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Stage 1 Selection Testing:
This is important information so please set some time aside to read it in advance of the test session.
Testing will take place in Croke Park, Dublin only.  Once the Public Appointments Service has allocated candidates to a particular testing session it is not possible to re-allocate them to a different one.  

We would encourage you to familiarise yourself with the exercises and test procedures. You will learn about the different tests we will set, the format of questions and your answers, the time limits for each test and how they are scored. By working with this information you can ensure that you perform to the best of your ability on the day.

We have grouped the practice questions, answers and explanations together for each test in it's own self-contained section. It is hoped that this will make it easier for you to find your way around the tests at speed and will also allow you to take breaks in between each set of practice questions.

The purpose of supplying you with this information is twofold.  Firstly, we wish to ensure that you are comfortable with our testing format.  Secondly, this information should make you aware of how to do your best on the test day.

Take the time to read this Test Familiarisation material carefully, as it is your opportunity to prepare for the tests that you are about to sit.  It should also help to reduce the additional time spent clarifying instructions before the tests.  Please note that in order to ensure that you will not be detained for any longer than necessary on the day of the test, there will be a limited amount of time allocated for instructions and examples on the test day.
Why Tests are Being Used:
The Public Appointments Service is committed to principles of good recruiting practice.  These principles involve the fair and impartial selection of the best candidates for the job.

The tests in Stage 1 have been designed to measure a range of skills and qualities that are necessary. All of the tests have been designed to identify the most suitable people to go forward to the next stage of the competition.

The tests have been designed so that they are fair to all applicants.  Each test is objectively scored.

The Tests Being Used:
Here is a general overview of the tests that are being used and what they are designed to measure. 

· Verbal Reasoning Test:
This test is designed to measure the ability to understand written passages and the logical evaluation of arguments.
· Numerical Reasoning Test:
This test is an assessment of your level of numerical reasoning using different formats for data presentation.
· Job Simulation Exercise:
This exercise measures the ability to choose an appropriate course of action when presented with a scenario typical of what could occur in an Administrative Officer.  These situations may involve dealing with other people, working independently, and/or ensuring that a particular task is completed.  This exercise does not require any specific knowledge of the procedures specific to a Department/Office.
Please note that the denominations that appear in the test booklet might not necessarily be in Euros but in other denominations. The nature of the denomination does not have an impact on the calculation required. 

The Test Booklets and Answer Sheet Formats:
Each of the test booklets will contain brief test instructions and example questions. Please be aware that the time allocated to the test instructions will be limited, to ensure the timely administration of the test.
The Answer Sheets:
You will be given one answer sheet for the Verbal and Numerical test session, and a separate answer sheet for the Job Simulation Exercise(s).  A space for your signature and candidate number will be contained on each of the answer sheets. The answer sheets will be read by computer scanning equipment and your scores will be automatically calculated.  Please remember to bring two soft pencils for marking your answer sheets as only pencil marks can be read by the computer scanner.
You will be asked to enter your name and examination number in the spaces provided on the answer sheet, as in the example overleaf. You will be given specific instructions about how and when to do this at the examination.
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All of the questions are presented in multiple choice format, which means that you will have to choose from a set of answers depending on the number of answer options given for the questions in each test.  You must mark the boxes with heavy marks [ vv ] that fill the box  completely, in order for the computer scanner to read it.  This is very important as check marks [√], crosses [x] or circles [(] cannot be interpreted by the computer scanner.  

Here are some helpful tips for completing the answer sheets:

· Listen carefully to the instructions for each test and ensure that you are completing the correct answer section on the answer sheet for the test that you are doing. 

· As you go through the tests you may wish to check that you are filling in the right answer line for the question that you are answering. 

SAMPLE ANSWER SHEET

	Public Appointments Service
Answer Sheet
	
	

	
	
	

	Signature:
	
	Examination Number
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	2
	8
	6
	9
	3

	Important directions for completing the answer sheet
· Use only soft pencils.  Do not use ink or ballpoint pens.

· Make heavy black marks that fill the box completely.
EXAMPLE   [ A ]   [(]   [ C ]   [ D ]   [ E ]

· Fully erase any answers you wish to change.

· Please make no stray marks on the answer sheet.
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	Test 1  Verbal Reasoning
	EXAMPLES


	
	1
	[ A]  [ B ]  [ C ]
	3
	[ A ]  [ B ]  [ C ]

	
	2
	[ A ]  [ B ]  [ C ]
	4
	[ A ]  [ B ]  [ C ]

	
	Page 4

	
	
	Page 7
	
	
	Page 10

	
	
	Page 13
	

	1
	[ A ]  [ B ]  [ C ]
	
	13
	[ A ]  [ B ]  [ C ]
	
	25
	[ A ]  [ B ]   [ C ]
	
	37
	[ A ]  [ B ]  [ C ]
	

	2
	[ A ]  [ B ]  [ C ]
	
	14
	[ A ]  [ B ]  [ C ]
	
	26
	[ A ]  [ B ]   [ C ]
	
	38
	[ A ]  [ B ]  [ C ]
	

	3
	[ A ]  [ B ]  [ C ]
	
	15
	[ A ]  [ B ]  [ C ]
	
	27
	[ A ]  [ B ]   [ C ]
	
	39
	[ A ]  [ B ]  [ C ]
	

	4
	[ A ]  [ B ]  [ C ]
	
	16
	[ A ]  [ B ]  [ C ]
	
	28
	[ A ]  [ B ]   [ C ]
	
	40
	[ A ]  [ B ]  [ C ]
	

	
	Page 5

	
	
	Page 8
	
	
	Page 11

	
	
	Page 14
	

	5
	[ A ]  [ B ]  [ C ]
	
	17
	[ A ]  [ B ]  [ C ]
	
	29
	[ A ]  [ B ]  [ C ]
	
	41
	[ A ]  [ B ]  [ C ]
	

	6
	[ A ]  [ B ]  [ C ]
	
	18
	[ A ]  [ B ]  [ C ]
	
	30
	[ A ]  [ B ]  [ C ]
	
	42
	[ A ]  [ B ]  [ C ]
	

	7
	[ A ]  [ B ]  [ C ]
	
	19
	[ A ]  [ B ]  [ C ]
	
	31
	[ A ]  [ B ]  [ C ]
	
	43
	[ A ]  [ B ]  [ C ]
	

	8
	[ A ]  [ B ]  [ C ]
	
	20
	[ A ]  [ B ]  [ C ]
	
	32
	[ A ]  [ B ]  [ C ]
	
	44
	[ A ]  [ B ]  [ C ]
	

	
	Page 6

	
	
	Page 9
	
	
	Page 12

	
	
	Page 15
	

	9
	[ A ]  [ B ]  [ C ]
	
	21
	[ A ]  [ B ]  [ C ]
	
	33
	[ A ]  [ B ]  [ C ]
	
	45
	[ A ]  [ B ]  [ C ]
	

	10
	[ A ]  [ B ]  [ C ]
	
	22
	[ A ]  [ B ]  [ C ]
	
	34
	[ A ]  [ B ]  [ C ]
	
	46
	[ A ]  [ B ]  [ C ]
	

	11
	[ A ]  [ B ]  [ C ]
	
	23
	[ A ]  [ B ]  [ C ]
	
	35
	[ A ]  [ B ]  [ C ]
	
	47
	[ A ]  [ B ]  [ C ]
	

	12
	[ A ]  [ B ]  [ C ]
	
	24
	[ A ]  [ B ]  [ C ]
	
	36
	[ A ]  [ B ]  [ C ]
	
	48
	[ A ]  [ B ]  [ C ]
	


Test Scoring

Here is some information that should answer some of the more frequently asked questions about how the tests are scored and how test results are calculated.

· The answers to these tests are objectively scored using a standardised answer and scoring key.

· The answer sheets are computer scored; therefore you should be careful to follow the instructions on how to correctly fill in the answer sheets.  If you make a mistake on the answer sheet, such as not clearly marking an answer choice or marking an answer choice on the wrong answer line, then you will not gain any marks for that question.

· There are no penalties for incorrect answers. However, only one answer is correct, therefore you should try to answer each question as best you can.

· Fully erase any answers you wish to change.

· A minimum standard is required on each test and so it is important that you put maximum effort into each of the tests.
· In line with best test scoring practices, the total score attained by each candidate on each test will be transformed into what is known as a ‘standardised score’.  This transformation of the total test score allows for individual test scores to be interpreted in relation to the total scores achieved by all other candidates on a particular test
N.B. It is important to note that while candidates must reach a minimum standard on all three tests it is the total scores from Test 1 (Verbal Reasoning) and Test 3/4 (Job Simulation) which will be combined to give an overall test score.  The score achieved on the Numerical Reasoning Test is not added to the overall test score.

Information about Practice Questions:
Practice questions for each of the tests are presented over the next few pages.  

These practice questions are similar in format to those you can expect to find in each of the tests.  You should try the practice questions for each of these tests using the mini answer sections presented directly after the questions.

When you are finished, refer to the relevant pages to see how many you got right.  If you had any difficulty and you want to see how you could improve your performance, then refer to the pages for suggested explanations to these practice questions.

Test 1 Verbal Reasoning: The Verbal Reasoning Test measures the ability to understand written passages and the logical evaluation of an argument.

Instructions:
In this test you are presented with a range of passages, each of which is followed by several statements. Your task is to evaluate the statements in light of the information or opinions contained in the passage and to select your answers according to the rules given below.

Fill in box A if the statement must be TRUE given the information in the passage.

Fill in box B if the statement must be FALSE given the information in the passage.

Fill in box C if you CANNOT SAY whether the statement is true or false without further information.

On the day of the test you will have 30 minutes to complete the 52 questions in this test.  
See how many of the following 20 questions you can answer in 12 minutes.  Remember to work quickly as well as accurately.  You should mark your answers on the mini answer section presented directly after each set of four practice questions.
	If you are ready to proceed - take a look at the time and write it down here: 
	

	


Applications are now being accepted for the following courses: Beginners and intermediate Japanese, beginners Polish, intermediate to advanced Russian, an introduction to Chinese culture and a Musical Theatre Performance Workshop.  The Language Department, with the exception of the Musical Theatre Performance Workshop, which is being run by the Drama Society, is running all of the above courses.  Application forms can be obtained from the Faculty of Arts Administration Office. Please note: the closing date for receipt of applications is March 10th. All fees are outlined in the application form and 10% deposits are due in advance of the commencement of each course. 

Q1
There are no courses available for those who wish to study Russian.

Q2
The Faculty of Arts Administration office only holds information on courses run by the Language Department and the Drama Society.

Q3
Full fees are due in advance of the course start date.

Q4
Applications will be accepted for all courses until March 10th.
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	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q1
	[ A ]
	[ B ]
	[ C ]

	Q2
	[ A ]
	[ B ]
	[ C ]

	Q3
	[ A ]
	[ B ]
	[ C ]

	Q4
	[ A ]
	[ B ]
	[ C ]


Many organisations find it beneficial to employ students during the summer.  Permanent staff often wish to take their own holidays over this period.  Furthermore, it is not uncommon for companies to experience peak workloads in the summer and so require extra staff.  Summer employment also attracts students who may return as well qualified recruits to an organisation when they have completed their education.  Ensuring that the students learn as much as possible about the organisation encourages their interest in working on a permanent basis.  Organisations pay students on a fixed rate without the usual entitlement to paid holidays or sick leave.

Q5
It is possible that permanent staff who are on holiday can have their work carried out by students.

Q6
Students in summer employment are given the same paid holiday benefit as Permanent staff.

Q7
Students are subject to the organisations’ standard disciplinary and grievance procedures.

Q8
Some companies have more work to do in summer when students are available for vacation work.
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	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q5
	[ A ]
	[ B ]
	[ C ]

	Q6
	[ A ]
	[ B ]
	[ C ]

	Q7
	[ A ]
	[ B ]
	[ C ]

	Q8
	[ A ]
	[ B ]
	[ C ]


Guidelines regarding the payment of suppliers are stored in the Finance Unit.  Those wishing to purchase from suppliers must adhere to the following rules.  Firstly, a request for a quote must be issued to at least three suppliers, which will detail the unit cost, delivery time and total cost of the purchase.  Only budget holders are permitted to decide upon what quote should be accepted.  Once the quote has been accepted, a purchase order is issued by the Finance Unit to the relevant supplier.  The invoice should be sent directly to the Finance Unit upon receipt by the budget holder where it is compared to the Purchase Order for accuracy.

Q9
There are certain rules, which must be adhered to by those wishing to purchase from suppliers.

Q10
Whoever requests the quote has the responsibility of deciding which quote will be accepted.

Q11
The budget holder is generally the office manager.

Q12
Suppliers should send invoices directly to the Finance Unit. 
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	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q9
	[ A ]
	[ B ]
	[ C ]

	Q10
	[ A ]
	[ B ]
	[ C ]

	Q11
	[ A ]
	[ B ]
	[ C ]

	Q12
	[ A ]
	[ B ]
	[ C ]


Most banks and building societies adopt a ‘no smoking’ policy in customer areas in their branches.  Plaques and stickers are displayed in these areas to draw attention to this policy.  The notices are worded in a “customer friendly” manner, though a few customers may feel their personal freedom of choice is being infringed.  If a customer does ignore a notice, staff are tolerant and avoid making a great issue of the situation.  In fact, the majority of customers now expect a ‘no smoking’ policy in premises of this kind.  After all, such a policy improves the pleasantness of the customer facilities and also lessens fire risk.

Q13
‘No smoking’  policies have mainly been introduced in response to customer demand.

Q14
All banks and building societies now have a ‘no smoking’  policy.

Q15
There is no conflict of interest between a ‘no smoking’


 policy and personal freedom of choice for all.

Q16
A ‘no smoking’  policy is in line with most customers’ expectations in banks and building societies.

 

	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q13
	[ A ]
	[ B ]
	[ C ]

	Q14
	[ A ]
	[ B ]
	[ C ]

	Q15
	[ A ]
	[ B ]
	[ C ]

	Q16
	[ A ]
	[ B ]
	[ C ]


The computer system is limited in the number of reports it can generate.  The Workflow Report was designed to allow the manager to print or view the workflow activity of the department.   Department managers must have “senior access” rights in order to generate this report.  The System Administrator and four other staff only, are permitted to give users access rights to the computer system.  “Viewing Access” rights are one of three sets of rights available to users.  Reports have to be designed by computer programmers who have “report writing” access rights.  All reports with the exception of the Security Breach Report are compatible with the departments’ word processing computer package.  The Security Breach Report can be generated to show the security password of the user that breached the system.  All Staff are advised to keep their password secret and not to disclose it to any third party.  The System Usage report and the Security Breach report can only be generated by the System Administrator.

Q17
Only the System Administrator and the staff of the System Administrator are permitted to give users access rights to the computer system.   

Q18
All department managers have their own security password.  

Q19

The departments’ word processing package can be used to generate all the department reports. 

Q20
Reports can be designed within the system by Computer programmers with “Report Writing” rights.  

 

	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q17
	[ A ]
	[ B ]
	[ C ]

	Q18
	[ A ]
	[ B ]
	[ C ]

	Q19
	[ A ]
	[ B ]
	[ C ]

	Q20
	[ A ]
	[ B ]
	[ C ]


	STOP! - take a look at the time and write it down here: 
	

	Check your answers using the answer key on the following page. Suggested explanations are also given on the following pages.


Answers to practice questions for Test 1 – Verbal Reasoning 

Here are the answers to the practice questions for the Verbal Reasoning test.  Check to see how many you got correct. 

	Verbal Reasoning Exercise

Practice questions

Mini Answer Section 

	Q1
	[ A ]
	[ ( ]
	[ C ]

	Q2
	[ A ]
	[ B ]
	[ ( ]

	Q3
	[ A ]
	[ ( ]
	[ C ]

	Q4
	[ ( ]
	[ B ]
	[ C ]


	Verbal Reasoning Exercise

Practice questions

Mini Answer Section 

	Q5
	[ ( ]
	[ B ]
	[ C ]

	Q6
	[ A ]
	[ ( ]
	[ C ]

	Q7
	[ A ]
	[ B ]
	[ ( ]

	Q8
	[ ( ]
	[ B ]
	[ C ]


	Verbal Reasoning Exercise

Practice questions

Mini Answer Section 

	Q9
	[ ( ]
	[ B ]
	[ C ]

	Q10
	[ A ]
	[ ( ]
	[ C ]

	Q11
	[ A ]
	[ B ]
	[ ( ]

	Q12
	[ A ]
	[ ( ]
	[ C ]


	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q13
	[ A ]
	[ B ]
	[ ( ]

	Q14
	[ A ]
	[ ( ]
	[ C ]

	Q15
	[ A ]
	[ ( ]
	[ C ]

	Q16
	[ ( ]
	[ B ]
	[ C ]


	Verbal Reasoning Exercise

Practice questions

Mini Answer Section

	Q17
	[ A ]
	[ B ]
	[ ( ]

	Q18
	[ ( ]
	[ B ]
	[ C ]

	Q19
	[ A ]
	[ ( ]
	[ C ]

	Q20
	[ ( ]
	[ B ]
	[ C ]


Suggested Explanations for Test 1 - Verbal Reasoning Practice Questions

These questions involve reading a short passage of text carefully and then checking to see if the statements following it are true, false or you cannot say from the text in the passage.  Even though you may be sure of an answer, it is wise to quickly go back to the relevant sentence(s) in the passage to check that you are accurate.  You should always make your decision about whether a statement is true, false or you cannot say, based on the exact information contained in the passage rather than your own knowledge of similar situations.

Applications are now being accepted for the following courses: Beginners and intermediate Japanese, beginners Polish, intermediate to advanced Russian, an introduction to Chinese culture and a Musical Theatre Performance Workshop.  The Language Department, with the exception of the Musical Theatre Performance Workshop, which is being run by the Drama Society, is running all of the above courses.  Application forms can be obtained from the Faculty of Arts Administration Office. Please note: the closing date for receipt of applications is March 10th. All fees are outlined in the application form and 10% deposits are due in advance of the commencement of each course. 

Q1
There are no courses available for those who wish to study Russian.

Th
e answer is [B] False. It clearly states in the passage that, “Applications are now being accepted for the following courses: Beginners and intermediate Japanese, beginners Polish, intermediate to advanced Russian.”

Q2
The Faculty of Arts Administration office only holds information on courses run by the Language Department and the Drama Society.

The answer is [C] cannot say. There are no details in the passage of what information the Arts Administration Office do and do not hold.

Q3
Full fees are due in advance of the course start date.

The answer is [B] False. It clearly states in the passage that, “All fees are outlined in the application form and 10% deposits are due in advance of the commencement of each course.”

Q4
Applications will be accepted for all courses until March 10th.

The answer is [A] True. It clearly states in the passage that, “The closing date for receipt of applications is March 10th.”

Many organisations find it beneficial to employ students during the Summer.  Permanent staff often wish to take their own holidays over this period.  Furthermore, it is not uncommon for companies to experience peak workloads in the Summer and so require extra staff.  Summer employment also attracts students who may return as well qualified recruits to an organisation when they have completed their education.  Ensuring that the students learn as much as possible about the organisation encourages their interest in working on a permanent basis.  Organisations pay students on a fixed rate without the usual entitlement to paid holidays or sick leave.

Q5
It is possible that permanent staff who are on holiday can have their work carried out by students. 

The answer is [A] true. It clearly states in the passage that “Many organisations find it beneficial to employ students during the summer”, and that “Permanent staff often wish to take their own holidays over this period.”  

Q6
Students in summer employment are given the same paid holiday benefit as Permanent staff.

The answer is [B] false. It clearly states in the passage that “Organisations pay students on a fixed rate without the usual entitlement to paid holidays or sick leave”.  

Q7
Students are subject to the organisations’ standard disciplinary and grievance procedures.
The answer is [C] cannot say. There is no reference to disciplinary and grievance procedures in the passage.  While this may be true for some organisations and it may be untrue for others in different contexts, you have no information available to you in this passage to determine whether it is true or false in this specific context.

Q8
Some companies have more work to do in summer when students are available for vacation work.

The answer is [A] true. It clearly states in the passage that “it is not uncommon for companies to experience peak workloads in the summer and so require extra staff.”

Guidelines regarding the payment of suppliers are stored in the Finance Unit.  Those wishing to purchase from suppliers must adhere to the following rules.  Firstly, a request for a quote must be issued to at least three suppliers, which will detail the unit cost, delivery time and total cost of the purchase.  Only budget holders are permitted to decide upon what quote should be accepted.  Once the quote has been accepted, a purchase order is issued by the Finance Unit to the relevant supplier.  The invoice should be sent directly to the Finance Unit upon receipt by the budget holder where it is compared to the Purchase Order for accuracy.

Q9
There are certain rules, which must be adhered to by those wishing to purchase from suppliers.

The answer is [A] True. It clearly states in the passage that, “Guidelines regarding the payment of suppliers are stored in the Finance Unit.  Those wishing to purchase from suppliers must adhere to the following rules.”

Q10
Whoever requests the quote has the responsibility of deciding which quote will be accepted.

The answer is [B] False. It clearly states in the passage that, “Only budget holders are permitted to decide upon what quote should be accepted.”

Q11
The budget holder is generally the office manager.

The answer is [C] cannot say. It does not state in the passage who the budget holder generally is. 

Q12
Suppliers should send invoices directly to the Finance Unit. 

The answer is [B] False. It clearly states in the passage that, “The invoice should be sent directly to the Finance Unit upon receipt by the budget holder” therefore, the budget holder should receive the invoice first.

Most banks and building societies adopt a ‘no smoking’  policy in customer areas in their branches.  Plaques and stickers are displayed in these areas to draw attention to this policy.  The

notices are worded in a “customer friendly” manner, though a few customers may feel their personal freedom of choice is being infringed.  If a customer does ignore a notice, staff are 

tolerant and avoid making a great issue of the situation.  In fact, the majority of customers now expect a ‘no smoking’ policy in premises of this kind.  After all, such a policy improves the pleasantness of the customer facilities and also lessens fire risk.

Q13
‘No smoking’ policies have mainly been introduced in response to customer demand.

The answer is [C] cannot say. The specific reason for the introduction of ‘no smoking’ policies is not mentioned in the passage.  While it is likely that it was in response to customer demand, it may also have been due to another reason such as fire risk.  Whichever way, you cannot infer the true reason from the information contained in the passage.

Q14
All banks and building societies now have a ‘no smoking’ policy. 

The answer is [B] false. It states at the beginning of the passage that “Most banks and building societies adopt a ‘no smoking’ policy.”  ‘Most banks’ does not mean ‘all banks’; thus this statement is false.

Q15
There is no conflict of interest between a ‘no smoking’ policy and personal freedom of choice for all.

The answer is [B] false. It clearly states in the passage that “a few customers may feel their personal freedom of choice is being infringed” with the introduction of a ‘no smoking’ policy.

Q16
A ‘no smoking’ policy is in line with most customers’ expectations in banks and building societies. 

The answer is [A] true. It clearly states in the passage that “the majority of customers now expect a ‘no smoking’ policy in premises of this kind.”

The computer system is limited in the number of reports it can generate.  The Workflow Report was designed to allow the manager to print or view the workflow activity of the department.   Department managers must have “senior access” rights in order to generate this report.  The System Administrator and four other staff only are permitted to give users access rights to the computer system.  “Viewing Access” rights are one of three sets of rights available to users.  Reports have to be designed by computer programmers who have “report writing” access rights.  All reports with the exception of the Security Breach Report are compatible with the departments’ word processing computer package.  The Security Breach Report can be generated to show the security password of the user that breached the system.  All staff are advised to keep their password secret and not to disclose it to any third party.  The System Usage report and the Security Breach report can only be generated by the System Administrator.

Q17
Only the System Administrator and the staff of the System Administrator are permitted to give users access rights to the computer system.   

The answer is [C] Cannot say. While it clearly states in the passage that, “The System Administrator and four other staff only are permitted to give users access rights to the computer system,” it does not indicate in the passage exactly who the other four staff are.

Q18
All department managers have their own security password.  

The answer is [A] True. It clearly states in the passage that “All staff are advised to keep their password secret and not to disclose it to any third party.”  Therefore, all staff, including department managers, have their own security password.

Q19
The departments’ word processing packages can be used to generate all the department reports.  

The answer is [B] False. It clearly states in the passage that, “All reports with the exception of the Security Breach Report are compatible with the departments’ word processing computer package.”

Q20
Reports can be designed within the system by Computer programmers with “Report Writing” rights.  

The answer is [A] True. It clearly states in the passage that, “Reports have to be designed by computer programmers who have “report writing” access rights.”

Test 2 – Numerical Reasoning:
This test is an assessment of your level of numerical reasoning using different formats for data presentation.
Some Tips & Hints in preparing for the Numerical Reasoning Test:
· If some time has elapsed since you had to make calculations involving numbers, we strongly advise you to practice some of the basics.  We recommend that you practice basic maths such as adding numbers, multiplying and dividing numbers, calculating and interpreting percentages & proportions.

· This could involve looking at your utility bills (e.g. Gas, Electricity, Telephone or Mobile) and checking the calculations i.e. adding the different items; or calculating the VAT contribution, and maybe see what the VAT would be if it was at a different rate, such as 15%, 12½% or even 6%.
· Remind yourself as to what fractions are – what is meant by half (1(2), a quarter (1(4) or seven-ninths (7(9) of something? Again, looking at a detailed bill (e.g. telephone, shopping), and grouping items like above, you may find it useful to ask yourself questions like ‘what groups of items most closely account for, lets say, 1(3 of the bill, or maybe 4(9 of the bill?’

· Setting time aside to look at the numbers that surround you and manipulate them in different ways may just help you to brush up on your numerical skills, help to build up your speed in working with numbers and may also help you feel more confident about tackling the numerical test.

· On the day of the tests you are not expected to answer all the questions in this test but try and answer as many as you can – you will not be given the opportunity to revisit a test once the time given has elapsed. 

· If you find you get stuck on one question, move on and come back to it if you have time at the end of the test.  Keep an eye on the time, and read each question carefully.

· Remember, you are allowed to use a silent, cordless, non-programmable calculator during this test. Please make sure you are familiar with the calculator you intend bringing to the test session, and that you are comfortable using it. Calculators will not be supplied at the testing session.
· Use the rough work paper supplied. You may find it useful to write down figures at different stages in calculating an answer.  This paper will be collected at the end of the test.

Numerical Reasoning Instructions:

The test comprises figures and information presented to you in various formats such as tables and charts. Your task is to evaluate this numerical data and to answer the questions below.  The questions are presented in two different formats.

When choosing a response, base your decision only on the information provided.  Do not rely on previous knowledge or experience you may have, as this may lead you to a wrong conclusion.
Once you have selected what you believe to be the correct response, indicate this by filling in the appropriate area on the answer sheet.
In order to help prepare you for the test, we have provided you with some practice questions over the page. These will enable you to familiarise yourself with the type of questions that you will be required to complete. Although these practice questions are not timed, the actual test will have a set time limit, so you should work through the questions as quickly and accurately as possible. As an approximate guide, you can try completing the numerical questions shown on the following pages within sixteen minutes.  
On the day of the test you will have 30 minutes for the 37 questions presented in the test.

You can mark what you consider to be the correct answer by filling in the mini answer section at the bottom of each page. 

When you have completed the relevant practice questions, you can check the answers given on the relevant pages.  If you had any difficulty and you want to see how you could improve your performance, then refer to the pages for suggested explanations to these practice questions.
The Practice Questions

Overleaf you are presented with a range of tables and graphs. Using a sheet of rough work paper if needed, see how many of the 16 questions you can answer in 13 minutes.  Remember that you should work quickly as well as accurately.  You should mark your answers on the mini answer section presented at the bottom of each page.   It is important to remember that the practice questions are not an indication of the standard on the actual test – they are solely to help you practice your numerical reasoning.
	If you are ready to proceed - take a look at the time and write it down here: 
	


	
	Contracts Awarded at Unit PS32
	

	
	
	Value of Contracts

(€000’s)
	Percentage of contracts awarded in 1998
	

	
	
	1997
	1998
	Less than €5,000
	€5,000

or more
	

	
	Training 
	9.0
	7.2
	82%
	18%
	

	
	IT
	34.5
	23.2
	28%
	72%
	

	
	HR Consultancy
	23.3
	3.5
	61%
	39%
	

	
	Finance
	21.2
	31.8
	60%
	40%
	

	
	Health & Safety
	12.0
	12.3
	45%
	55%
	

	
	
	
	
	
	
	


	
	Q1
	What is the actual decrease (in €000’s) between the total value of contracts awarded in 1997 and the total value awarded in 1998?

	
	
	A
	B
	C
	D
	E

	
	
	20.4
	22.0
	29.3
	4.5
	19.1


	
	Q2
	Which one of the following pairs accounted for a larger proportion of the value of contracts awarded in 1997?

	
	
	A
	B
	C
	D
	E

	
	
	‘Training’ 

& 

‘IT’
	‘Training’ & ‘Health & Safety’
	‘IT’ 

& ‘HR Consultancy’
	‘IT’ 

&

‘Finance’
	‘HR Consultancy’ 

& ‘Finance’


	Spending Across Departments

	Department
	1995
	1996

	Communications
	20%
	30%

	Transport
	13%
	10%

	Health
	25%
	20%

	Education
	30%
	32%

	Other
	12%
	8%


	
	Q3
	If, in 1995, the amount spent in Department of Education was €130 million, how much was spent, to the nearest million, in the Department of Transport the same year?

	
	
	A
	B
	C
	D
	E

	
	
	€50 million
	€69 million
	€56 million
	€65 million
	€80 million


	
	Q4
	If €120 million was spent by the Department of Communications in 1996, which was an increase of 5% from 1995, what was the total amount of money spent by departments in 1995?

	
	
	A
	B
	C
	D
	E

	
	
	€540 million
	€800 million
	€630 million
	€570 million
	€400 million


	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 1 – 4

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q1
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q3
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	Q2
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q4
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]


	
	Management Activities
‘Most enjoyed activities’
	

	
	Length of Experience
	
	

	
	
	1 - 2 yrs
	3 – 4

yrs
	All

Managers
	

	
	Project Planning
	17%
	19%
	18%
	

	
	Staff Management
	14%
	16%
	14%
	

	
	Policy Development
	20%
	24%
	22%
	

	
	Liaison with Clients
	19%
	22%
	21%
	

	
	General Research 
	14%
	10%
	12%
	

	
	General Administration 
	16%
	9%
	13%
	


	
	Q5


	Which two activities together account for the largest proportion of ‘most enjoyed’ responses from “All Managers”?

	
	
	A
	B
	C
	D
	E

	
	
	Project Planning & Liaison with Clients
	Policy Development & Staff Management
	Project Planning & Policy Development
	General Research & Policy Development
	Policy Development & Liaison with Clients


	
	Q6
	What is the management activity that managers with 3-4 years experience find most demanding?

	
	
	A
	B
	C
	D
	E

	
	
	Project Planning
	Staff

Management
	Policy Development
	Liaison with Clients
	Cannot 

Say


	
	Q7

	In the All Managers group, if 44 managers indicated that they enjoy Policy Development most, how many managers responded to this survey?

	
	
	A
	B
	C
	D
	E

	
	
	100
	150
	220
	200
	190


	
	Customer Service Survey
	

	
	How satisfied were you with overall service provided by the Unit?
	

	
	Number of  Responses
	

	
	Level of Satisfaction
	IT

Unit
	Finance Unit
	Personnel Unit
	Claims Unit
	

	
	Less than Satisfactory
	3
	5
	14
	18
	

	
	Satisfactory
	65
	48
	44
	54
	

	
	Excellent
	112
	82
	122
	48
	


	
	Q8
	Which Unit(s) had the highest percentage of responses in the ‘Excellent’ category in the Customer Service Survey? 

	
	
	A
	B
	C
	D
	E

	
	
	IT

Unit
	Finance

Unit
	Personnel

Unit
	Claims

Unit
	IT & Claims tied

	
	
	
	
	
	
	

	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 5 – 8

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q5
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q7
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	Q6
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q8
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]


	Work Placement Application Decisions

	
	
	1997
	1998
	

	
	Area
	Yes
	No
	Yes
	No
	

	
	IT
	100
	45
	205
	120
	

	
	Customer Service
	220
	135
	245
	180
	


	
	Q9
	Of the work placement applications received in 1997, what proportion received a ‘Yes’?

	
	
	A
	B
	C
	D
	E

	
	
	64%
	72%
	60%
	50%
	65%


	
	Q10
	Of the people who received a ‘No’ decision to their work placement application in 1998, what proportion were for placements in Customer Service?

	
	
	A
	B
	C
	D
	E

	
	
	40%
	65%
	80%
	45%
	60%


	
	Q11
	In which of the following groups was there the highest ‘Yes’ rate for decisions about work placement applications?

	
	
	A
	B
	C
	D
	E

	
	
	IT 1997
	Customer Service 1997
	Customer Service 1998
	IT 1998
	Cannot Say


	Fax Machine Product Information

	Fax Machine
	Pre-Discount

Price per Unit
	Discount Price per Unit
	Pages Printed per Minute

	
	
	
	

	Info-Fax
	€500
	€350
	12

	Speed-Fax
	€760
	€520
	17

	Tele-Fax
	€980
	€700
	18

	Zoom-Fax
	€1110
	€825
	20

	Compact-Fax
	€675
	€495
	16


	
	Q12
	If 45 Tele-fax, 24 Zoom-fax and 12 Info-fax machines were purchased at the Discount Price, how much was saved on these products?

	
	
	A
	B
	C
	D
	E

	
	
	€21,240
	€20,500
	€29,480
	€31,000
	€22,250


	
	Q13
	Which fax machine represents the highest percentage saving at discount price compared to pre-discount price?

	
	
	A
	B
	C
	D
	E

	
	
	Info-Fax
	Speed-Fax
	Tele-Fax
	Zoom-Fax
	Compact-Fax


	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 9 – 13

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q9
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q12
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	Q10
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q13
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	Q11
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	
	
	
	
	
	


Staff Distribution at ICS-6

	
	Q14
	Which two staff groups account for closest to half the staff complement 

at ICS-6?

	
	
	A
	B
	C
	D
	E

	
	
	Customer Service & IT
	IT 

& Personnel
	Training

& Personnel
	Training

& IT
	Customer Service

& Accounts


	
	Q15
	If the annual budget at ICS-6 is divided on the basis of staff numbers in each unit and the Accounts budget allocation is €200,000, how much is the Customer Service budget allocation?

	
	
	A
	B
	C
	D
	E

	
	
	€1 million
	€750,000
	€2 million
	€1.6 million
	€1,4 million


Amount Spent on Avertising


	
	Q16
	What was the difference in the total amount spent on advertising by all five companies between March and April? 

	
	
	A
	B
	C
	D
	E

	
	
	€1000
	€180
	€200
	€250
	€275


	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 14 – 16

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q14
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q16
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	Q15
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	
	
	
	
	
	


Answers to practice questions for Test 2 – Numerical Reasoning

Here are the answers to the practice questions for the Numerical Reasoning test.  Check to see how many you got correct.

	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 1 - 6

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q1
	[ A ]
	[ ( ]
	[ C ]
	[ D ]
	[ E ]
	
	Q4
	[ A ]
	[ B ]
	[ C ]
	[ ( ]
	[ E ]

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q2
	[ A ]
	[ B ]
	[ ( ]
	[ D ]
	[ E ]
	
	Q5
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ ( ]

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q3
	[ A ]
	[ B ]
	[ ( ]
	[ D ]
	[ E ]
	
	Q6
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ ( ]

	
	
	
	
	
	
	
	
	
	
	
	
	


	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 7 - 12

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q7
	[ A ]
	[ B ]
	[ C ]
	[ ( ]
	[ E ]
	
	Q10
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ ( ]

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q8
	[ A ]
	[ B ]
	[ ( ]
	[ D ]
	[ E ]
	
	Q11
	[ ( ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q9
	[ ( ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]
	
	Q12
	[ ( ]
	[ B ]
	[ C ]
	[ D ]
	[ E ]

	
	
	
	
	
	
	
	
	
	
	
	
	


	Numerical Reasoning Practice Questions
Mini Answer Section for Qs 13 - 16

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q13
	[ A ]
	[ ( ]
	[ C ]
	[ D ]
	[ E ]
	
	Q15
	[ A ]
	[ B ]
	[ C ]
	[ D ]
	[ ( ]

	
	
	
	
	
	
	
	
	
	
	
	
	

	Q14
	[ A ]
	[ B ]
	[ C ]
	[ ( ]
	[ E ]
	
	Q16
	[ A ]
	[ B ]
	[ C ]
	[ ( ]
	[ E ]

	
	
	
	
	
	
	
	
	
	
	
	
	


Suggested Explanations for Test 2 - Numerical Reasoning Practice Questions

	
	Q1
	What is the actual decrease (in €000’s) between the total value of contracts awarded in 1997 and the total value awarded in 1998?

	
	
	A
	B
	C
	D
	E

	
	
	20.4
	22.0
	29.3
	4.5
	19.1

	
	
	Here we look at the table in the top left-hand corner of the Tables page, entitled ‘Contracts Awarded at Unit PS32’. 

First of all we need to identify the total value of contracts awarded in 1997 (in €000’s) by adding the figures presented in the 1997 column:

    (  9 + 34.5 + 23.3 + 21.2 + 12 which gives us a total of 100

Then we calculate the total value awarded in 1998 (in €000’s) by adding the figures presented in the 1998 column:

· 7.2 + 23.2 + 3.5 + 31.8 + 12.3 which gives us a total of 78

The actual decrease between contracts awarded in 1997 and 1998 is calculated by subtracting 78 from 100 and this gives us 22. The answer is therefore B.


	
	Q2
	Which one of the following pairs accounted for a larger proportion of the value of contracts awarded in 1997?

	
	
	A
	B
	C
	D
	  E

	
	
	‘Training’ & 

‘IT’
	‘Training’ & ‘Health & Safety’
	‘IT’ & ‘HR Consultancy’
	‘IT’ &

‘Finance’
	‘HR Consultancy’ & ‘Finance’

	
	
	We go back now to the table in the top left-hand corner of the Tables page, entitled ‘Contracts Awarded at Unit PS32’.

We focus on 1997 column with a view to adding the values for the different pairs presented in the answer options A – E. Considering that we are trying to identify which of the presented pairs accounts for the largest proportion of contracts awarded, it is unlikely that any pairing that has ‘Training’ or ‘Health & Safety’ included (because their values of 9.0 and 12.0 respectively, are considerably smaller than the other values) will be in the running for the largest proportion. We can therefore discount options A & B quite quickly, leaving us to add the values for the other pairings. 

Option C, ‘IT’ & ‘HR Consultancy’ with values of 34.5 & 23.3 combining to give a total of 57.8 which is higher than either option D or option E.


	
	Q3
	If, in 1995, the amount spent in Department of Education was €130 million, how much was spent, to the nearest million, in the Department of Transport the same year?

	
	
	A
	B
	C
	D
	E

	
	
	€50 million
	€69 million
	€56 million
	€65 million
	€80 million

	
	
	For this question we need to look at the table on the top right hand side of the Tables page, entitled ‘Spending Across Departments’.

The €130 million spent by the Department of Education represented 30% of all the spending across departments in 1995.  1% of all spending across departments is 130 divided by 30, giving 4.33 (that is €4.33million). 

In the same year the spending at the Department of Transport accounted for 13% of all spending across departments.  Now that we know 1%  is €4.33 million, the Department of Transport share is 13 x 4.33 which gives us €56.29 million, which to the nearest million is  €56 million.*

The answer is option C. (calculations have been rounded off to two decimal places.)




	
	Q4
	If €120 million was spent by the Department of Communications in 1996, which was an increase of 5% from 1995, what was the total amount of money spent by departments in 1995?

	
	
	A
	B
	C
	D
	E

	
	
	€540 million
	€800 million
	€630 million
	€570 million
	€400 million

	
	
	( Back to the ‘Spending Across Departments’ table, and in order to answer this question we need to identify what percentage the 1996 figure is of the 1995 figure for the Dept. of Communications.  In looking at the question we know that the 1996 figure of €120 million represented a 5% increase on the 1995 figure, therefore the 1996 figure is 105% of the 1995 figure (100% + 5%=105%).

( In order to identify the amount spent in the Dept. Of Communications in 1995, we must find how much 100% represents i.e. - €120 million divided by 105 multiplied by 100 which equals 114.29 million.

( By referring to the table we identify that the Dept. Of Communications spent 20% of the overall spending across Departments in 1995, therefore 20% equals €114.29 million.  In order to find the total amount of money spent by departments in 1995 we divide €114.29 million by 20 and multiply by 100 which equals €571.45 i.e. €571 million to the nearest million.

The answer is option D.


	
	Q5


	Which two activities together account for the largest proportion of ‘most enjoyed’ responses from “All Managers”?

	
	
	A
	B
	C
	D
	E

	
	
	Project Planning & Liaison with Clients
	Policy Development & Staff Management
	Project Planning & Policy Development
	General Research & Policy Development
	Policy Development & Liaison with Clients

	
	
	For this question we need to look at the table on the left hand side, Entitled ‘Management Activities’.  Here we combine or add the two largest percentages in the column  ‘All Managers’, i.e. Policy Development (at 22%) & Liaison with Clients  (at 21%), giving a total of 43%. 

This total is higher than any of the other combinations put forward at A, B, C & D above.   

The answer is option E.


	
	Q6
	What is the management activity that managers with 3-4 years experience find most demanding?


	
	
	A
	B
	C
	D
	E

	
	
	Project Planning
	Staff

Management
	Policy Development
	Liaison with Clients
	Cannot 

Say

	
	
	The question here asks about what activity managers with 3-4 years experience find most demanding. The table entitled ‘Management Activities’ only gives us information about what activities managers enjoyed most, and does not provide any information about how demanding they found the different activities.

We cannot answer this question based on the information provided, so Option E – Cannot Say is the correct choice.




	
	Q7

	In the All Managers group, if 44 managers indicated that they enjoy Policy Development most, how many managers responded to this survey?


	
	
	A
	B
	C
	D
	E

	
	
	100
	150
	220
	200
	190

	
	
	In looking at the ‘All Managers’ column in the Management Activities table we can see that 22% of all managers indicated that they enjoyed enjoy Policy Development most. We now know that this figure of 22% represents the responses of 44 managers, and we are interested in finding out how many managers responded to the survey altogether, or in other words, how many managers represent 100%.

First we can identify what 1% is by dividing 44 by 22, and this gives us 2. If 1% equals 2, then 100% is 2 x 100

Which equals Option D: 200.  



	
	Q8
	Which Unit(s) had the highest percentage of responses in the ‘Excellent’ category in the Customer Service Survey? 

	
	
	A
	B
	C
	D
	E

	
	
	IT

Unit
	Finance

Unit
	Personnel

Unit
	Claims

Unit
	IT & Claims tied

	
	
	The relevant table here is on the right hand side of the Tables page, entitled ‘Customer Service Survey’.

In order to answer this question we need to calculate the percentage of responses in the ‘Excellent’ category for each unit.  First we need to identify the total number of responses recorded for each unit, i.e. IT Unit is 3 + 65 +112 =180; Finance Unit is 5 + 48 +82=135; Personnel is 14+44+122=180 and Claims Unit is 18+54+48=120. 

Next we need to identify what percentage 112 responses in the ‘Excellent’ category for the IT unit represents in relation to all the responses recorded (i.e. 180) about the IT unit.  180 represents 100% for the IT unit, 1.8 is 1%, and dividing 112 by 1.8 gives us 62.22.  So the percentage of responses in the ‘Excellent’ category for the IT unit is 62.22%.  We follow the same step[s] for each of the other units, and this shows us that the 122 responses in the ‘Excellent’ category Personnel Unit equates to 67.77% of the 180 responses they got altogether.  

The answer is option C, Personnel Unit



	
	Q9
	Of the work placement applications received in 1997, what proportion received a ‘Yes’?

	
	
	A
	B
	C
	D
	E

	
	
	64%
	72%
	60%
	50%
	65%

	The relevant table here is on the lower left hand side of the Tables page, entitled ‘’Work Placement Application Decisions’.

To answer this question we must look at the section of the table dealing with 1997 Yes and No decisions for both the IT area and the Customer Service area. In order to calculate what proportion of applications received a ‘Yes’, we must first identify the total number of Yes and No decisions in 1997. 

· There were 100 applicants for IT who received a ‘Yes’ and 220 for Customer Service, giving at total of 320. 

· There were 45 applicants for IT who received a ‘No’ and 135 for Customer Service, giving at total of 180.

· We now need to identify the total number of applicants in 1997, which is 320 & 180 added together, giving an overall total of 500. 

· The proportion of applications that received a ‘Yes’ means what share of the total number of candidates (i.e. 500) received a ‘Yes’.  If we look on the total number of applicants as our full group or 100%, we want to find out what percentage the 320 ‘Yes’ applicants represent within the total number of applicants. 

· First we find out what 1% is by dividing 500 by 100, giving us 5. We now know that 1% is 5, so how many percent does the 320 ‘Yes’ applicants represent? We simply divide the 320 by 5 to see how many 1%’s ‘fit in’. 320 divided by 5 gives us 64.   The answer is option A.



	
	Q10
	Of the people who received a ‘ No’ decision to their work placement application in 1998, what proportion were for placements in Customer Service?


	
	
	A
	B
	C
	D
	E

	
	
	40%
	65%
	80%
	45%
	60%

	
	
	In answering this question we must look at the section of the table ’Work Placement Application Decisions’ dealing with 1998 and in order to calculate the what proportion of applications that received a ‘No’ for Customer Service placements, we must first identify the total number of ‘No’ decisions across both the IT area and the Customer Service area. 

· There were 120 applicants for IT who received a ‘No’ and 180 for Customer Service, giving at total of 300.

· Taking the total number of ‘No’ applicants in 1998 as our full group or 100%, we want to find out what percentage the 180 Customer Service ‘No’ applicants represent.

· This can be achieved by dividing 300 by 100, to show us 1% = 3. Now we can divide 180 by 3 to see how many percent are contained in 180. 
The answer is 60, so option E is the right one.




	
	Q11
	In which of the following groups was there the highest ‘Yes’ rate for decisions about work placement applications?


	
	
	A
	B
	C
	D
	E

	
	
	IT 1997
	Customer Service 1997
	Customer Service 1998
	IT 1998
	Cannot Say

	
	
	( Back to the ‘Work Placement Application Decisions’ table, and in order to answer this question we need to identify the ‘Yes’ rate for decisions for each group e.g. Customer Service, for both 1997 & ’98.  In looking at Customer Service for 1997, first we identify the overall application rate by adding ‘Yes & No’ values i.e. 220+135 to give 355.  

The ‘Yes’ rate for Customer Service 1997 is 220 as a percentage of 355, so 355 is our 100% mark, 3.55 is 1%, and dividing 220 by 3.55 we get 61.97%.

( We follow the same steps for each of the other options presented at A, C & D, and this shows us that the 100 ’Yes’ decisions for the IT Unit in 1997 equates to a rate of 68.96%, which is the highest rate.  

The answer is option A



	
	Q12
	If 45 Tele-fax, 24 Zoom-fax and 12 Info-fax machines were purchased at the Discount Price, how much was saved on these products?


	
	
	A
	B
	C
	D
	E

	
	
	€21,240
	€20,500
	€29,480
	€31,000
	€22,250

	
	
	Here we look at the chart in the lower right hand side of the Tables page, entitled ‘Fax Machine Product Information’.

We need to identify how much it would be for these fax machines at the Pre-Discount price: 

· 45 Tele-faxes at €980 each (45 x 980) works out at €44,100; 24 Zoom-faxes at €1,100 each, which is €26,640; and 12 Info-faxes at €500, which is €6,000. The total cost of these faxes at the pre-discount price is €44,100 + €26,640 + €6000 which is €76,740.

We also need to identify how much it would be for these fax machines at the Discount price:

· 45 Tele-faxes at €700 each works out at €31,500; 24 Zoom-faxes at €825 each, which is €19,800; and 12 Info-faxes at €350, which is €4,200. The total cost of these faxes at the pre-discount price is €31,500 + €19,800 + €4,200 which is €55,500.

· The amount saved at by purchasing at the discount price is calculated by subtracting €55,500 from €76,740 giving option A: €21,240



	
	Q13
	Which fax machine represents the highest percentage saving at discount price compared to pre-discount price?


	
	
	A
	B
	C
	D
	E

	
	
	Info-Fax
	Speed-Fax
	Tele-Fax
	Zoom-Fax
	Compact-Fax

	
	
	Here we use the Pre-Discount price as our full rate or our 100% figure. We want to find out what percentage of the full price does the Discount price represent. 

· For the Info-Fax 100% = €500, so 1% equals €5. The Discount price of €350 can now be divided by 5 to see how many percent it represents. 350 divided by 5 gives us 70. This means that the Discount price is 70% of the original Pre-Discount price, and 70 from 100 means a 30% discount. We now do the same for the other fax machines.

·  Speed-Fax: 100% = 760, 1% = 7.6; The Discount price of 520 is divided by 7.6 to give 68.42%, representing a 31.58% discount;

· Tele-Fax: 100% = 980, 1% = 9.8; The Discount price of 700 is divided by 9.8 to give 71.43%, representing a 28.57% discount;

· Zoom-Fax: 100% = 1,110, 1% = 11.1; The Discount price of 825 is divided by 11.1 to give 74.32%, representing a 25.68% discount;

· Compact-Fax: 100% = 675, 1% = 6.75; The Discount price of 495 is divided by 6.75 to give 73.33%, representing a 26.66% discount;

Option B, the Speed-Fax machine, at a 31.58 % discount rate represents the highest percentage saving at discount price compared to pre-discount price.



	
	Q14
	Which two staff groups account for closest to half the staff complement At ICS-6?


	
	
	A
	B
	C
	A
	E

	
	
	Customer Service & IT
	IT 

& Personnel
	Training

& Personnel
	Training

& IT
	Customer Service

& Accounts

	
	
	For this question we need to look at the pie-chart in the bottom left hand corner of the Tables page, entitled ‘Staff Distribution at ICS6’.

We are looking for the two staff groups who, when combined or added together, account for close to half or 50% of the total staff complement. The solution can be arrived at by adding the percentages together of different combinations of two groups, after which you will be able to identify which combination is closest to 50%. Alternatively, you can ‘short-cut’ this by looking at the coverage of the shapes in the pie-chart, and it is it is reasonably clear that it is probably between a ‘Training/IT’ combination and a ‘Customer Service/Personnel’ combination. Using the percentages for the different section we can tell that the  

· ‘Training/IT’ combination is 26% + 22% which is a total 48% and the ‘Customer Service/Personnel’ combination is 35% + 12% which is a total 47%. 

Option D, the ‘Training/IT’ combination, at 48% is closest to half or 50% of the total staff complement.



	
	Q15
	If the annual budget at ICS-6 is divided on the basis of staff numbers in each unit and the Accounts budget allocation is €200,000, how much is the Customer Service budget allocation?


	
	
	A
	B
	C
	D
	E

	
	
	€1 million
	€750,000
	€2 million
	€1.6 million
	€1.4 million

	
	
	Since the staffing level in Accounts represents 5% of the total staff complement at ICS-6, the budget allocation of €200,000 is 5% of the annual budget i.e. €200,000 divided by 5 which is €40,000. Based on

the staffing level in Customer Service, their budget allocation is 35% of the annual budget, which we can 

now calculate: €40,000 (1%) x 35 which gives us €1.4 million.

The answer is option E.



	
	Q16
	What was the difference in the total amount spent on advertising by all five companies between March and April? 


	
	
	A
	B
	C
	D
	E

	
	
	€1000
	€180
	€200
	€250
	€275

	
	
	Here we look at the chart in the bottom right hand corner, entitled ‘Amount Spent on Advertising’.

Here we are interested in the total amount spent on advertising by all five companies between March and April. First we identify the values for the amount spent by each company in March. Here we are looking across the chart to the left-hand side to give us the actual amount spent. For March this will give us the following: 

   (  €900 + €800 + €650 + €450 + €350 which gives us €3150

Likewise, we do the same for April:   (  €1000 + €900 + €600 + €500 + €400 giving us €3,400

The difference in the total amount spent on advertising by all five companies between March and April is calculated by subtracting €3150 from €3,400 giving us option D: €250.


 The Job Simulation Exercise:
In the Job Simulation Exercise you are presented with a range of questions related to a variety of work related scenarios, which attempt to identify what you would most likely do in a situation which you could face as an Administrative Officer role.  These situations may involve dealing with other people, working independently, and/or ensuring that a particular task is completed.

The exercises do not attempt to measure your knowledge of the Civil Service or its procedures nor does it attempt to measure your knowledge of what an Administrative Officer does.  It attempts to identify what you would be most likely to do when presented with a scenario typical of what could occur in a work situation.  The scenarios have been chosen to reflect the variety of work found in the grade.

The Job Simulation Exercise for Administrative Officer contains 18 questions to be answered within 30 minutes.  
Instructions

Your task is to choose a course of action you would most likely carry out, based on the information presented in each scenario.  Please read through the following two scenarios and then choose which one of the five possible actions you would be most likely to carry out based on the information presented in the scenario.  You might want to do all five actions in some scenarios and in others you might not want to do any of the suggested actions.  However, you are asked to choose one action only in each case.  Each answer option presented is a realistic course of action.

Please be as honest as you can in selecting your responses.  You should not select an answer on the basis that it seems the right thing to say.  The questions are concerned with determining your preferred course of action given a certain scenario.  Choose what you think you would do based on the information provided.  Remember, there are marks available for all of the options, so do not spend too much time on any one scenario.  Indicate your choice of course of action by ticking the appropriate answer A, B, C, D or E in the mini answer sections presented.  You should give yourself around 3 minutes to do these two practice questions.  

Scenario 1

You are working in a Government department on a busy project for which there are tight time deadlines.  It is now Friday afternoon and you have an important task to complete by Monday afternoon.  This involves preparing a report for the Minister about an important issue that the Minister needs to respond to.

A senior manager newly appointed to a different but related area in your department, asks you to photocopy a very large amount of material, to be ready first thing Monday morning.

You have no staff of your own and the staff who work with this senior manager have expressed their dissatisfaction with having to do additional work for you in the past.

Do you,

A. Approach the senior manager’s staff directly and ask them to carry out the photocopying work, indicating that it relates to their area of work.

B. Ask your own manager to return the photocopying work to the senior manager on your behalf, having explained the pressures that you are under.

C. Explain the pressures that you are under to the senior manager indicating that you cannot manage an extra task in the time frame.

D. Accept the work from the senior manager but do not do it, and explain to the senior manager later on that you were under too much pressure to do so.

E. Come in over the weekend and do the photocopying work yourself for the senior manager.

If you feel that your preferred course of action is to “accept the work from the Senior Manager but not to do it and explain to the Senior Manager later that you were under too much pressure to do it” - you should indicate this by fully marking D, as shown below  

Example Question
[A]  [B]  [C]  [(]  [E]

If you feel that your preferred course of action is “come in over the weekend and do the photocopying work yourself for the senior manager” - you should indicate this by fully marking E, as shown below.

Example Question
[A]  [B]  [C]  [D]  [(]

Remember: Each of the five answer options presented is a realistic course of action. There are marks available for each answer option presented, with the marks varying in relation to the appropriateness of the action for each particular scenario.

Scenario 2

You are working in a section in a Government department, which is preparing to move its record keeping system from a manually based system to a computerised system.  All the staff in the section are involved in the planning and design of the new system and the task is producing a good team spirit within the section.

You have a number of ideas for the new system, which you have discussed informally with a colleague.  A meeting is held to discuss the arrangements for computerisation of the section and you had planned on suggesting these ideas at the meeting.

At the meeting your colleague submits a written proposal which is heavily based on your ideas, without any acknowledgment of your contribution.  The proposal is received enthusiastically by the group and it looks likely to be implemented.

Although you are pleased that what you had suggested to your colleague was well received at the meeting and is likely to be implemented, you resent the way your colleague went about it.

What do you do?

A. Decide to say nothing about your resentment towards your colleague to anybody in the group, as you do not wish to disrupt the team spirit.  

B. Approach the colleague concerned pointing out that the written proposal that was submitted was based heavily on your ideas, and that your contribution should be acknowledged at the next team meeting.  

C. Co-operate fully with the implementation of your ideas but raise the matter privately with your colleague explaining that you are unhappy with what happened, and asking that your contribution be acknowledged at the next team meeting. 

D. Approach your manager and explain that your ideas were taken by your colleague who did not acknowledge your contribution at the meeting.  

E. Co-operate fully with the implementation of your ideas but do not discuss your ideas informally with any of your colleagues in that group again.

If you feel that your preferred course of action is to “say nothing about your resentment towards your colleague to anybody in the group, as you do not wish to disrupt the team spirit” - you should indicate this by fully marking A, as shown below  

Example Question
[(]  [B]  [C]  [D]  [E]

If you feel that your preferred course of action is to “co-operate fully with the implementation of your ideas but do not discuss your ideas informally with any of your colleagues in that group again” - you should indicate this by fully marking E, as shown below

Example Question
[A]  [B]  [C]  [D]  [(]

Remember: Each of the five answer options presented is a realistic course of action. There are marks available for each answer option presented, with the marks varying in relation to the appropriateness of the action for each particular scenario.

Here are some suggestions, which will help you to prepare for the testing session.

In advance…
(
Work through the practice items again for the tests that you will be sitting and try to understand how to reach the correct answer for each question.

(
Allow yourself plenty of time to reach the test venue so that you don’t have to rush.

· Dress comfortably. Remember that you will be sitting for a long period of time and that you may cool down as the test session progresses.
During the test session…
(
Each test will be preceded by a set of brief instructions and examples.

(
Listen carefully to the instructions for each test, especially the numbers of questions and time limits for each test.
(
Make sure that you understand how to complete the answer sheet.  
(
As you go through the tests you should check that you are marking the correct space in the correct section of the answer sheet for the question that you are answering.  

(
Read through the question and answers carefully, paying attention to detail.

(
Attempt as many questions as you can, working quickly and accurately and to the best of your ability.  You should try as hard as you can, as the more questions that you get right, the higher your score will be.

(
If you find a question difficult, it may help to choose the correct answer by first eliminating the wrong answers.

· For the Job Simulation Exercise, remember, your task is to choose a course of action you would most likely carry out based on the information in the scenario. You should be aware that if you try to relate the scenario to your own work situation in order to identify an answer, other factors, which are not printed in the passage, may influence your decision.  Remember, there are marks available for each answer, so try to work as quickly as you can in order to gain more marks.

(
Do not waste time on very difficult questions, but go back to them at the end if you have enough time. Where this occurs, pay particular attention to the advice above with regard to marking the correct answer space on the answer sheet.

Test Day Checklist

Before you arrive at your test centre, please ensure that you have the following items with you:

1. Student ID, passport or driving licence.  (This photographic ID is essential for admission to the test)
2. A silent, cordless, non-programmable calculator.  Calculators will not be supplied.
3. Two soft pencils.

4. 1 white eraser.

5. 1 sharpener.

6. Your glasses, contact lenses or hearing aid, if required.

PLEASE NOTE: additional items (including rulers) are not permitted during the test session.
Survey Forms

Test Feedback:
You may be asked to take part in a feedback survey of the testing procedures for this competition.  This will be carried out at a sample of the testing locations.  Participation in this survey is voluntary.  If it is administered at your testing location, you are strongly encouraged to take a few minutes to fill it in.  Your comments on the testing procedure are important to the ongoing evaluation of the Public Appointments Service selection procedures.  This survey will be totally anonymous and the information will be used for research purposes only.  Responses to this survey will not be linked to your test results.
Equality Monitoring Form:
The Public Appointments Service is committed to an equal opportunities policy, and in accordance with the Employment Equality Acts 1998 & 2004, aim to ensure that all applicants are treated equally whatever their gender, marital status, family status, sexual orientation, religious belief, age, disability, race or membership of the travelling community.

As part of our ongoing commitment to equality, we want to monitor our selection process(es) in order to ensure that our equal opportunities policy is effectively implemented.  To this effect, we are interested in collecting a range of information, which will help us to understand further how people are performing throughout the selection process(es), and to help ensure that our selection techniques are fair to all people.

For this reason, we will be asking you to complete an Equality Monitoring Form, with a view to ensuring that our recruitment and selection processes are equality-proofed.  While the completion of this form is completely voluntary, we would encourage you to help us in equality-proofing our processes by completing all questions on the form that relate to you as an individual.

Neither the manner in which you respond to this request for information, nor the answers that you provide will have any bearing on the manner in which your application is considered.  The information provided will be entered on confidential databases within the Equality Unit of the Public Appointments Service, and used to produce data in an anonymous statistical format only.   

Further Information about Selection Tests:
In response to feedback provided by candidates, we are including references to other literature and information about selection tests.  Although these are not necessary in order to perform well at test sessions, you may find it useful and maybe reassuring to have a look at one of the many books available which are specifically aimed at people who are about to undertake selection tests.  Typically these books cost less than €13 - we have listed two recently published books for your information.

· ‘How to succeed in Psychometric Tests’ by David Cohen - Sheldon, 1993.

· ‘How to pass Selection Tests’ by Mike Bryon & Sanjay Modha - Kogan Page, 1994.

Books about sitting selection tests should be available from good book shops and/or your local library.

Past papers and/or additional sample questions are not available from the Public Appointments Service.
On the day of the test you will not be permitted to leave until all documentation has been checked. Candidates will not be permitted to bring any paper material (test relevant or otherwise) either into or out of a test centre. Any attempt to breach this regulation will be considered sufficient grounds for disqualification from the competition.
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