DEPARTMENTAL RECORDS CLERK

STUDY GUIDE

A written examinationfor the classof DEPARTMENTAL RECORDS CLERK to be adminigtered in
your jurisdictionwill consist of gpproximately 114 multiple-choice questions covering the following subject
areas.

SUBJECT MATTER/CONTENT

SECTION PERCENT OF EXAM
Office Practices & Procedures 6%
Filing Procedures 10%
Fling Exercise - Alphabetizing 4%
Fling Exerdse 3%
Clericd Operations 9%
Departmental Records 6%
Records Exercise - Time Sheets 9%
English Usage (Grammar) 10%
Mathemétics 10%
Clericd Proficiency (Proofreading) 17%
Following Written Directions 16%
TOTAL PERCENT 100%

Theloca civil service board should make this study guide available to dl gpplicants in whatever manner
the board deems appropriate.

While there are no provisons requiring this office to provide study guides for any competitive or
promotiond examinations, suchmateria will be provided as a service to assist gpplicantsin preparing for
an examindion. The State Examiner's office has no control whatsoever over the locd availability of
reference materia (mentioned inthe study guides), nor do we fedl constrained to limit examinationquestions
to only that materid which isavailable locdly. Examination content, weighting of subject areas, and length
of examindion, may vary with each adminidration of an examination to reflect any updated job andyss
information. Percentages and numerica estimations are provided as approximations.



