Information Handout for
Hillsborough County Civil Service Board
Storekeeper 1, II, 1l

This handout has been developed to prepare applicants for taking the Hillsborough County Civil Service
Board Storekeeper examination. The following pages contain genera test preparation information as well
as brief descriptions of the content area(s) of the test and the types of questions you can expect to find in
each area.  Answers to sample questions are provided at the end of the handout.

NOTE: Taking and passing a typing and/or data entry performance test may be required before taking the
multiple-choice written examination.



Hillsborough County Civil Service Board
Test Preparation Information
I'Please Read Before Testing!!

Notice: Taking and passing a drug test and a job-related physical examination may be re-
quired as conditions of initial employment and continued employment!

Notice: If you believe that you are a covered individual under the federal Americans with
Disabilities Act (ADA) and would like to request accommodation in the application or
testing process, please make your request in person, in writing, or by telephone to
any member of our staff at (813) 272-5621.

Testing Location, Hours, and Telephone Number: Tests are administered at the Civil
Service Office located at 601 E. Kennedy Blvd., on the 17th floor. Tests are administered
during the following hours:

Written: Mon, Tue, Thu, Fri: 7:30 a.m. to 2:00 p.m.
Wed: 7:30 a.m. to 9:30 a.m.

Typing/Data Entry: Mon, Tue, Thu, Fri: 7:30 a.m. to 3:00 p.m.
Wed: 7:30 a.m. to 9:30 a.m.

Tests for all current job openings may be started at any time during open testing hours. Once
started, testing may continue beyond open testing hours. No testing appointment is necessary.
The telephone number for application and testing information is 272-5621.

YOU MUST BRING PHOTO IDENTIFICATION at the time you wish to be tested.

You should plan at least 3 hours for each examination. Ask our staff for the exact time allowed
for your test(s).

PARKING: You may park at any of the metered spaces on the street or at any of the daily pay
lots located throughout the downtown area, or the public parking garage adjacent to our build-
ing (entrance on Jackson Street).

YOU MAY NOT LEAVE TO PUT MONEY IN PARKING METERS. Once you begin an
examination, if you leave for any reason, your examination is VOID and you may not retest for
a minimum of two months.



TEST ROOM RULES: Violation of these rules may result in you being disqualified.

Calculators are not permitted.
Written material of any type is not permitted.
Chewing gum or other disturbing activities are not permitted.

Talking is not permitted. If you have a question during the test, exit the test room and ask
the test monitor.

TEST TAKING TIPS

1. Know how long your test is. Ask in person or call our office (272-5621). Thiswill help you plan and
minimize problems.

2. Organize your schedule to dlow for the test time plus one hour. The additiona hour will dlow for the time
required to park your vehicle, wak to the Civil Service Office, and complete the application process. If
you do not plan for this extratime, you may fed rushed and perform less than your best on your test.

3. Bewdl rested.

4. Do not take the test on an empty stomach.

5. Study the gppropriate subject area for written tests and/or practice your kill for typing, data entry and
shorthand performance tests.

6. Reax asmuch aspossble. Many peoplefind it difficult to relax prior to atest - a condition known astest
anxiety. Even though it may be difficult for you to relax prior to being tested, research showsthat it is
worthwhile to at least try to relax.

7. Readdl test ingructions very carefully. Thisincludes both sdes of this handout as well asthe ingtructions
you will receive with your test.

8. Do not spend agreet ded of time onasngletest item. If you find yoursdlf spending a grest dedl of time on
asngleitem, agood strategy would be to skip that item, finish the remaining questions, and then return to
the unanswered item.

9. Thereisno pendty for guessng. A good strategy would be not to leave any items blank, even if you do
not know the answer.
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Section I: Knowledge of Weights and Measures

The questions in this section of the tests involve knowledge of weights and measures. To answer these
guestions you must read each question carefully and decide which of the available choices best answers the
guestion.

EXAMPLE 1. How many feet are there in one meter?

19
2.5
3.3
4.8
5.2
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EXAMPLE 2. One cup contains

6 ounces
8 ounces
10 ounces
12 ounces
16 ounces

(SAEE A

Section I1: Filing

The questions in this section of the test involve filing. To answer these questions you must properly dign
names in aphabetica order. You should read each question carefully and decide which of the available
choices best answers the question.

EXAMPLE 3. Jones, John A. would be filed between:

Smith, William A. and Young, Cheryl.
Anderson, John and Iverson, Barry.
Jones, Stephen C. and Ward, Sdly J.
Hunt, Stanley J. and Lawrence, David J.
Carlson, Cliford and Johnson, John C.

bk owbdpE

EXAMPLE 4. Andersen, Richard Barker would be filed between:

Anderson, Arthur and Anthony, Toni
Abernathy, Carol and Anders, Matz
Albatross, Fdix and Amandahl, Rico
Anndersen, Linda Kay and Annderson, Steven
Alcorn, Peter and Annclay, Albert
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Section I11: Storekeeping Procedures

The questions in this section test your knowledge of storekeeping procedures. To answer these questions
you must read each question carefully and decide which of the available choices best answers the question.



Section |V: Basic Math

The quedtions in this section of the test involve knowledge of mathematics. To answer these questions you
must read each question carefully and decide which of the available choices best answers the question.

EXAMPLE 5. A building is being used for a warehouse and is divided so that 2/5 of it is used for
generd stores and 1/4 for office gpace, and the remaining 2,900 square feet for
gpecid dores. The totd number of square feet in the building is:

5,075

5,800

9,000

12,000

None of the above.
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EXAMPLE 6. One ream of paper weighs 5.32 pounds. Fifteen reams of paper would weigh:

1. 26.6 pounds
2. 75.0 pounds
3. 79.8 pounds
4. 80.0 pounds
5. None of the above

Section V: Supervisory Reasoning

The quedtions in this section of the test involve supervisory concepts. To answer these questions you must
read each question carefully and decide which of the available choices best answers the question.

EXAMPLE 7. What is the red problem that exists with making a work request of an employee?

1. A request implies the subordinate has a choice.

2. Reguests are not time-specific.

3. Reguests are asked of employees liked by the supervisor.
4. All of the above.

5. None of the above.

EXAMPLE 8. If an employee is continudly late for work in the morning, what initial course of
action would you take to correct the problem?

Push the employee's start time back one hour.

Inform the employee that tardiness is not acceptable.
Dock the employee for the time not worked.

Ask the employee why he/she is congtantly late for work.
None of the above,
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