and reanswering large blocks of questions. Therefore, do not skip any questions or jump around looking for easy questions to answer first. Do not omit a question even if you have no idea of the correct answer. If you are forced to guess so as to answer every question in order, then do so. If you answer every question in order, there should be no chance to slip. (The exception to this rule, of course, is when wrong answers count against you.)


    	Don’t spend too much time on any one question. If you get stuck, do not take the puzzler as a personal challenge. Either guess and mark the question in the question booklet, or skip it entirely, marking the question as a skip and taking care to skip the answer space on the answer sheet. If there is time at the end of the exam portion, you can return and give marked questions another try.

  


  SUMMING IT UP


  
    	Any U.S. citizen may take civil service exams. In most cases, the agency seeking new employees rates these exams to determine which applicants are eligible for open positions.


    	Civil service exams may be competitive or noncompetitive. With competitive exams, all applicants for a position compete with one another, so the higher your score, the better your chance of being hired. With noncompetitive exams, each applicant is tested to determine his or her qualifications for a given position and you do not compete with other applicants.


    	Most federal civil service exams include a section that assesses your verbal ability. This type of section includes questions about spelling, meaning, and relationship of words; recognition of grammatically correct sentences; and reading, understanding, and using written material.


    	Clerical sections of federal civil service exams test your speed and accuracy in performing various clerical tasks, including alphabetical filing, name and number checking, and typing. Some clerical exams also include a stenography or coding section.


    	Some federal civil service exams include an arithmetic section. You may be tested on fractions, decimals, and percentages; graphs and tables; ratio and proportion; and reasoning problems of various sorts, including work, distance, taxation, and payroll.


    	In addition to verbal ability, clerical ability, and arithmetic, some federal civil service exam questions may measure your judgment and communication skills; observation and memory skills; or mechanical ability.


    	Each state has a merit-based hiring procedure and has complete autonomy over internal hiring for state civil service positions. Nearly all state governments fill positions through civil service exams, and as with the federal government, most include sections measuring verbal, clerical, arithmetic, and mechanical abilities.


    	A self-descriptive inventory may also be a part of your civil service exam. This is a timed, multiple-choice test, but there are no right or wrong answers and you cannot study for these questions. Examiners are looking for a pattern of achievements, interests, and personality traits that they can compare to those of current employees in similar or related positions. Don’t second-guess the questions; answering all questions quickly and honestly is the best way to proceed.


    	The most useful way to prepare for taking a civil service exam is to be sure you’ve polished up your basic skills, and to practice with many types of exam questions. Review the test tips in this chapter and take the Practice Tests for experience with the kinds of test questions you’re likely to see on your civil service exam.


    	Applicants meeting minimum experience and education requirements and skill levels for a job are rated numerically based on their written test scores. You’ll be notified by mail of your rating. If you’ve passed your civil service exam, you’ll receive an eligible rating and your name is placed on a list for appointment. If you are not selected for the position, your name is restored to the list for consideration for other positions.


    	All civil service exams are scored on a scale of 100, with 70 being the usual passing score (even if the test does not contain 100 questions). Written tests are almost always machine-scored; on most exams, you receive one point for each correct answer and no credit for a wrong or unanswered question. Exceptions to this type of scoring include clerical exams that measure accuracy under time constraints. For positions that do not require taking a written test, your rating is based on the experience and training you described in your application and on any required supporting information.


    	If you’re a U.S. Armed Forces veteran, remember to indicate that fact on your application or resume. You may be eligible for Veteran Preference points that increase your exam score by either 5 or 10 points, depending on your eligibility level.


    	Follow the test-taking strategies outlined in this chapter to help you complete your test more accurately and quickly and boost your overall civil service exam score.
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  Chapter 3: ENGLISH GRAMMAR AND USAGE


  Overview


  
    	The parts of speech


    	Rules of sentence structure


    	Rules of agreement


    	Avoiding common errors


    	Other rules you must know


    	Summing it up

  


  THE PARTS OF SPEECH


  A strong grasp of the basic rules of English grammar is essential for scoring well on this part of the exam. All of the following rules should be review for you. Study these rules until you are sure you understand them, so that recognizing errors in the questions on the exam will come naturally to you.


  Review the basic parts of speech:


  
    	A noun is a person, place, thing, or idea: teacher, city, desk, democracy.


    	Pronouns substitute for nouns: he, they, ours, those.


    	An adjective describes a noun: warm, quick, tall, blue.


    	A verb expresses action or state of being: yell, interpret, feel, are.


    	An adverb modifies a verb, adjective, or another adverb: slowly, well, busily.


    	Conjunctions join words, sentences, and phrases: and, but, or.


    	A preposition shows position in time or space: in, during, after, behind.

  


  It’s also important to know what phrases are. A phrase is any group of related words that has no subject or predicate and that is used as a single part of speech. Phrases may be built around prepositions, articles, gerunds, or infinitives, but they cannot stand by themselves as sentences.


  Nouns and Pronouns


  The antecedent of the pronoun is the noun to which a pronoun refers. A pronoun must agree with its antecedent in gender, person, and number. The pronoun generally refers to the nearest noun. Make certain that the grammatical antecedent is indeed the intended antecedent. Consider this sentence: “Since the mouth of the cave was masked by underbrush, it provided an excellent hiding place.” This is incorrect, because “it” refers to underbrush, not the intended antecedent “cave.” You may find that the most effective way to clear up an ambiguity is to recast the sentence so the pronoun is not used.


  Both pronouns and nouns have three cases:


  
    
      	[image: ]

      	Nominative: The subject, noun/pronoun of address, or predicate noun/pronoun. Examples of nominative pronouns include I, he, she, we, and they.
    


    
      	[image: ]

      	Objective: The direct object, indirect object, or object of a preposition. Examples of objective pronouns include me, him, her, us, and them.
    


    
      	[image: ]

      	Possessive: The form that shows possession. Examples of possessive pronouns include mine, his, hers, ours, and theirs.
    

  


  There are several rules relating to noun and pronoun case that you should know:


  
    	The subject of a verb is in the nominative case even if the verb is understood and not expressed. Example: They are as old as we. (Check your answer by silently finishing off the sentence: as we are.)


    	Nouns or pronouns connected by a form of the verb “to be” are always in the nominative case. Example: It is I. (Not me.)


    	Who and whoever are in the nominative case; whom and whomever are in the objective case. Examples: The trapeze artist who ran away with the clown broke the lion tamer’s heart. (Who is the subject of the verb ran.) Invite whomever you wish to accompany you. (Whomever is the object of the verb invite.)


    	The object of a preposition or transitive verb takes a pronoun in the objective case. Example: It would be impossible for me to do that job alone. (Me is the object of the preposition for.)


    	Do not use the possessive case when referring to an inanimate object. Incorrect: He had difficulty with the store’s management. Correct: He had difficulty with the management of the store.


    	A noun or pronoun modifying a gerund should be in the possessive case. Example: Is there any criticism of Arthur’s going? (Going is the gerund.)

  


  Tip

  When the first-person pronoun is used in conjunction with one or more proper names, confirm the choice of I or me by eliminating the proper names and reading the sentence with the pronoun alone.


  Adjectives and Adverbs


  Often, it is unclear whether you should use an adjective or an adverb. Remember that adjectives modify nouns and pronouns, and adverbs modify verbs, adjectives, and other adverbs. Sometimes, context must determine which is used. Consider this sentence: “The old man looked angry.” In this case, you must use an adjective because you are describing a noun, the old man. Consider this sentence: “The old man looked angrily out the window.” Now, you must use an adverb because you are describing a verb, looked.


  Adjectives answer the questions “Which one?” “What kind?” and “How many?” Adverbs answer the questions “Why?” “How?” “Where?” “When?” and “To what degree?” Place adverbs, clauses, and phrases near the words they modify to prevent confusion. For example, “The man was willing to sell only one horse” is better than “the man was only willing to sell one horse,” because the adverb only modifies the adjective one, rather than the verb was willing.


  Tip

  The best test for the placement of modifiers is to read the sentence literally. If the sentence does not make sense, it is wrong. The meaning of the sentence should be clear to any reader.


  Whenever you use a modifier, it must modify something. For example, the sentence “While away on vacation, the pipes burst” is incorrect. The pipes were not on vacation, so the phrase does not modify anything. A better way to say it is “While we were on vacation, the pipes burst.”


  Conjunctions and Prepositions


  Conjunctions connect words, phrases, and clauses. There are three general types of conjunctions:


  
    	Coordinate: Placed next to the words and ideas it connects. Examples of coordinate conjunctions include and and but.


    	Subordinate: Connects a dependent idea in a sentence with the main thought. Subordinate conjunctions are used to indicate concession (although, even if, though), to show cause (now that, because, as, since), to describe a condition (provided that, if only, except that, unless), to indicate purpose (in order to, so that), or to fix a time (as long as, ever since, until, after, when, now).


    	Correlative: Used in pairs and usually placed next to the words they connect. Examples of correlative conjunction pairs are: neither/nor, either/or, and not only/ but also.

  


  Note

  Hardly, scarcely,barely, only, and but (when it means only) are negative words. Do not use another negative in conjunction with any of these words. Incorrect: I can’t hardly read the small print.


  Prepositions are connecting words that show a noun or pronoun’s relationship to other words in the sentence. They’re almost always combined with other words in constructions known as prepositional phrases.


  A prepositional phrase acts as an adjective or adverb to locate something in time and space, to modify a noun, or to describe where or under what conditions something occurred. Examples of common prepositions include: about, above, across, after, against, along, among, around, at, before, behind, below, beneath, beside, between, by, down, during, except, for, from, in, in front of, inside, instead of, into, near, off, on, on top of, onto, out of, outside, over, past, through, to, toward, under, until, up, upon, with, within, and without.


  In day-to-day speech, people often use prepositions where they aren’t needed. Review the examples below and be sure you know where to eliminate or replace extraneous prepositions.


  
    	He met up with the new president yesterday.


    	The boy fell off of the bicycle.


    	She threw the ball out of the window.


    	My parents wouldn’t let the dog inside of the house. (or use in in place of inside of)


    	Where did Harry go to?


    	Park your car in back of the office building. (use behind instead)


    	Where is your house at?

  


  Note

  Each, either, neither,anyone, anybody,somebody, someone,every, everyone,one, no one, and nobody are singular pronouns. Each of these words takes a singular verb and a singular pronoun. Example: Neither likes the pets of the other.


  RULES OF SENTENCE STRUCTURE


  You should know the following basic rules of good sentence structure:


  
    	Every sentence must contain a verb. A group of words without a verb is a sentence fragment, not a sentence.


    	Every sentence must have a subject. The subject may be a noun, pronoun, or a phrase functioning as a noun. In commands, however, the subject is usually not expressed but is understood to be you.


    	A subordinate clause must never stand alone. It is not a complete sentence, despite the fact that it has a subject and a verb. Subordinate clauses may act as adverbs, adjectives, or nouns. A subordinate adverbial clause is usually introduced by a subordinating conjunction, such as when, while, because, as soon as, if, after, although, as before, since, than, though, until, and unless. Subordinate adjective and noun clauses may be introduced by the pronouns who, which, and that.

  


  RULES OF AGREEMENT


  The following are sometimes tricky rules of subject-verb agreement and verb tense that you must know:


  
    	A verb should agree in number with the subject of the sentence. Example: Poor study habits are the leading cause of unsatisfactory achievement in school.


    	A verb should not be made to agree with a noun that is part of a phrase following the subject. Example: Mount Snow, one of my favorite ski areas, is in Vermont.


    	A subject consisting of two or more nouns joined by a coordinating conjunction takes a plural verb. Example: Paul and Sue were the last to arrive.


    	When the conjunctions or, either/or, and neither/nor are used, the number of the verb agrees with the last subject. Example: Either the cat or the mice take charge in the barn.


    	The number of the verb is not affected when words introduced by with, together with, no less than, as well as, etc., are added to the subject. Example: The captain, together with the rest of the team, was delighted by the victory celebration.


    	In sentences beginning with there is and there are, the verb agrees with the noun that follows it. Example: There is not an unbroken bone in her body.


    	Statements equally true in the past and the present are usually expressed in the present tense. Example: He said that Venus is a planet. (Although he made the statement in the past, the fact remains that Venus is a planet.)


    	When expressing a condition contrary to fact or a wish, use the subjunctive form were. Example: I wish I were a movie star.

  


  AVOIDING COMMON ERRORS


  The following are common but subtle errors. Train yourself to concentrate on each sentence so that you can recognize errors.


  
    	Comparisons must be logical and complete. Incorrect: Wilmington is larger than any city in Delaware. Correct: Wilmington is larger than any other city in Delaware. (Wilmington cannot be larger than itself.)


    	Comparisons and other groups must be parallel. Incorrect: She spends all her time eating, asleep, and on her studies. Correct: She spends all her time eating, sleeping, and studying. (All three verbs are in the same form.)


    	Avoid needless shifts in point-of-view—a change within the sentence from one verb tense to another, from one subject or voice to another, or from one person or number to another. Incorrect: Mary especially likes math, but history is also enjoyed by her. (The subject shifts from Mary to history, and the tense shifts from active to passive.) Correct: Mary especially likes math, but she also enjoys history.


    	Avoid the is when and is where constructions. Incorrect: A limerick is when a short poem has a catchy rhyme. Correct: A limerick is a short poem with a catchy rhyme.

  


  OTHER RULES YOU MUST KNOW


  The following list of rules is far from comprehensive. In fact, it is purposely kept brief so that you can learn every rule and every hint. You will find these rules invaluable for all your writing.


  Capitalization Rules


  
    	Capitalize the first word of a sentence.


    	Capitalize all proper names.


    	Capitalize days of the week, months of the year, and holidays.


    	Do not capitalize the seasons.


    	Capitalize the first and all other important words in a title. Example: The Art of Salesmanship.


    	Capitalize common nouns only when they are used as part of proper names. Example: Yesterday I visited Uncle Charles, my favorite uncle.


    	Capitalize the points of the compass only when referring to a specific place or area. Example: Many retired persons spend the winter in the South.


    	Do not capitalize the points of the compass when referring to a direction. Example: Many birds fly south in the winter.


    	Capitalize languages and specific place names used as modifiers, but do not capitalize any other school subjects. Example: Next year I will study French, biology, and English literature.


    	Capitalize the first word of a direct quotation. Example: Alexander Pope wrote, “A little learning is a dangerous thing.”


    	Do not capitalize the first word within quotation marks if it does not begin a complete sentence, as when a direct quotation is broken. Example: “I tore my stocking,” she told us, “because the drawer was left open.”

  


  Punctuation Rules
 Using the Apostrophe


  Use an apostrophe in the following situations:


  
    	To indicate possession. When indicating possession, the apostrophe means “belonging to everything to the left of the apostrophe.” Use this rule to test for correct placement. For example, childrens’ or “belonging to the childrens” is obviously incorrect, while children’s or “belonging to the children” is correct. This placement rule applies at all times, even with compound nouns and with entities made up of two or more names. For example, father-in-law’s means “belonging to a father-in-law,” and Brown and Sons’ delivery truck means “delivery truck belonging to Brown and Sons.”


    	In a contraction in place of the omitted letter or letters. Examples: haven’t, we’re, class of ’85, ’90s.


    	To form plurals of numbers, letters, and phrases referred to as words. Example: The Japanese child pronounced his l’s as r’s.

  


  Using the Colon


  Use a colon in the following situations:


  
    	After a salutation in a business letter. Example: Dear Board Member:


    	To separate hours from minutes. Example: The eclipse occurred at 10:36 a.m.


    	Use of the colon is optional in the following cases:

  


  
    
      	To introduce a list, especially after an expression like as follows.


      	To introduce a long quotation.


      	To introduce a question, such as “My question is this: Are you willing to punch a time clock?”

    

  


  Tip

  If you can add the word and between the adjectives without changing the sense of the sentence, use commas.


  Using the Comma


  Use a comma in the following situations:


  
    	After the salutation of a personal letter. Example: Dear Mary,


    	After the complimentary close of a letter. Example: Cordially yours,


    	To set off a noun of address. Example: When you finish your homework, Jeff, take out the garbage.


    	To set off an appositive—a phrase that follows a noun or pronoun and means the same thing. Example: Mr. Burke, our lawyer, gave us some good advice.


    	To set off parenthetical expressions—words or phrases that interrupt the flow of the sentence— such as however, though, for instance, and by the way. Examples: We could not, however, get him to agree. Test for placement of commas in a parenthetical expression by reading aloud. If you pause before and after the expression, set it off with commas.


    	Between two or more adjectives that equally modify a noun. Example: The jolly, fat, ruddy man laughed.


    	To separate words, phrases, or clauses in a series. Example: Place coats, umbrellas, and boots in the closet.


    	To separate a direct quotation from the speaker. Example: She said, “I must leave work on time today.”


    	After an introductory phrase of five or more words. Example: Because the prisoner had a history of attempted jailbreaks, he was guarded heavily.


    	After a short introductory phrase whenever the comma would aid clarity. Example: To Dan, Phil was a friend as well as brother.


    	Before a coordinating conjunction unless the two clauses are very short. Example: The boy wanted to borrow a book from the library, but the librarian would not allow him to take it until he had paid his fines.


    	To set off a nonrestrictive adjective phrase or clause—one that can be omitted without changing the meaning of the sentence. Example: Our new sailboat, which has bright orange sails, is very seaworthy. A restrictive phrase or clause is vital to the meaning of a sentence and cannot be omitted. Do not set it off with commas. Example: A sailboat that has no sails is useless.


    	If the sentence might be subject to different interpretations without a comma. Examples: My brother Bill is getting married. (This implies that I have more than one brother.) My brother, Bill, is getting married. (In this case, Bill is an appositive and presumably the only brother.)


    	If a pause would make the sentence clearer and easier to read. Incorrect: After all crime must be punished. Correct: After all, crime must be punished.

  


  Note

  The pause rule is not infallible, but it is your best resort when all other rules governing use of the comma fail you.


  Using the Dash


  Use a dash in the following situations:


  
    	For emphasis or to set off an explanatory group of words. Example: The tools of his trade—probe, mirror, cotton swabs—were neatly arranged on the dentist’s tray. Unless the set-off expression ends a sentence, dashes, like parentheses, must be used in pairs.


    	To break up a thought. Example: There are five—remember I said five—good reasons to refuse their demands.

  


  Using the Hyphen


  Use a hyphen in the following situations:


  
    	To divide a word at the end of a line. Always divide words between syllables.


    	In numbers from twenty-one to ninety-nine.


    	To join two words serving together as a single adjective before a noun. Example: We left the highway and proceeded on a well-paved road.


    	With the prefixes ex-, self-, and all-, and with the suffix -elect. Examples: ex-Senator, self-appointed, all-state, Governor-elect.


    	To avoid ambiguity. Example: After the custodian recovered use of his right arm, he recovered the office chairs.


    	To avoid an awkward union of letters. Examples: self-independent, shell-like.

  


  Tip

  If you are uncertain about how to use the semicolon to connect independent clauses, write two sentences instead.


  Using the Semicolon


  Use a semicolon in the following situations:


  
    	To separate a series of phrases or clauses, each of which contains commas. Example: The old gentleman’s heirs were Margaret Whitlock, his half-sister; William Frame, companion to his late cousin, Robert Bone; and his favorite charity, the Salvation Army.


    	To avoid confusion with numbers. Example: Add the following: $1.25; $7.50; and $12.89.


    	Two main clauses must be separated by a conjunction or by a semicolon, or they must be written as two sentences. A semicolon never precedes a coordinating conjunction. The same two clauses may be written in any one of three ways:

  


  
    
      	[image: ]

      	Autumn had come and the trees were almost bare.
    


    
      	[image: ]

      	Autumn had come; the trees were almost bare.
    


    
      	[image: ]

      	Autumn had come. The trees were almost bare
    

  


  Using the Period, Question Mark, and Exclamation Point


  Note

  A question must end with a question mark even if the question does not encompass the entire sentence. Example: “Daddy, are we there yet?” the child asked.


  
    	Use a period at the end of a sentence that makes a statement, gives a command, or makes a “polite request” in the form of a question that does not require an answer.


    	Use a period after an abbreviation and after the initial in a person’s name. Example: Gen. Robert E. Lee.


    	Use a question mark after a request for information.


    	Use an exclamation point to express strong feeling or emotion, or to imply urgency. Example: Congratulations! You broke the record.

  


  Tip

  Do not use a period after postal service state name abbreviations like AZ or MI.


  Using Quotation Marks


  Use quotation marks in the following situations:


  
    	To enclose all directly quoted material. Words not quoted must remain outside the quotation marks. Example: “If it’s hot on Sunday,” she said, “we’ll go to the beach.” Do not enclose an indirect quote in quotation marks. Example: She said that we might go to the beach on Sunday.


    	Around words used in an unusual way. Example: A surfer who “hangs ten” is performing a maneuver on a surfboard, not staging a mass execution.


    	To enclose the title of a short story, essay, short poem, song, or article. Example: Robert Louis Stevenson wrote a plaintive poem called “Bed in Summer.” Titles of books and plays are not enclosed in quotation marks. They are printed in italics. In handwritten or typed manuscript, underscore titles of books and plays. Example: The song “Tradition” is from Fiddler on the Roof.

  


  Remember these rules for placing quotation marks correctly:


  
    	Periods and commas always go inside quotation marks. Example: Pornography is sold under the euphemism “adult books.”


    	Question marks and exclamation points go inside quotation marks if they are part of the quotation. If the whole sentence containing the quotation is a question or exclamation, the punctuation goes outside the quotation marks. Example: What did you really mean when you said “I do”?


    	Colons and semicolons always go outside the quotation marks. Example: He said, “War is destructive”; she added, “Peace is constructive.”


    	When a multiple-paragraph passage is quoted, each paragraph of the quotation must begin with quotation marks, but ending quotation marks are used only at the end of the last quoted paragraph. Direct quotations are bound by all the rules of sentence structure. Beware of run-on sentences in divided quotations. Incorrect: “Your total is wrong,” he said, “add the column again.” Correct: “Your total is wrong,” he said. “Add the column again.” In the correct example, the two independent clauses form two separate sentences.

  




End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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Ability to adapt and apply the concepts and techniques of administrative analysis
to the needs of specific projects to identify problem areas and recommend
appropriate solutions based on logical consideration of alternatives; to prepare
and present reports or recommendations clearly and concisely; to interpret and
apply a varicty of laws, rules, regulations, standards and procedures; to prepare
accurate work-flow charts, organization charts, time and cost studies and other
analytical aids; to establish and maintain harmonious interpersonal relationships.
and to use tact, discretion and persuasiveness in dealing with others; to exercise
initiative, imagination, resourcefulness, and sound judgment; to effectively
coordinate and supervise the work of subordinate professional, technical or
clerical staff.

The selected candidate shall also possess a valid driver’s license.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Education:  Possession of a bachelor's degree from an aceredited four-year
college or university.

Experience:  One year experience in administrative or professional work.

Notes: 1« Applicants may substitute graduate education for the
required general experience at the rate of one year of
education to one year of experience, for up to two years of
the required general experience.

©

Applicants may substitute additional experience as
defined above for the required education at the rate of one
year of experience to one year of education, for up to four
years of the required education.

Mail State Application (MS 100 Form) to:

Division of Correction Headquarters
6776 Reisterstown Rd. Suite 311
Baltimore, MD 21215
Attn: Beverly Streat

Applications can be obtained from the Department of Budget and Management website
at: www.dbm.maryland.gov
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Directions: Each question contains three lines of letters and numbers. The
‘numbers in each line should correspond with the code letters in this table:

Codeletter M @ O H B C€C I N Y V
Number 0 1 2 3 4 5 6 7 8 9

In some ofthelinesbelow, an error existsin the coding. Compare the numbers
and letters in each question very carefully. Mark your answers according to.
the number of lines in which you find an error as follows:

Mark (A) if only ONE line contains an error.
Mark (B) if TWO lines contain errors.

Mark (C) if all THREE lines contain errors.
Mark (D) if NONE of the lines contains an error.
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Directions: Each letter should be matched with its number in accordance
with the following table:

Lttery P S B O Q@ K A M E Y
Number 0 1 2 3 4 5 6 7 8 9

For each question, compare each line of letters and numbers carefully to
see if each letter is matched correctly to its corresponding number. Mark
your answer according to the number of lines in which all the letters and
‘numbers are matched correctly:

Mark (A) if NONE of the lines are matched correctly.
Mark (B) if only ONE of the lines is matched correctly.
Mark () if TWO of the lines are matched correctly.
Mark (D) if all THREE lines are matched correctly.





OEBPS/Images/m24.jpg
20 12
st g2
28 5 16 5





OEBPS/Images/z30.jpg
 Occupations/Positions for Which Written and/or Performance Tests |

Are Required
SERIES/TTLE/POSTTION(S)
1082 Writing & Editing
1083 Technical Writing & Editing

1087 Editorial Assistance

1101 General Business and Industry

1102 Contracting

1103 Industrial Property Management

1104 Property Disposal

1105 Purchasing

1106 Procurement Clerical & Technician
1107 Property Disposal Clerical & Technician
1130 Public Utilities Specialist

1140 Trade Specialist

1140 International Trade Specialist

1145 Agricultural Program Specialist

1146 Agricultural Marketing

1146 Grain Marketing Specialist

1147 Agricultural Market Reporting

‘GRADE(S)
Ed

Ed

234

Ed
2304
e
2314
Ed
Ed
Ed
Ed
Ed
Ed
Ed

\
REMARKS |
acwa |
acwa |
written test |
\
\
\
\

ACWA

written test |
e |
it tes |
o






OEBPS/Images/v28.jpg





OEBPS/Images/g37.jpg





OEBPS/Images/m73.jpg
w

bl





OEBPS/Images/s44.jpg
Reer

 Bull

Division of Correction Offceof Policy Development, Analyss nd
‘Management (Balimore, Marvland)

Cantract

Pasidon

ive Offcer 1
gement Asis

)

Tourly Rate SI636 (534028

ClonoDate:  July 16,2000

Position





OEBPS/Images/m100.jpg
141 128 _ 18,048

8 1 8





OEBPS/Images/z31.jpg
1150 Industrial Specialist 517 ACWA
1152 Production Control w34 | written test
1160 Financial Analysis IEQ [acwa
1163 Insurance Examining Ed |Acwa
1165 Loan Specialist. Ed Acwa
1169 Internal Revenue Officer s Acwa
1170 Realty Ed |acwa
1171 Appraising & Assessing Ed |acwa
1175 Housing Management Ed ACwA
1176 Building Management Ed Acwa
1316 Hydrologic Technician 3 written test
1341 Meteorological Technician T28 written test
1371 Cartographic Technician 3 | written test






OEBPS/Images/g61.jpg
e
o

Bl

e





OEBPS/Images/m80.jpg





OEBPS/Images/g44.jpg





OEBPS/Images/g27.jpg





OEBPS/Images/m63.jpg





OEBPS/Images/z6.jpg
®|©





OEBPS/Images/z24.jpg
Occupations/Positions for Which Written and/or Performance Tests.
Are Required

|SERIES/TTLE/POSTTION ) GRADE(S) | REMARKS |

346 Logisties Management Ed ACWA

350 Equipment Operator 2314 | written test |

351 Printing Clerical w3 written test

356 Data Transeriber P written &
performance
test

(557 Coting 24| e et

1359 Electric Accounting Machine Operation _ 2134 ritten test

382 Telephone Operating 234 ‘written test |

(550 Telocommmunicatons Provesing B34 wesentest|
391 Telecommunications 51 acwa |
392 General Telecommunications (s | written test |
(394 Communications Clerical 254 [t test|

(421 Plant rotecion Technician 7} e et |

455 Range Technician 3 written test |






OEBPS/Images/s76.jpg
Each symbol represents 500 vehicles

Passenger car <85

Truck M





OEBPS/Images/v34.jpg





OEBPS/Images/s93.jpg





OEBPS/Images/m57.jpg
=l
oy





OEBPS/Images/z14.jpg
54,000






OEBPS/Images/s6.jpg
719 | 565 | foes | ppes | 895 | oces
v | e 1055 vos | s | oees
§6U5 | G905 | Jeor | 862y | 690r | &9
8515 5905 iwer | seuv | coor | zewr
oy | omer | eLw | 090r | erte | Seee
ety | ovzy | eriv | ooov | ever | sewe
oo | p09r | eose | wive | ozee | e
oo | voor | eose | vive | ozer | ez
e | ree | v | eree | cree | e
ovoe | sooe | szse | ewez | souz o5'92
Zyze | cree | eree | evee | eree | ek
esz | sz | sooz | sesz | izsz | evve
Tz | cree | vk | eras | eree | e
iosz | eeve | ozwe | ssvz | esw 7z
Zrze | cree | cree | 86ie | orie | 0Z0F
6oz | oszz iz | ziz | eroz | evoz
sTie | sror | o6c | ese | 0w | &L
sgoz | zeoz | sust sz6L [ BLBL
vraz | eriz | 00% | 865 | ® I
orar | ezer | ows 2 1oL ool
Srec | o0ove | ebec | ice | L@ | e
veor | over | sesy | ey wsl | sopl
G5z | o6ic | Wiz | #eoz | 0z | 696F
sost | 99wl 3 681 05'5L o
Oroz | 656, | 061 | 958 | so8r | 25t
over | goer vz | sea | oz | soin
VoL | 6eli | 269 | 29k 09t | 955t
g1t | esil 8z £ 1901 £00
sk | sest | 9esk o v | sen
5oL 8| szorg| vzors| wes | eves | ewesg

Dideis | bdols | edeis | Jdeis | odels | SIS






OEBPS/Images/v51.jpg
52

9.C
10. B





OEBPS/Images/s59.jpg
1B 8iC 5B 7.D 9.C
2.D 1A 6.B 8B 10.B





OEBPS/Images/f54.jpg





OEBPS/Images/m115.jpg
2.3100
0.0370
4.0000

+ 5.0017
11.3487





OEBPS/Images/f71.jpg





OEBPS/Images/s22.jpg
4. Wiork Informatton (I APPIIGADIS ) piace of Employmont

Vork daess

ey [E =
feirearerat o
S o iy ok bk
oz case ik County
Work Taaphons amber Exomsion

5,

. Rl imo Employmont I
Ciokaus parviosk? 00
5.Par Time Employmentof

or s msniook? 00
Sk 00
o 32 ameakt

. Temporary Enploymont Lasting
R
3 Hmaniver

0.Jobs Roquring Tavel Avay om
o oS antemontnr
310 Wmpmismontny 00
s mgnismonin? 00

0 000 0
866 &

S

7. sackaround ntormaton
(G s 503 btrs compo)

VN

Questont. 0 auestond, © &
Question2. © O questons, © ©
Queston3. © O auestons. © ©

i {500 Instructions In SQS bafore complating)

A G Owia  Oremae
. ner St cushons (o mtaion
T S IE—
amont 00 queons 50
et 99 mme 09 [anlinn]}
kel 00 Mmoo






OEBPS/Images/m95.jpg
331
55 20





OEBPS/Images/z29.jpg
991 Workers' Comp Claims Examining
993 Railroad Retirement Claims Examining.
994 Unemployment Comp Claims Examining
996 Veterans Claims Examining
998 Claims Clerical
1001 General Arts and Information
1015 Museum Curator
1016 Museum Specialist & Technician
1035 Public Affairs
1046 Language Clerical

ACWA
ACWA
ACWA
ACWA
written test
ACWA
ACWA
‘written test
ACWA
‘written test





OEBPS/Images/m89.jpg





OEBPS/Images/g59.jpg





OEBPS/Images/v8.jpg
tests. that are

1





OEBPS/Images/f65.jpg
<
@
b 5





OEBPS/Images/n14.jpg
§

Judge

FIFFERET

Dace Filed
w2

e
12201
a0
so01

w40

Sum at Tssue
36000
s9.500
28000
$15.000
35000
322000
$11.000
$5500

Disposition
‘Found for plaintif
Serdled
‘Found for plaintif
Serled
Dismissed

Award

$20000
862





OEBPS/Images/v49.jpg
UwWwWaw

Sowao
[elol - -]

ilil,
12.
13.

> wwoa

16.

17

18.
19.

20.

Paowo >

19 19 1o 19 1o
@

B2

= 6
Braowwm





OEBPS/Images/f48.jpg
18

3





OEBPS/Images/g58.jpg





OEBPS/Images/m94.jpg
45 96 920 100
o 26 22 + 932
1655 T 4750 + 12755 T 23755





OEBPS/Images/z28.jpg
817 Surveying Technician written test |
856 Electronics Technician written test.
Ty e —r ——
901 General Legal and Kindred Administration | 517 Acwa ‘
950 Paralegal Specialist IEd Acwa

ICd o
962 Contact Representative [sn written test |
963 Legal Instruments Examining |2 written test
965 Land Law Examining ‘
967 Passport & Visa
/986 Legal Clork & Technician
/987 Tax Law Specialist

990 General Claims Examining (One-Grade
Interval)






OEBPS/Images/f77.jpg





OEBPS/Images/f34.jpg
o=





OEBPS/Images/s19.jpg
‘Section E - Other Qualifications

00 1o raning coursos (g 05 yan 1o rletod skl (oho anguagos.compukar sefvaraardvar.focks. macary. (PG
5pood, o) Jo 10atod corticatosa I£0nsos (cntcny) Jcb-Thlad Dors. awalds, and spocal BccOTDASIITIIS (DULICRUS
omBerSTpS n prfoscioncmoncy $0010s. oa3arship SIS, PUbH:Spooking. o PoromTnGS Gwards) G dtos, A 0o ot st

Couments aiese ot






OEBPS/Images/f5.jpg





OEBPS/Images/m2.jpg
00| =





OEBPS/Images/s1.jpg
() PETERSON'S





OEBPS/Images/v6.jpg
born with. Would
3





OEBPS/Images/f42.jpg
-





OEBPS/Images/z9.jpg





OEBPS/Images/f85.jpg





OEBPS/Images/n16.jpg
Seftied

Found for Plainfi

Total





OEBPS/Images/s39.jpg
::':.:‘:;:':.*.:::’.-:"-— P ot A e ST e o o ST

e T T S T A
e T e S,
e e e e






OEBPS/Images/v30.jpg





OEBPS/Images/f1.jpg





OEBPS/Images/f62.jpg
SELF-EVALUATION CHART: CLERICAL ABILITY TEST

Quesion Type Gusstion Kumbers

Alphabersing and Fillng  6-10;26-30 $6-50, 65-70;
8690, 106-210

Speed and sy 1-5;16-25; 36-45: 56-65; 76-85

95-105 116120

Stuple Avicasede

18

(e caveutof
careless miscaies)





OEBPS/Images/n7.jpg
38.

[Educational Records Inst. Educational Records Inst. Educational Records Inst.

P.0. Box 442683 P.0. Box 44263a P.0. Box 44286a
Atlanta, Georgia 30337  Atlanta, Georgia 30337  Atlanta, Georgia 30337
18624409128 18624409128 16624409128
63q55-95YT3.001 63qs5-95YT3.001 63qs5-95YT3.001

. Sr. Consultant, Labor Rel. Sr. Consultant, Labor Rel. Sr. Consultant, Labor Rel

Benner Memt. Group ~ Banner Mgmt. Group  Benner Mgmt. Group

86408 W. 3rd Ave. 86408 W. 3rd Ave. 84608 W. 3rd Ave.
Trowbridge, MA 02178 Trowbridge, MA 02178 Trowbridge, MA 02178
617.950-1136 617.980-1136 6179501136

. Marina Angelika Salvis ~ Marina Angelika Salvis  Marina Angelika Salvis

P.OB. 11283 Gracie Sta. P.0B. 11283 Gracie Sta. P.0.B. 11283 Gracie Sta.
Newtown, PA 18940-0998 Newtown, PA 189400998 Newtown, PA 18940-0998
2153820628 2153820628 215-3820628
4168-GNP-78852 4168-GNP-78852 4168-GNP-78852





OEBPS/Images/f57.jpg
w

1+
(]





OEBPS/Images/z13.jpg





OEBPS/Images/v45.jpg





OEBPS/Images/m43.jpg
|





OEBPS/Images/m86.jpg
dl
0





OEBPS/Images/v33.jpg





OEBPS/Images/s23.jpg
20. Occupational Spocialtios

21, Geograpnc Avataity

' 0
T g
B w

 Persomt Backgrund nformaton

22. Intcate I you o requesing cansieraton o et

 roor Trnsiton Assstance lan (€TAP) 10 o
Assstanca ian (CTA 0 Eo

© Interagency Carer Trantton Assstanca lan (CTAP) o B
© w0

23. 40 Robtod xpotonce 50 10
{60 msinctons In S0 botoa complating) 50 w0

0 wo

Yours: o 0 w0

20 00

00 20





OEBPS/Images/g7.jpg
3o+ = 5
24-1007400





OEBPS/Images/g70.jpg





OEBPS/Images/s66.jpg
City Population (Thousands)

1 Public welfare, education, hospitals, health, libraries, and housing
and urban renewal.

2 Police and fire protection, financial administration, general control,
‘general public buildings, interest on general deb, and other.

3 Highways, sewage. sanitation, parks and recreation. and ilities.
Source: Department of Commerce.






OEBPS/Images/g62.jpg





OEBPS/Images/s75.jpg
Sunday
Monday
Tuesday

Wednesday

Thunday
Friday

Satunday

| s s s

o e e ST O D D
o e ST D

e o csm o D D
o o e ST






OEBPS/Images/m39.jpg
w o





OEBPS/Images/s32.jpg
SUPP #20500(407)  SUPPLEMENTAL QUESTIONNAIRE.
oo

naisldislelsie19
‘CONTINUOUS RECRUITHENT EXAMINATION NO. 20598
FORENTRY LEVEL BANK EXAMINER TRAINEES

1N THE NEW YORK STATE BANKING DEPARTMENT
1. ACADEMIC RECORD - continued

5. Provido ranscipts fram al ol

tandad. Onty coples of ranseript wit th rogstare
2ol o slgnatiro wil bo accspted. TRASCRIPTS DOWNLOADED FROM COLLEGE
WEBSTTES WL NOY BE ACCERTED:

. indeato Grado Point Average (G PA. fo al colego you hav atendd hougl your s compiees

imosior Acuraty lorion 01 your G A s il o S5ckon o060t PAOa e
ERRor, Rasadon' 40 radng setom Incomplets o

lon may rosu 3 fawer scoro.
Underaradunte Coura Work

Graduste Gourso Wark
owaiGeA 3.0 Ol GRA

Mapr G 5.0

ACCOUNTING, AUDITING, BANKING OR FINANCE PART-TIHE WORK EXPERIENCE OR
iy






OEBPS/Images/m5.jpg
| oo





OEBPS/Images/g43.jpg





OEBPS/Images/z32.jpg
1374 Geodetic Technician. | written test
1411 Library Technician | written test
1412 Technical Information Services |Acwa
1420 Archivist [acwa
1421 Archives Specialist AcwA
(Two-Grade
Interval
{ | Only)
1521 Mathematics Technician 23 [written test






OEBPS/Images/m66.jpg
|
i





OEBPS/Images/m23.jpg





OEBPS/Images/m58.jpg





OEBPS/Images/m15.jpg





OEBPS/Images/m116.jpg
15.3000
— 4.0037






OEBPS/Images/f70.jpg
[
@
oo &





OEBPS/Images/s51.jpg
1B 6.D 1A 16.B 21.C
2.C 7.D 12.Cc 17.C 22.A
3.A 8B 13.B 18.B 23.¢
4D 9.C 14.D 19.D 24.A
5.A 10.C 15.A 20.A 25.B





OEBPS/Images/m70.jpg
gy





OEBPS/Images/s94.jpg





OEBPS/Images/g34.jpg
o

Sl





OEBPS/Images/v48.jpg





OEBPS/Images/s9.jpg
Grade B0 Stepl | Step2 | Step3 T Stepd
1 B $840 | 5860 | 589 | 50924
o 12.60 13.04 1344 13.86

2 B 5.45 | .67 959 10.25
o 14.18 14.51 14.99 15.38

B 10.31 10,65 T1.00 1134

o 15.47 1598 16,50 17.01

B 1.57 1105 1235 12.73

o 17.36 17.94 1853 19.10

B 12.95 1328 13.81 14.24

o 19.43 2007 2072 21.36

B 14.43 14.92 1540 1588

o 21.65 2238 23.10 23.82

7 B 16.04 7658 711 764
o 24,06 2487 2567 2646

3 B 17.76 836 1895 1954
o 2664 27.54 2643 2031

g B 79.62 2028 2093 2158
o 29.43 30.42 31.40 3237

0 B 2161 2233 2305 2877
o 3242 3242 3242 3242

T B 2374 2453 2532 2611
o 3242 3242 3242 32.42

2 B 2845 29.40 3035 3130
o 3242 3242 32.42 32.42

) B 2384 2496 609 3722
o 3384 34.96 36,09 37.22

4 B 3998 032 4265 13.98
o 39.98 41.32 42,65 43.98

75 B 47.03 48.60 5017 51.74
0 47.03 48.60 50.17 51.74






OEBPS/Images/s47.jpg
MINIMUM EDUCATI

Education:  Possession ofa
college or university.

sachelor's degree from an aceredited four-year

Experience:  One year experience in administrative or professional work.

Noe

ce at the rate of one year of
110 one vear of experience, for up to two years of
the required general experience.

Applicants may substiute _additional _experience s
defined above for the required education at the rate of one
year of experience o one year of education, for up 1o four
s of the recquired edu

T Correction Heady
6776 Reisterstown Rd. Su
Baltimore, MD 21215
Aun: Beverly Si

Applications can be obtained from the Departmen of Budger and Management website
at: oy dbm, maryland.gov





OEBPS/Images/f49.jpg





OEBPS/Images/ff1.jpg
SELF-EVALUATION CHART: CLERICAL ABILITY TEST

GuertonType Question tiumbers
Alphabeizing and Fiing
Crica Speed and Accuracy
Speling

Computations

(Wateh out for carelesserrors)






OEBPS/Images/v18.jpg





OEBPS/Images/m101.jpg





OEBPS/Images/m51.jpg
©o|o





OEBPS/Images/g15.jpg
ol
624/0





OEBPS/Images/f4.jpg
10





OEBPS/Images/v46.jpg





OEBPS/Images/m50.jpg
|-





OEBPS/Images/m93.jpg
| =





OEBPS/Images/v54.jpg
3.B 5.C 7.C 9.B
4.D 6.A 8.B 10.D






OEBPS/Images/g57.jpg





OEBPS/Images/v11.jpg





OEBPS/Images/g14.jpg
oo

N





OEBPS/Images/s46.jpg
Ability to adapt and apply the concepts and techniques of adminis y
o the needs of specific. projects 1o identify problem areas and recommend
appropriate solutions based on logical consideration of allermatives: 1o prepare
and present reports or recommendations clearly and concisely; to interpret and
apply a varicty of laws, rules, regulations, standards and procedures: 10 preparc
accurate work-flow charts, organization charts, time and cost studies and other

Iytical aids: 1o establish and mai us interpersonal relationships
and 1o use tact, discretion and persuasiveness in dealing with others: to exercise:
initiative, imagination. resourcefulness, and sound judgment; to cffectively
coordinate and supervise the work of subordinate professionl, technical o






OEBPS/Images/s89.jpg





OEBPS/Images/m44.jpg





OEBPS/Images/f41.jpg
D=





OEBPS/Images/z27.jpg
Occupations/Positions for Which Written and/or Performance Tests

Are Required

SERIES/TTLE/POSTION(S) [ GRADES) | REMARKS
647 Diagnostic Radiologic Technologist | 23 written test ‘
648 Therapeutic Radiologic Technologist | 213 written test
649 Medical Instrument Technic |28 written test
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661 Pharmacy Technician |25 written test |
667 Orthotist & Prosthetist [s written test |
673 Hospital Housekeeping Management | 517 Acwa
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685 Public Health Program Specialist

Animal Health Technician
802 Engineering Technician
809 Construction Control
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Occupations/Positions for Which Written and/or Performance Tests.

Are Required
SERIES/TTLE/POSTION(S) [ GRADE(S) | REMARKS
1531 Statistical Assistant 2 written test
1654 Printing Management Specialist [ Acwa

/1701 General Education and Training 5 Acwa

1702 Education & Training Technician |23 written t
1715 Vocational Rehabilitation Ed ACWA

1720 Education Program 5T ACWA

1801 Civil Aviation Security Specialist IEd Acwa

01 Center Adjudications Officer IEd ACWA
1801 District Adjudications Officer IEd Acwa
1802 Compliance Inspection & Support 2314 written test.
except for
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Enforce-
‘ment officer
_— ~ - positions
1810 General Investigating. I ACWA
1811 Criminal Tovestigating. IEd ACWA
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