
 QTY ITEM CSEA  Non- 
  Members Members 

_   _  ITTS Improving Your Test Taking Skills 
____2.  Math Refresher  
____3. Tabular Reasoning 
____4. Understanding and Interpreting Written Material 
____5. Grammar, Usage and Punctuation 
____6. Supervision 
____9. Concepts and Principles of Normalization for  

Mentally Retarded/Developmentally Disabled  
Individuals. Therapeutic Approaches Used with 
Mentally Retarded/Developmentally Disabled 
Individuals 

____10. Principles and Practices in the Treatment of  
Mentally lll/Emotionally Disturbed Individuals/
Problems of Mentally lll/Emotionally Disturbed 
Individuals 

____11. How to Take an Oral Exam 
____12. Evaluating Conclusions in the Light of Known 
 Facts 
____13. Educating and Interacting with the Public  
____14. Verbal Analysis/Evaluating Conclusions in the 

Light of Known Facts 
____15. Understanding and Interpreting Tabular  
 Material ll/Quantitative Analysis 
____16. Contemporary Government and Social  
 Problems 
____17. Preparing Written Material 
____18. Administrative Supervision/Supervision ll 
____19. Coding and Decoding 
____20. Alphabetizing/Name and Number Checking 
____21. Interviewing/Investigative Techniques 
____22. Memory for Facts and Information/The Ability 

to Apply Stated Laws, Rules and Regulations 
____23. Office Practices/Keyboarding Practices 
____24. Work Scheduling/Inventory Control 
____25. Flowcharting/Computer Work Scheduling 
____26. Office Record Keeping 
 
EXAM SERIES 
 

____1. Secretarial and Typing Series  
____2. Secretary 1 and 2  
____3. Social Welfare Examiner Series  
____4. Caseworker Series 

 
VIDEOS 

 

____DVD – Making the Mark, Tips and Strategies for 
Civil  Service Test Takers (67-minutes) & 57-page 
workbook. This version covers additional  

 Material. 
____Original VHS – Making the Mark, Tips and Strate-

gies for Civil Service Test Takers (62-minutes) & 
50-page workbook 

____Navigating the Civil Service System (35-minutes) 
 
____Total number of items ordered 

CONTACT US 
 

Phone        (518) 782-4427 
Toll free     (866) 478-5548 

Email address     workinst@cseainc.org  
Fax            (518) 782-4429 

It is free for CSEA members to access our books at 
www.csealocal1000.org. 

Step 1: Open the CSEA web page at http://
www.csealocal1000.org.  

Step 2:  Activate your account by clicking the button marked “Not 
Registered?” on the left-hand side, under the login and 
password blanks. 

Step 3: Follow the instructions given to you by the server.  
Please set a password question and answer at the end of 
the process, as requested by the server, in case you forget 
your password later. 

Step 4: Click on “My Apps” on the left-hand side of the page, then 
on “Test Prep Books” in the center. 

 

Members who need help with this procedure should call 800-342-
4146 (ask for Membership), or dial Membership directly at 518-257-
1327. 

NEW Opportunity! Prepare online for your exam.  Try a Free Demo of our Online Courses at…  http://csealearningcenter.org   

ORDER INFORMATION 
 
 

Name:    
 
 
Street Address:    
 
 
City      State     Zip:    
 
 
E-mail Address:           
 
 
Daytime Phone Number:  (           )  Cell #, if different (          )  
                    Please include your area code. 
 
CSEA Member? Yes        No     If yes, CSEA ID #           CSEA Local:    
         If you are a member, you must include your CSEA ID to receive member prices. 
 
 
Name of Civil Service Test       State Exam          Local Government Exam     
 
 
Total number of items ordered       Total shipping due (view chart below)      
  
 
Total Amount Enclosed:              Date:    
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WHAT TO ORDER 
 
Select booklets that correspond to the topics listed on your 
announcement under “Subject of Examination” or “Scope 
of Examination.”  Our booklets usually match the names of 
test topics they cover, but sometimes a book will cover 
topics with different names.  If you need help with this 
process, visit  
 

http://csealearningcenter.org/help/booklets.cfm 
 

If you don’t have your exam announcement, check with 
your hiring authority.  If your test has a current announce-
ment, you might find it at our links page 
 

http://csealearningcenter.org/links.html 

HOW TO ORDER 
 
Fill out the order form by entering in the box to the right the 
desired quantity of each item you’d like to order, along with 
the total number of items ordered.  Then enter the contact 
and exam information requested, and send this form with 
full payment, including any shipping fee due for your order. 
 
If your test is very soon, please consider using our Online 
Store—we can accept credit and debit cards there, and 
orders usually ship the same day or the next business day 
when placed at  
 

http://csealearningcenter.org/booklets/catalog 

PAYMENT INSTRUCTIONS 
 
Please mail your completed order form and your check or money order made payable to CSEA WORK Institute to: 
 

CSEA WORK Institute 
1 Lear Jet Lane, Suite 5 

Latham, NY 12110 
 

If you’d like to pay with credit or debit card, please use our Online Store: http://csealearningcenter.org/booklets/catalog 

SHIPPING RATES 
CSEA MEMBERS 

NON-MEMBERS 

1-11 items no charge 
12+ items $12.00 

1-11 items $1.00 per item  
12+ items $12.00 

Prices effective March 1, 2010 

mailto:workinst@cseainc.org�


 
4. Understanding and Interpreting Written Material This 

booklet contains reading comprehension questions and 
exercises which test your ability to interpret information. 
For example, a written passage is provided from which to 
draw conclusions and recall information. 

 
5. Grammar, Usage and Punctuation This booklet 

provides questions and detailed answers on English 
grammar, usage, and standard punctuation. 

 
6.  Supervision In this booklet, general tips for answering 
 supervisory questions are reinforced with questions and 
 detailed answers on the general principles of supervision. 
 
9. Concepts and Principles of Normalization for  

Mentally Retarded/Developmentally Disabled  
Individuals. Therapeutic Approaches Used with  
Mentally Retarded/Developmentally Disabled  
Individuals  This booklet was designed to assist CSEA 
members taking the “Developmental Assistant Trainee” 
examination. Questions and detailed answers relating to 
normalization techniques are presented. They include the 
philosophy of normalization, habilitative techniques, types 
and levels of developmental disabilities, therapeutic inter-
ventions, situational problem solving. 

 
10. Principles and Practices in the Treatment of  

Mentally Ill/Emotionally Disturbed Individuals/
Problems of Mentally Ill/Emotionally Disturbed  
Individuals This booklet, designed for the “Mental 
Health Therapy Assistant” examination, contains infor-
mation, corresponding questions and detailed explana-
tions on topics such as the characteristics of psychiatric 
disorders, the needs of special groups, psychotropic 
drugs, the assessment and evaluation of patients, and 
treatment plans and their functions. 

 
11. How to Take an Oral Exam Information on the oral 

examinations process is presented, including what to 
expect, criteria by which grading is determined, how to 
prepare, and how to deal with anxiety. Mock oral 
questions and sample answers are also included. 

 
12. Evaluating Conclusions in the Light of Known Facts 

The exercises in this book test the ability to determine 
from given information and situations whether given 
conclusions are valid, or whether no conclusion can be 
supported. 

 
13. Educating and Interacting with the Public  This booklet 

offers points to remember when answering questions dealing 
with making presentations, leading meetings, or responding to 
phone calls, letters, and requests for  information, as well as 
sample test questions dealing with these topics. 

 
14. Verbal Analysis/Evaluating Conclusions in the Light of 

 Known Facts This booklet offers further testing of 
reading comprehension and tests the ability to apply the 
rules of logic to questions whose answers are based on 
information from a given passage. In the second 
section, a conclusion drawn from a written passage must 
be evaluated to determine its validity. 
 
 

ITTS Improving Your Test Taking Skills This booklet 
offers general test-taking tips as well as reading 
comprehension exercises. Sample questions and 
detailed explanations are provided. 
  

2. Math Refresher Basic math concepts: fractions, deci-
mals, percentages and ratios, as well as sample ques-
tions including word problems with detailed answers and 
explanations. 

 
3. Tabular Reasoning Incomplete tables are included in 

this booklet, which are to be completed along with 
corresponding questions about each table. A self-study 
guide with detailed explanations of the answers is             
included. 

Test Preparation 
Booklets... 
SEA’s test preparation booklets contain 
sample questions in a variety of areas which 
have been the subject of previous exams. 

Individuals who have practiced with sample 
questions before exams report improved per-
formance and confidence when 
taking the tests. The booklets are designed for 
practice purposes and there is no guarantee that 
the actual test questions will be similar to the 
practice questions. 

 

A Message from 
CSEA President 

Danny Donohue 
ome people just seem to have the natural 
ability to do well on civil service tests. Others 
find tests difficult and intimidating. Whether 

or not you’re a born test taker, preparation with 
CSEA’s Civil Service Test Preparation Booklets 
can help improve your score. 

CSEA is constantly seeking to provide new 
benefits to its members. Now Civil Service Test 
Preparation Booklets are available free, online, 
exclusively for CSEA members and their families. 

So... boost your test scores and broaden 
your career opportunities by using CSEA’s test 
Preparation Booklets. 

And, good luck on your next examination. 
 
In solidarity, 
Danny Donohue 

 

15. Understanding and Interpreting Tabular Material 
II/Quantitative Analysis This booklet offers questions which 
provide known information in the form of charts with captions 
and ask the test-taker to interpret the given information and/or 
solve for unknowns. 
 

16. Contemporary Government and Social Problems 
Questions and detailed answers are presented on a range 
of current issues that concern our society, New York 
State government, its agencies, and its workforce. 
 

17. Preparing Written Material Exercises in this book test 
the ability to organize paragraphs and present written 
material clearly, concisely, and logically. Answers and 
detailed explanations are provided. 
 

18. Administrative Supervision/Supervision II Tips on 
answering supervisory questions are outlined in this 
booklet. It also presents questions which test the 
ability to handle conflicts between subordinates, to 
resolve dilemmas relating to office policies, and to 
provide general office supervision. Detailed explanations 
of the answers are also included. 
 

19. Coding and Decoding This booklet provides practice in 
 reading, interpreting and applying codes to given situations 
 in the form of questions based on a variety of tables. 

 
20. Alphabetizing/Name and Number Checking Exercises 

testing the ability to organize names in alphabetical order 
and in comparing data entries to identify changes between 
similar groups of information are provided in this booklet. 
 

21. Interviewing/Investigative Techniques Questions and 
detailed answers on procedures for conduct of interviews 
are provided. Principles and techniques of investigating, 
and the rules and regulations regarding admissible 
questions during employment interviews and police 
questioning are included. 
 

22. Memory for Facts and Information/The Ability to Apply 
Stated Laws, Rules and Regulations To test the ability 
to remember key facts and details, two stories are 
provided with related questions testing reading 
comprehension and the ability to recall detailed 
information. A second section tests the ability to 
comprehend and apply various laws or regulations to a 
situation. 
 

23. Office Practices/Keyboarding Practices Exercises 
covering tabulation, spacing, word division, capitalization 
and punctuation, numerical data entry, and proofreading 
are provided in this booklet, along with a list of words 
commonly misspelled in office settings and questions 
dealing with proper office procedures for a supervisory 
secretary. 

 
24. Work Scheduling/Inventory Control Exercises in 

scheduling work hours and vacations for staff of different 
job and seniority levels are provided. A section on 
inventory control is also offered, with related exercises on 
reordering using a list of acceptable levels of inventory 
and reorder. 
 

25. Flowcharting/Computer Work Scheduling Explanations of 
flowchart terminology and general program logic are 
provided. Also included are exercises on scheduling 
computer work. 

26. Office Record Keeping This booklet includes questions 
which evaluate your ability to perform common office record 
keeping tasks including: organization or collation of data from 
several sources, scheduling, maintaining a record system using 
running balances, completion of tables using totals, subtotals, 
averages and percentages.  
 

 EXAM SERIES 
 

1. Secretarial and Typing Series Tips on answering supervisory 
exam questions are provided as well as questions and answers 
covering supervision, secretarial and typing practices, spelling, 
punctuation and capitalization and word usage. 

 
2. Secretary 1 and 2 Covers all topics on the NYS Secretary 1 

and 2 exam: Understanding and Interpreting Written Material, 
Preparing Written Material, Grammar, Usage, Punctuation and 
Editing, Office Record Keeping, and Office Practices.  Each 
section contains practice questions with detailed answers and 
explanations.  
 

3. Social Welfare Examiner Series Topics covered in this book 
include supervision and administration relating to the social 
welfare examiner field, interviewing, and understanding social 
and human relations problems. Tips on answering supervisory 
exam questions are also included. 
 

4. Caseworker Series Tips on answering supervisory exam 
questions are provided in this booklet, as well as a review 
of the principles and practices of social casework, 
interviewing clients, and supervision relating to the case 
worker field. 

Videos 
 

“Making the Mark: Tips and Strategies for Civil Service Test 
Takers” [DVD] This 67-minute DVD production and its 57-
page companion workbook has sections on general test-taking 
strategies and the following subject areas: Understanding and 
Interpreting Written Material, Basic Math, Office Record 
Keeping, Understanding and Interpreting Tabular Material, 
Preparing Written Material, Alphabetizing and Name and 
Number Checking, and Scheduling. 
 

“Making the Mark: Tips and Strategies for Civil Service Test 
Takers” A 62-minute interactive VHS and a 50-page workbook 
which covers general test taking strategies and four common 
Civil Service examination categories: Understanding and 
Interpreting Written Material, Preparing Written Material, 
Understanding and Interpreting Tabular Material and 
Evaluating Conclusions in the Light of Known Facts. 

 
“Navigating the Civil Service System” This 35-minute video 

contains information about the Civil Service System. It covers 
such topics as types of appointments, exams and transfers. 

  

N EW  O pportun ity ! 
P rep a re  on lin e  fo r y ou r e x am . 

F ree  D em o…  
w w w .csea lea rn in g cen ter.o rg  


	EXAM SERIES

	VIDEOS

	NEW Opportunity! Prepare online for your exam.  Try a Free Demo of our Online Courses at… 	http://csealearningcenter.org  

	Test Preparation

	Booklets...

	A Message from

	CSEA President

	Danny Donohue

		EXAM SERIES

	Videos



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



