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TEST AT YOUR BEST: HOW TO TAKE A CAREER SERVICE EXAM

Many times we receive questions from candidates asking for help in preparing for a Career Service test.  This booklet has been designed to answer many of the questions that you may have regarding our testing process.

Included are  helpful hints for preparing for an exam, relieving test anxiety, the types of tests that we give and the type of questions you may encounter.  You will also find a list of resources that you may go to further help you in your preparation. 
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WHY DOES CAREER SERVICE GIVE TESTS?

Tests are used to predict how well a candidate may perform on the job. They are used to measure and individuals knowledge, skills, or abilities and compare them with the rest of the group. The types of tests that we give at Career Service Authority are ones that have been determined to select candidates that the most fair, useful, reliable and efficient manner possible.

WHAT TYPES OF TESTS DOES CAREER SERVICE AUTHORITY GIVE?
There are several different type of test formats, depending on what has been determined to be the best measure for the particular job.  For example, the best way to measure candidates for a job that requires a high degree of interpersonal skills may be through an Assessment Interview, while the best way to measure candidates for a job that requires 

Machinery operation may be through a performance test.

Written tests are used for classes requiring a specific knowledge component which can be best measured by a broad sampling of the subject matter.  For example, a clerical job may require a candidate to be proficient in coding and checking, following guidelines and grammar, spelling and punctuation.   

Writing Exercises are used for classes that require strong skills and abilities in document preparation or report writing.  These types of exams provide information into a candidate's writing skills, organization, thought and content development of a paper as well as their grammatical skills.

Performance Tests are used for classes that require specific skills which can most easily be demonstrated through actually doing the job.  For example, a typing test measuring words per minute (WPM) may be the best way to assess a candidate for a position where typing ability is essential.

Education and Experience Ratings are used for classes where education and experience on an application or resume establishes technical competency levels. Candidates receive credit for particular work experience or education and are ranked according to these credits.  The more related the experience, the greater amount of score given.  Education and Experience Ratings are usually used for classes where the applicant group is small.  

Assessment Interviews are used for classes that require a high level of interpersonal skills that are best measured with a face-to-face interview.  All interviews at Career Service Authority are structured, meaning that all candidates are asked the same questions from the same group of panelists and all are rated on the same rating scale.

Video tests are used for classes that require a specific knowledge component that may not necessarily require a high level of reading ability.  The test presents scenarios of situations or choices which candidates must respond to in the correct manner. 

Analysis exercises are used for classes in the managerial levels.  These exercises require you to review data from various sources, draw conclusions and present a summary of those conclusions.  These exercises measure a skill or ability which closely approximates the work situation, such as a manger going through his or her in-box and having to prioritize and comment on the contents inside.

Critical Incident Ratings are used for classes at the managerial or executive levels.  Several factors most important to the position are determined and candidates are asked to write responses on each of those factors.  For example, we may ask about previous problems encountered with managing a fiscal unit and how you responded.  A panel of subject matter experts rates responses and candidates are ranked according to developed appropriate response guides.

· Any of these exams may be used in combination with each other or in and of themselves.  Career Service advertises what exam will be given for that particular class in the job posting.  It may be helpful for you to be aware of that. 

· An important aspect for you to remember when taking a Career Service test is the broad nature of our tests.  There may be times you may think that what you are testing for has nothing to do with the job at hand.  For example, you may be taking an exam that asks you to look through several pages of information on tax law when you are testing for the position of secretary.  What we are measuring is not your ability to interpret tax law, but your ability to read and interpret guidelines and information from several different sources and pages in order to find the correct answer.  What we are measuring is the broad knowledge component of guideline interpretation not knowledge of tax law, and it does not matter if the guidelines are of tax law or office procedures.  As you read through the exam remember that only 

knowledges, skills and abilities deemed important for success on the job are what is 


measured.

HOW CAN I PREPARE FOR THESE TESTS?

Many times, candidates want to know how they can study for the test in advance.  While Career Service tests do not require any previous preparation or reading of study guides or books, there may be a few ways that you can prepare for the exam:

· Get as much information that you can about the job.  Read the job announcement carefully and ask for a copy of the job specification.  Remember, we only test knowledges, skills or abilities that have been deemed important to the job, and those are usually outlined in the class specification.  For example, you may be applying for a job that you are really interested in.  A way you could prepare for the exam is to read through the job announcement and the class specification and familiarize yourself with it.  One of the statements in the spec may read "knowledge of grammar, spelling and punctuation."  Knowing that we only test for what is determined important to the job, and that is usually outlined in the class specifications, you now know that knowledge of grammar, spelling and punctuation is considered important.  You also therefore also know that this is a segment that may be included on the test.

· Familiarize yourself with the type of test you will be taking.  If the exam is a written exam, for example, read information on how to best take a written exam.  Or if it is an Assessment Interview, practice your interviewing skills before the big day. 

· Try to think through each of the qualifications required (the education, experience and job requirements) and how you measure up.  Try to visualize the kind of questions you would ask if you were writing the test.  How well could you answer them? Try to get a solid grasp on your own knowledge and background in each area and be truthful in identifying areas in which you may be weak.  Ask yourself if you are really qualified for the job. Be critical of your skills.  This will help you assess your qualifications and whether you are ready to take the exam.

WHAT HAPPENS IF I DO NOT PASS THE EXAM?

If you fail an exam there are several things you can do.  The first is to not stress about it.  

Here are some others:

· Assess your skills and abilities.  Were you really qualified to take the test or did you freeze up on questions that you knew you knew, but were not able to answer (more on test anxiety in the next section)?

· Call for a test review.  Test reviews give you a breakup of what sections you did and did not do well on.  This will help you study and prepare better the next time you take the exam. Remember, test reviews must be requested within 10 days of receiving your notice of test results. 
 I GET REALLY NERVOUS BEFORE TEAKING A TEST.  WHAT CAN I DO TO HELP MY SITUATION?

This is referred to as test anxiety.  Test anxiety refers to the emotional responses to tension or stress resulting from nervousness or apprehension for upcoming exams.  The most common symptom is a mental block or freeze up.  A person with test anxiety may find the words meaningless while reading test questions or a need to re-read test questions several times before understanding them.  Other symptoms are that are common are panic, difficulty concentrating, physical discomfort or forgetting information that you know at the time of the test.     

Experiencing some anxiety before or during a test is normal.  As you respond with the stress associated with taking an exam, it may actually increase your performance.  However, too much anxiety can reduce your performance.  Here are some strategies that have been found to be effective in reducing test anxiety to a normal level.

TEST PREPARATION

Career Service Authority tests candidates' core knowledges, skills or abilities of the job and no prior test preparation is needed.  However, you may want to sharpen your test taking skills with the following strategies:

Before the exam
· Get a good night’s sleep the night before the exam so you can approach it well rested and with a clear head.  This reduces the risk that you will be stressed out the day of the test.

· Don't go to the exam on an empty stomach.   Have something to eat before you enter the room.  This allows full concentration on the test and not on your hunger.

· Be on time.  Plan to be a few minutes early for the exam.  This reduces anxiety by not having to rush around at the last minute.  Career Service tests start promptly at the scheduled time.  If you are late, you will not be admitted to the exam and may not be re-scheduled. Allow time to park and to get to the examination room. 

· As the tests are being distributed, calm yourself by closing your eyes and breathing deeply.  Approach the exam with confidence.


During the exam

· Expect to be a little nervous, but try to relax.  Remember, it is normal to be nervous.  Think positively about the test and your abilities.  Keep in mind that no one is expected to know all of the answers.   

· Read through the exam and the directions carefully before starting.  This will allow you to get a rough idea on how to budget your time and allow you to get a sense of which questions will require the most thought and which will be easiest. 

· Use your time wisely.  Do not rush through the test and leave early just to reduce your anxiety. If you go blank, skip a question and move on, but remember to answer all questions; even if you must guess.  

Stress Reduction

· Learning to manage your stress before and during the exam is essential.  If you find your mind going blank, close your eyes and breathe deeply.  Don't panic when other starts handing in their exams before you.  There is no reward for being first done.

· As you work on the exam, focus only on the exam and not on what others around you are doing.

[image: image2.wmf]                 SPECIAL ACCOMMODATIONS IN THE TESTING PROCESS

If you require special accommodations in the testing process, you may note this on the application or contact Maria Bane at (720) 913-5684 for requests.  All information provided and discussed is confidential. 

Information:

Receptionist (720) 913-5751

Job Line (720) 913-JOBS (5627)

Test Review Requests (720) 913-5669

TDD (720) 913-5607

Resources:


 *For more information on reducing test anxiety read "No More Test Anxiety" by Ed Newman.  It is a great resource for strategies for reducing test-taking related anxieties or stress.

*Career Service Authority Training and Development Division offers classes such as Stress Management and Fundamentals of Writing designed to increase your skills in several different subject matter areas.  For further information see their web page at Denver.gov.org under Training and Development Course Descriptions.

� EMBED MS_ClipArt_Gallery  ���














� EMBED MS_ClipArt_Gallery  ���








5
6

[image: image3.wmf][image: image4.wmf]_1038051059

_1038055324

