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AGENDA
➤ General Tips


➤ Subjects of Examination


➤ Understanding & Interpreting Tabular Material


Next week (2022-11-12 at 2 PM EST):


➤ Project Management 


➤ Supervision / Administrative Supervision


2022-11-19 at 2 PM EST: Full review of all topics/resources
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GENERAL 

TIPS
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WHAT TO STUDY
➤ Read the exam announcement!


➤ Look at the Civil Service sample questions.


➤ Materials on NYSITS.org are a starting point.


➤ CSEA booklets (only available to CSEA members)


➤ Wikipedia (follow links to sources) 
 

➤ Get a good night’s sleep.


➤ Know where you’re going and get there early.
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OTHER PREPARATION



WHAT TO BRING
➤ Admission notice 


➤ Photo ID


➤ #2 pencils and good erasers


➤ Calculator


➤ Food and drinks? 

➤ Cell phone / smart watch


➤ Any other papers
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WHAT NOT TO BRING

“ Answer all questions designated for your 
examination(s). At the test site, you will be given 
Candidate Directions that identify the Test 
Booklet(s) and question numbers to be completed 
for each examination. You are responsible for 
determining which questions you are to answer, 
for making sure you have the correct Test 
Booklet(s), and for completing all test material 
required for your examination(s).
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CIVIL SERVICE INSTRUCTIONS

7https://www.cs.ny.gov/pio/publications/howtotakeawrittentest.pdf

SUBJECTS OF 
EXAMINATION
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HOW TO FIND OUT WHAT’S ON YOUR EXAM
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38-714 INFORMATION TECHNOLOGY SPECIALIST 4

10

This 
week

Next 
week

SUMMARY (LOOK ON NYSITS.ORG)
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UNDERSTANDING  
& INTERPRETING 

TABULAR 
MATERIAL

G25 / M1 , G27 / M2 , G29 / M3
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http://nysits.org


These questions test your ability to understand, 
analyze, and use the internal logic of data presented 

in tabular form. 


You may be asked to perform tasks such as 
completing tables, drawing conclusions from them, 
analyzing data trends or interrelationships, and 

revising or combining data sets. 


The concepts of rate, ratio, and proportion are tested.

Calculator
You should bring 
with you a hand-held 
battery- or solar-
powered calculator 
for use on this test. 
You will not be 
permitted to use the 
calculator function 
of your cell phone.

KNOW YOUR TOOLS!

Math Review
“In real life, I assure you, there is no such 


thing as algebra.” - Fran Lebowitz

Negative Numbers

3 - (-2) is not the same as 3 - 2
BE CAREFUL WITH YOUR CALCULATOR!

Two wrongs make a right…
3 - (-2) = 3 + 2



Average
Y1 Y2 Y3

A 1 -3 6

B 4 5 -1

C 7 4 10

avg 4 2 5

A + B + C + …
# of items

Participation Rate/Ratio

# who are participating
# who are eligible to participate

Rate 

Ratio Participants : Eligibles

75÷100
0.75

Changing % to Decimal
“per cent” means “out of one hundred”

%                               ÷100  

75%

Percentage
is
of = %

100

3 is what % of 40 7.5%

15% of 20 is … 3

2.3 is 50% of … 4.6

part
whole=

%
100

3
40 = ?

100
?

20 = 15
100

2.3
? =   50

100



Percent Change

NEW - ORIGINAL
ORIGINAL x 100%

increase, decrease, growth, decline, …

“from 19 to 20” 20 - 19
19

x 100%

“compare 30 to 15” 30 - 15
15

x 100%

≈ 5.3%

= 100%

More Key Words
add


total

sum


all together

in all

subtract

fewer

left


less than

minus

multiply

times


every/each

at this rate


of

divide

quotient


per

out of


distribute

+ -

x ÷

Reading a Table
How many tables are there?


Read the row and column headings.


Are there any subtotals or totals?


What are the units for the numbers?


Use a piece of scrap paper to keep focused.


