PASSBOOKS® 4 &

Preferred By
More Test Takers
* Up-to-Date

* Easy to Use
ISBN 0-8373-1692-8 o All Tests

C-1692 CAREER EXAMINATION SERIES * No Fillers

This is your
PASSBOOK?® for...

Director of
Facilities

Test Preparation Study Guide

Questions & Answers




HOW TO TAKE A TEST

f. YOU MUST PASS AN EXAMINATION

A. WHAT EVERY CANDIDATE SHOULD KNOW

Examination applicants often ask us for help in preparing for the written test.
What can ! study in advance? What kinds of questions will be asked? How will the test
be given? How will the papers be graded?

As an applicant for a civil service examination, you may be wondering about
some of these things. Our purpose here is to suggest effective methods of advance
study and to describe civil service examinations.

Your chances for success on this examination can be increased if you know how
to prepare. Those “pre-examination jitters” can be reduced if you know what to expect.

You can even experience an adventure in good citizenship if you know why civil service
exams are given.

B. WHY ARE CIVIL SERVICE EXAMINATIONS GIVEN?

Civil service examinations are important to you in two ways. As acitizen, you
want public jobs filled by employees whao know how to do their work. As a job seeker,
you want a fair chance to compete for that job on an equal footing with-other candidates.
The best-known means of accomplishing this two-fold goal is the comﬁéﬁtiyq
examination. -

Exams are widely publicized throughout the nation. They may be administered
for jobs in federal, state, city, municipal, town or village governments or agencies.

Any citizen may apply, with some limitations, such as the age or residence of
applicants. Your experience and education may be reviewed to see whether you meet
the requirements for the particular examination. When these requirements exist, they

are reasonable and applied consistently to al applicants. Thus, a competitive

examination may cause you some uneasiness now, but it is your privilege and
safeguard.

C. HOW ARE CIVIL SERVICE EXAMS DEVELOPED?

Examinations are carefully written by trained technicians who are specialists in
the field known as “psychological measurement,” in consultation with recognized
authorities in the field of work that the test will cover. These experts recommend the ,
subject matter areas or skills to be tested: only those knowledges or skills important to
your success on the job are'included. The most reliable books and source materials
availabie are used as references. Together, the experts and technicians judge the
difficuity level of the questions.

Test technicians know how to phrase questions so that the problem is clearly
stated. Their ethics do not permit “trick” or “caich” questions. Questions may have been
tried out on sample groups, or subjected to statistical analysis, to determine their
usefulness. '

Written tests are often used in combination with performance tests, ratings of
training and experience, and oral interviews. All of these measures combine to form the
best-known means of finding the right person for the right job.



Il. HOW TO PASS THE WRITTEN TEST

A. NATURE OF THE EXAMINATION

To prepare intelligently for civil service examinations, you should know how they
differ from school examinations you have taken. In school you were assigned certain
definite pages to read or subjects to cover. The examination questions were quite
detailed and usually emphasized memory. Civil service exams, on the other hand, try to
discover your present ability to perform the duties of a position, plus your potentiality to
learn these duties. In other words, a civil service exam attempts to predict how
successful you will be. Questions cover such a broad area that they cannot be as
minute and detailed as school exam questions.

In the public service similar kinds of work, or positions, are grouped together in
one “class.” This process is known as position-classification. All the positions in a class
are paid according to the salary range for that class. One class title covers all of these
positions, and they are all tested by the same examination.

B. FOUR BASIC STEPS

1) Study the announcement

How, then, can you know what subjects to study? Our best answer is: “Learn as
much as possible about the class of positions for which you've applied.” The exam will
test the knowledge, skills and abilities needed to do the work. '« .

Your most valuable source of information about the position you want is the
official exam announcement. This announcement lists the training and experience
qualifications. Check these standards and apply only if you come reasonably close to
meeting them.

The brief description of the position in the examination announcement offers
some clues to the subjects which will be tested. Think about the job itself. Review the
duties in your mind. Can you perform them, or are there some in which you are rusty?
Fill in the bilank spots in your preparation.

Many jurisdictions preview the written test in the exam announcement by
including a section called “Knowledge and Abilities Required,” “Scope of the
Examination,” or some similar heading. Here you will find out specifically what fields will
be tested.

2) Review your own background

Once you learn in general what the position is all about, and what you need to
know to do the work, ask yourself which subjects you already know fairly well and which
need improvement. You may wonder whether to concentrate on improving your strong
areas or on building some background in your fields of weakness. When the
announcement has specified “some knowledge” or “considerable knowledge,” or has
used adjectives like “beginning principles of..." or “advanced ... methods,” you can get a
clue as to the number and difficulty of questions to be asked in any given field. More
questions, and hence broader coverage, would be included for those subjects which are
more important in the work. Now weigh your strengths and weaknesses against the job
requirements and prepare accordingly.

3) Determine the level of the position

Another way to tell how intensively you should prepare is to understand the level
of the job for which you are applying. Is it the entering level? In other words, is this the
position in which beginners in a field of work are hired? Or is it an intermediate or
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advanced level? Sometimes this is indicated by such words as “Junicr” or “Senior” in
the class title. Other jurisdictions use Roman numerals to designate the level — Clerk |,
Clerk 11, for example. The word “Supervisor’ sometimes appears in the title. if the leve!
is not indicated by the title, check the description of duties. Wiit you be working under

very close supervision, or will you have responsibility for independent decisions in this
work?

4) Choose appropriate study materiais

Now that you know the subjects to be examined and the refative amount of each
subject to be covered, you can choose suitable study materials. For beginning leve!
jobs, or even advanced ones, if you have a pronounced weakness in some aspect of
your training, read a modern, standard textbook in that field. Be sureitis up to date and
has general coverage. Such books are normally available at your library, and the
librarian will be glad to help you locate one. For entry-level positions, questions of
appropriate difficulty are chosen - neither highly advanced questions, nor those too
simple. Such questions require careful thought but not advanced training.

If the position for which you are applying is technical or advanced, you will read
more advanced, specialized material. If you are already familiar with the basic principles
of your field, elementary textbooks would waste your time. Concentrate on advanced
textbooks and technical periodicals. Think through the concepts and review difficult
problems in your field. ;

These are all general sources. You can get more ideas on your SWH‘iqitiative,
following these leads. For example, training manuals and publications of the
government agency which employs workers in your field can be useful, particularly for
technical and professional positions. A letter or visit to the government department
involved may result in more specific study suggestions, and certainly will provide you
with a more definite idea of the exact nature of the position you are seeking.

o

. KINDS OF TESTS

Tests are used for purposes other than measuring knowledge and ability to
perform specified duties. For some positions, it is equally important to test ability to
make adjustments to new situations or to profit from training. in others, basic mental
abilities not dependent on information are essential. Questions which test these things
may not appear as pertinent to the duties of the position as those which test for
knowledge and information. Yet they are often highty important parts of a fair
examination. For very general questions, it is almost impossible to help you direct your
study efforts. What we can do is to point out some of the more commen of these
general abilities needed in public service positions and describe some typical questions.

1) General information

Broad, general information has been found useful for predicting job success in
some kinds of work. This is tested in a variety of ways, from vocabuiary lists to
questions about current events. Basic background in some field of work, such as
sociology or economics, may be sampled in a group of questions. Often these are
principles which have become familiar to most persons through exposure rather than
through formal training. It is difficult to advise you how to study for these questions;
being alert to the world around you is our best suggestion.




2) Verbal ability

An exampie of an ability needed in many positions is verbal or language ability.
Verbal ability is, in brief, the ability to use and understand words. Vocabutary and
grammar tests are typical measures of this ability. Reading comprehension or
paragraph interpretation questions are common in many kinds of civil service tests. You
are given a paragraph of written material and asked to find its central meaning.

3) Numerical ability

Number skills can be tested by the familiar arithmetic problem, by checking
paired lists of numbers to see which are alike and which are different, or by interpreting
charts and graphs. In the latter test, a graph may be printed in the test booklet which
you are asked to use as the basis for answering questions.

4) Observation.

A popular test for law-enforcement positions is the observation test. A picture is
shown to you for several minutes, then taken away. Questions about the picture test
your ability to observe both details and larger elements.

5) Following directions

In many positions in the public service, the employee must be able to carry out
written instructions dependably and accurately. You may be given a chart with several
- columns, each column listing a variety of information. The questiens require you to carry
out directions involving the information given in the chart. T

6) Skills and aptitudes -

Performance tests effectively measure some manual skilis and aptitudes. When
the skill is one in which you are trained, such as typing or shorthand, you can practice.
These tests are often very much like those given in business school or high school
courses. For many of the other skills and -aptitudes, however, no short-time preparation
can be made. Skills and abilities natural to you or that you have developed throughout
your lifetime are being tested.

Many of the general questions just described provide all the data needed to
answer the questions and ask you to use your reasoning ability to find the answers.
Your best preparation for these tests, as well as for tests of facts and ideas, is to be at
your physical and mental best. You, no doubt, have your own methods of getting into an
exam-taking mood and keeping “in shape.” The next section lists some ideas.on this
subject. :

IV. KINDS OF QUESTIONS

Only rarely is the “essay” question, which you answer in narrative form, used in .
civil service tests. Civil service tests are usually of the short-answer type. Full
instructions for answering these questions will be given to you at-the examination. But in
case this is your first experience with short-answer questions and separate answer
sheets, here is what you need to know:




1) Multiple-choice Questions

Most popuiar of the short-answer questions is the “muitiple choice” or “best
answer” question. It can be used, for example, to test for factual knowledge, ability to
solve problems or judgment in meeting situations found at work.

A multiple-choice question is normally one of three types—

* |t can begin with an incomplete statement followed by several
possible endings. You are to find the one ending which best
completes the statement, although some of the others may not be
entirely wrong.

» |t can also be a complete statement in the form of a question which is
answered by choosing one of the statements listed.

* [t can be in the form of a problem — again you select the best answer.

Here is an example of a multiple-choice question with a discussion which should
give you some clues as to the method for choosing the right answer:

When an employee has a complaint about his assignment, the action which will
best help him overcome his difficulty is to
A. discuss his difficulty with his coworkers
B. take the problem to the head of the organization
C. take the problem to the person who gave him the assignment
D. say nothing to anyone about his complaint i ~
In answering this question, you should study each of the choices to find which is
hest. Consider choice “A” — Certainly an employee may discuss his complaint with
fellow employees, but no change or improvement can result, and the complaint remains
unresolved. Choice “B” is a poor choice since the head of the organization probably
does not know what assignment you have been given, and taking your problem to him is
known as “going over the head” of the supervisor. The supervisor, or person who made
the assignment, is the person who can clarify it or correct any injustice. Choice “C” is,

therafore correct. To say nothing; as in choice “D,”ds unwise. Supervisors have an.

interest in knowing the problems employees are facing, and the employee is seeking a
solution to his problem.

2) True/False Questions

~ The *true/false” or “right/wrong” form of question is sometimes used. Here a
complete statement is given. Your job is to decide whether the statement is right or
wrong.

SAMPLE: A person-to-person long-distance telephone call costs less than a station-to-
station call to the same city.

This statement is wrong, or false, since person-to-person calls are more
expensive.

This is not a complete list of all possible question forms, although most of the
others are variations of these common types. You will always get complete directions
for answering questions. Be sure you understand how to mark your answers — ask
questions until you do.



V. RECORDING YOUR ANSWERS

_ For an examination with very few applicants, you may be told to record your
answers in the test booklet itself. Separate answer sheets are much more common. If
this separate answer sheet is to be scored by machine - and this is often the case — it is
highly important that you mark your answers correctly in order to get credit. '

An electric scoring machine is often used in civil service offices because of the -
speed with which papers can be scored. Machine-scored answer sheets must be
marked with a pencil, which will be given to you. This pencil has a high graphite content
which responds to the electric scoring machine. As a matter of fact, stray dots may
register as answers, so do not let your pencil rest on the answer sheet while you are
pondering the correct answer. Also, if your pencil lead breaks or is otherwise defective,
ask for another.

Since the answer sheet will be dropped in a slot in the scoring machine, be
careful not to bend the corners or get the paper crumpled.

The answer sheet normally has five vertical columns of numbers, with 30
numbers to a column. These numbers correspond to the question numbers in your test
bookiet. After each number, going across the page are four or five pairs of dotted lines.
These short dotted lines have small letters or numbers above them. The first two pairs
may also have a “T” or “F" above the letters. This indicates that the first two pairs only
are to be used if the questions are of the true-false type. If the, questions are muttiple
choice, disregard the “T" and “F” and pay attention only to the smaltigtters or numbers.

Answer your questions in the manner of the sample that follows: * :

32. The largest city in the United States is
Washington, D.C.

New York City

Chicago

Detroit “
San Francisco

moow»

1) Choose the answer you think is best. (New York City is
the largest, so “B" is correct.)

2) Find the row of dotted lines numbered the same as the
question you are answering. (Find row number 32)

3) Find the pair of dotted lines corresponding to the
answer. (Find thé pair of lines under the mark.“B.")

4) Make a solid black mark between the dotted lines.

VI. BEFORE THE TEST

Common sense wiil help you find procedures to follow to get ready for an-
examination. Too many of us, however, overlook these sensible measures. Indeed,
nervousness and fatigue have been found to be the-most serious: reasons why
appiicants fail to do their best on civil service tests. Here is a list of reminders:

* Begin your preparation early — Don't wait until the fast minute to go scurrying
around for books and materials or to find out what the position is all about.

* Prepare continuously — An hour a night for a week is better than an all-night
cram session. This has been definitely established. What is more, a night a
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week for a month will return better dividends than crowding your study into a
shorter period of time.

* Locate the place of the exam — You have been sent a notice telling you when
and where to report for the examination. If the location is in a different town
or otherwise unfamiliar to you, it would be well to inquire the best route and
learn something about the building.

* Relax the night before the test — Allow your mind to rest. Do not study at alil-.
that night. Plan some mild recreation or diversion; then go to bed early and
get a good night’s sleep. .

* Get up early enough to make a leisurely trip to the place for the test — This
way unforeseen events, traffic snarls, unfamiliar buildings, etc. will not upset
you.

* Dress comfortably — A written test is not a fashion show. You will be known
by number and not by name, so wear something comfortable.

* Leave excess paraphernalia at home — Shopping bags and odd bundles will
getin your way. You need bring only the items mentioned in the official
notice you received; usually everything you need is provided. Do not bring
reference books to the exam. They will only confuse those last minutes and
be taken away from you when in the test room.

* Arrive somewhat ahead of time - If because of transportation schedules you
must get there very early, bring a newspaper or magazing to take your mind
off yourself whiie waiting. 'Y

* Locate the examination room — When you have found the proper room you
will be directed to the seat or part of the room where you will sit. Sometimes
you are given a sheet of instructions to read while you are waiting. Do not fill
out any forms until you are told to do so; just read them and be prepared.

* Relax and prepare to listen to the instructions

* If you have any physical problem that may keep you from doing your best, be
sure to tell the test administrator. If yol are sick or in poor health, you really
cannot do your best on.the exam. .You can.come back and take the.test
some other time.

VIl. AT THE TEST

The day of the test is here and you have the test booklet in your hand. The
temptation to get going is very strong. Caution! There is more to success than knowing
the right answers. You must know how to identify your papers and understand
variations in the type of short-answer question-used in this particular examination.
Follow these suggestions for maximum results from your efforts:

1) Cooperate with the monitor

The test administrator has a duty to create a situation in which you can be.as
much at ease as possible. He will give instructions, tell you when to begin, check to see
that you-are marking your answer sheet correctly, and so-on; ‘He is not there to guard
you, although he will see that your competitors do not take unfair advantage. He wants
to help you do your best.

2) Listen to all instructions
Don't jump the gun! Wait until you understand all directions. In most civil service
tests you get more time than you need to answer the questions. So don't be in a hurry.
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Read each word of instructions until you clearly understand the meaning. Study the
examples, listen to all announcements and follow directions. Ask guestions if you do not
understand what to do.

3) Identity your papers

Civil service exams are usually identified by number only. You will be assigned a
number; you must not put your name on your test papers. Be sure to copy-your number -
correctly. Since more than one exam may be given, copy your exact examination title.

- 4) Plan your time

Unless you are told that a test is a “speed” or “rate of work” test, speed itself is
usually not important. Time enough to answer all the questions will be provided, but this
does not mean that you have all day. An overall time limit has been set. Divide the total
- time (in minutes) by the number of questions to determine the approximate time you
have for each question.

5) Do not linger over difficult questions

If you come across a difficult question, mark it with a paper clip (useful to have
along} and come back to it when you have been through the booklet. One caution if you
do this — be sure to skip a number on your answer sheet as well. Check often to be sure
that you have not lost your place and that you are marking in the row numbered the
same as the question you are answering. s, .
6) Read the questions

Be sure you know what the question asks! Many capable people are
unsuccessful because they failed to read the questions correctly.

7} Answer all questions
Unless you have been instructed thata penalty will be deducted for incorrect
answers, it is better to guess than to omit a question.

8) Speed tests

It is often better NOT to guess on speed tests. It has been found that on timed
tests people are tempted to spend the last few seconds before time is called in marking
answers at random — without even reading them - in the hope of picking up a few extra
points. To discourage this practice, the instructions may warn you that your score will be
“corrected” for guessing. That is, a penalty will be applied. The incorrect answers will
be deducted from the correct ones, or some other penalty formula will be used.

9) Review your answers
If you finish before time is called, go back to the questions you guessed or
omitted to give them further thought. Review other answers if you have time.

10) Return your test materials

If you are ready to'leave before others have finished or time is called, take ALL
your materials to the monitor and ieave quietly. Never take any test material with you.
The monitor can discover whose papers are not complete, and taking a test booklet may
be grounds for disqualification.
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Vill, EXAMINATION TECHNIQUES

1)

2)

3}

4)

Read the general instructions carefully. These are usually printed on the first
page of the exam booklet. As a rule, these instructions refer to the timing of
the examination: the fact that you should not start work until the signal and
must stop work at a signal, etc. If there are any special instructions, such as
a choice of questions to be answered, make sure that.you note this. ..
instruction carefully.

When you are ready to start work on the examination, that is as soon as the
signal has been given, read the instructions to each question booklet,
underfine any key words or phrases, such as least, best, outline, describe
and the like. In this way you will tend to answer as requested rather than
discover on reviewing your paper that you listed without describing, that you
selected the worst choice rather than the best choice, etc.

If the examination is of the objective or multiple-choice type — that is, each
question will also give a series of possible answers: A, B, Cor D, and you
are called upon to select the best answer and write the letter next to that
answer on your answer paper — it is advisable to start answering each
question in turn. There may be anywhere from 50 to 100 such questions in

' the three or four hours allotted and you can see how much timg, would be

taken if you read through all the questions before beginning to ahswer any.
Furthermore, if you come across a question or group of questions which you
know would be difficult to answer, it would undoubtedly affect your handling
of all the other questions.

If the examination is of tHe essay type and contains but a few questions, it is
a moot point as to whether you should redd all the questions before starting
to answer any one. Of course, if you are given a choice — say five out of

* seven and the like — then it is essential to read all the questions so you can

5)

eliminate the two that are most difficult. . If, however, you are-asked.to answer
all the questions, there may be danger in trying to answer the easiest one first
because you may find that you will spend too much time on it. The best
technigue is to answer the first question, then proceed to the second, etc.

Time your answers. Before the exam begins, write down the time it started,
then add the time allowed for the examination and write down the time it must
be completed, then divide the time available somewhat as follows:

» I 3-1/2 hours are allowed, that would be 210 minutes. If you have 80
objective-type questions, that would be an average of 2-1/2 minutes
per question. Allow yourself no more than 2 minutes per question, or

_ atotal of 160 minutes, which will permit about 50 minutes to review. ...

» If for the time allotment of 210 minutes there are 7 essay questions to
answer, that would averageabout 30 minutes-a-question. Give
yourself only 25 minutes per question so that you have about 35
minutes to review.

6) The most important instruction is to read each question and make sure you

know what is wanted. The second most important instruction is to time
yourself properly so that you answer every question. The third most

9



important instruction is to answer every question. Guess if you have to but
include something for each question. Remember that you will receive no
credit for a blank and will probably receive some credit if you write something
in answer to an essay question. If you guess a letter — say “B” for a multiple-
choice question — you may have guessed right. If you feave a blank as an
answer o a multiple-choice question, the examiners may respect your
feelings but it will not add a point to your score. Some exams may penalize
you for wrong answers, so in such cases only, you may not want to guess
unless you have some basis for your answer.

7) Suggestions
a. Obijective-type guestions

1.

2.
3.

10.

1.

12.
13.

Examine the question booklet for proper sequence of pages and
questions

Read all instructions carefully

Skip any question which seems too difficult; return to it after all other
questions have been answered

Apportion your time properly; do not spend too much time on any
single question or group of questions

Note and underline key words - all, most, fewest, least, best, worst,
same, opposite, etc.

Pay particular attention to negatives “

Note unusual option, e.g., unduly long, short, cotplex, different or
similar in content to the body of the question

Observe the use of “hedging” words — probably, may, most likely, etc.
Make sure that your answer is put next to the same number as the
question

Do not second-guess unless you have good reason to believe the
second answer is definifely more correct

Cross out original answer if you decide another answer is mare
accurate; do not erase until you are ready to hand your paper in
Answer all questions; guess unless instructed otherwise.

Leave time for review

b. Essay questions

1.
2.
3.
4
5,

6.

7.
8.

Read each question carefully

Determine exactly what is wanted. Underline key words or phrases.
Decide on outline or paragraph answer

include many different points and elements unless asked to develop
any gne or two points or elements

Show impartiality by giving pros and cons uniess directed to select
one side only

Make and write down any assumptions you find necessary to answer -
the questions

Watch your English, grammar, punctuation-and choice of words
Time your answers; don’t crowd material

8) Answering the essay question

Most essay questions can be answered by framing the specific response around
several key words or ideas. Here are a few such key words or ideas:
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M's: manpower, materials, methods, money, management
P's: purpose, program, policy, plan, procedure, practice, problems, pitfalis,
personnel, public relations
a. Six basic steps in handling problems:
Preliminary pian and background development
Coliect information, data and facts
Analyze and interpret information, data and facts
Analyze and develop solutions as well as make recommendations
Prepare report and sell recommendations
Install recommendations and follow up effectiveness

S a4

b. Pitfalls to avoid

1. Taking things for granted — A statement of the situation does not
necessarily imply that each of the elements is necessarily true; for
example, a complaint may be invalid and biased so that all that can be
taken for granted is that a complaint has been registered

2. Considering only one side of a situation — Wherever possible, indicate
several alternatives and then point out the reasons you selected the
best one

3. Failing to indicate follow up — Whenever your answer indicates action

. on your part, make certain that you will take proper fofrdw;up action to
see how successful your recommendations, procedures or actions
turn out to be

4. Taking too long in answering any single question — Remember to time
your answers properly

IX. AFTER THE TEST -

Scoring procedures differ in detail among civil service jurisdictions although the
general principles are the same. Whether the papers are hand-scored orgraded by--
machine we have described, they are nearly always graded by number. That is, the
person who marks the paper knows only the number — never the name - of the
applicant. Not untit all the papers have been graded will they be matched with names. If
other tests, such as training and experience or oral interview ratings have been given,
scores will be combined. Different parts of the examination usually have different.
weights. For example, the written test might count 60 percent of the final grade, and a
rating of training and experience 40 percent. in many jurisdictions, veterans will have a
certain number of points added to their grades.

After the final grade has been determined, the names are placed in grade order
and an efigible list is established. There are various methods for resolving ties between
those who get the same final grade - probably the most common is to place first the
name of the person whose application was received first. Job offers are made from the
eligible list in the order the names appearomit: You will-be notified of your grade and -
your rank as saon as all these computations have been made. This wifl be done as
rapidly as possible.

People who are found to meet the requirements in the announcement are called
“eligibles.” Their names are put on a list of eligible candidates. An eligible’s chances of

getting a job depend on how high he stands on this list and how fast agencies are filling
jobs from the list.
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the persons lower on the list do. If the appointing officer chooses the second or third
eligible, the No. 1 eligible does not get a job at once, but stays on the list untj) he is
appointed or the list ig terminated.

X. HOW TO PASS THE INTERVIEW TEST

already
final part of the formal examination,

You may think t
are no procedures to follow during an interview. Qur PUrpose is to point oyt Some things
You can do in advance that will help you and some good rules to follow and pitfalis to
avoid while you are being interviewed.

What is an interview Supposed to test? )
The written examination is designed to test the technical knowledge and _
Competence of the candidate; the oral ig designed to evaluate intangible qualities, not

~-feadily measuregd otherwise, and to establish a Jist showing the relative fitness of each

Candidate - as Measured against hig Competitors - for the Position sought, Scoring is
not on the basis of ‘right” and ‘wrong,” but on a sliding scale of values ranging from “not
passable” to “outstanding." As a matter of fact, it is possible to achieve a relatively low
SCore without a single “incorrect” answer because of evident weakness in the qualities
being measyreq.

Some other representative of the general public is asked to Serve. Labor and
management or other Special groups may be represented, The aim is to secure the
services of experts in the appropriate fielg.

12
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However the board is composed, it is a good idea {and not at all improper or
unethical) to ascertain in advance of the interview who the members are and what
groups they represent. When you are introduced to them, you will have some idea of
their backgrounds and interests, and at least you will not stutter and stammer over their
names.

What should be done before the interview?
While knowledge about the board members is useful and takes some of the
surprise element out. of the interview, there is other preparation which is more

- substantive. It /s possible to prepare for an oral interview ~ in several ways:

1) Keep a copy of your application and review it carefully before the interview
This may be the only document before the oral board, and the starting point of

- the interview. Know what education and experience you have listed there, and the

sequence and dates of all of it. Sometimes the board will ask you to review the
highlights of your experience for them; you should not have to hem and haw doing it.

2) Study the class specification and the examination announcement
Usually, the oral board has one or both of these to guide them. The qualities,
characteristics or knowledges required by the position sought are stated in these

- documents. They offer valuable clues as to the nature of the oral interview. For

example, if the job involves supervisory responsibilities, the announcerhent.will usuaily
indicate that knowledge of modern supervisory methods and the qualifications of the
candidate as a supervisor will be tested. If so, you can expect such questions,
frequently in the form of a hypothetical situation which you are expected to solve.
NEVER go into an oral without knowledge of the duties and responsibilities of the job
you seek.

3) Think through each qualification required .

Try to visualize the kind of questions you would ask if you were a board member.
How.welt cqund you answer them?' Try especially to appraise your own knowledge arnd -
background in each area, measured against the-job sought, and identify any-areas in
which you are weak. Be critical and realistic — do not flatter yourself.

4) Do some general reading in areas in which you feel you may be weak

For example, if the job involves supervision and-your past experience has NOT,
some general reading in supervisory methods and practices, particularly in the field.of
human relations, might be useful. Do NOT study agency procedures or detailed
manuals. The oral board will be testing your understanding and capacity, not your
memory.

5) Geta good night's sleep and watch your general health and mental attitude
You will want a clear head at the interview. Take care of a cold or any other
minor ailment, and of course, no hangovers.

What should be done on the day of the interview?

Now comes the day of the interview itself. Give yourself plenty of time to get
there. Plan to arrive somewhat ahead of the scheduled time, particularly if your
appointment is in the fore part of the day. If a previous candidate fails to appear, the
board might be ready for you a bit early. By early afternoon an oral board is almost
invariably behind schedule if there are many candidates, and you may have to wait.
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extraneous material in the waiting room when you go in for your interview. In any event,
relax and compose yourself,

The matter of dress s important. The board is forming impressions about you —
from your experience, your manners, your attitude, and your appearance. Give your

Sooner or later, Someone wili call your name and escort you into the interview
room. This is it. From here on You are on your own. It is tog late for any more
preparation. But remember, you asked for this Opportunity to prove your fitness, and you
are here because your request was granted.

sentence or so. Do not compliment the board on the thoroughness of their examination
—they have been sketchy, and you know.it. If you wish, merely say, “No thank you, |
have nothing further to add.” This is a point where Yyou can "talk yourself out” of g good
impression or fail to present an important bit of information; Remember, you close the
interview yourself

The chairman will then say, “That is all, Mr. , thank you.” Do not be
startled; the interview is over, and quicker than you think. Thank him, gather your
belongings and take your leave. Save your sigh of relief for the other side of the door.

14



How to put your best foot forward : :

Throughout this entire process, you may feel that the hoard individually and
collectively is trying to pierce your defenses, seek out your hidden weaknesses and
embarrass and confuse you. Actually, this is not true. They are obliged to make an
appraisal of your qualifications for the job you are seeking, and they want to see you in
your best light. Remember, they must interview all candidates and a non-cooperative
candidate may become a failure in spite of their best efforts to bring out his
qualifications. Here are 15 suggestions that wil help you:

Do not apologize for your weaknesses, try to bring out your strong points. The board is
interested in a positive, not negative, presentation. Cockiness will antagonize any board
member and make him wonder if You are covering up a weakness by a false show of
strength.

2) Get comfortable, but don’t lounge or sprawl
Sit erectly but not stiffly. A careless posture may lead the board to conciude that

point; do not let them become a point of distraction. R

3) Do not wisecrack or make small talk
This is a serious situation, and your attitude should show that you consider itas

such. Further, the time of the board is limited ~ they do not want to waste it, and neither
should you. .

4) Do not exaggerate your experience or abilities
~Inthe first place, from information in the application or other interviews and
sources, the board may know more about you than you think. Secondly, you probably

5) If you know a board member, do not make a point of it, yet do not hide it
Certainly you are not fooling him, and probably not the other members of the

board. Do not try to take advantage of your acquaintanceship — it will probably do you
little good.

6) Do not dominate the interview
Let the board do that. They will give you the ciues - do not assume that you
have to do all the talking. Realize that the board has a number of questions to ask you,

and do not try to take up all the interview time by showing off your extensive knowledge -
of the answer to the first one,

7) Be attentive
You only have 20 minutes or S0, and you should keep your attention at its
sharpest throughout. When a member is addressing a problem or question to you, give

him your undivided attention. Address your reply principally to him, but do not exclude
the other board members.

15



8) Do not interrupt ‘
A board member may be stating a problem for you to-analyze. He will ask you a
question when the time comes. Let him state the problem, and wait for the question,

9) Make sure you understand the question

Do not try to answer until You are sure what the question is. If it is not clear,
restate it in your own words or ask the board member to clarify it for you. However, do
not haggle about minor elements.

10) Reply promptly but not hastily

A common entry on oral board rating sheets is “candidate responded readily,” or
“‘candidate hesitated in replies.” Respond as promptly and quickly as you can, but do
not jump to a hasty, ill-considered answer,

11) Do not be peremptory in your answers

A briet answer is proper - but do not fire your answer back. That is & losing
game from your point of view. The board member can probably ask questions much
faster than you can answer them,

12) Do not try to create the answer you think the board member wants

He is interested in what kind of mind you have and how it works — not in playing
games. Furthermore, he can usually spot this practice and will- actually grade you down
on it, |

13) Do not switch sides in your reply merely to agree with a board member

Frequently, a member will take a contrary position merely to draw you out and to
see if you are willing and able to defend your point of view. Do not start a debate, yet do
not surrender a good position. If a position is worth taking, it is worth defending.

14) Do not be afraid to admit an error in judgment if you are shown to be wrong

The board knows that you are forced to reply without any opportunity for careful
consideration. Your answer may be demonstrably wrong. If so, admit it and get on with
the interview.

15) Do not dwell at length on your present job
The opening question may relate to your present assignment. Answer the
question but do not go into an extended discussion. You are being examined for a new

Basis of Rating

Probably you will forget most of these “do’s” and “don’ts” when you walk into the
oral interview room. Even remembering them ali will not ensure you a passing grade.
Perhaps you did not have the qualifications in the first piace. But remembering them will
help you to put your best foot forward, without treading on the toes of the board
members.

Rumor and popular opinion to the contrary notwithstanding, an oral board wants
you to make the best appearance possible, They know you are under pressure — but
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EXAMINATION SECTION
TEST 1

DIRECTIONS: Each question or incomplete statement is followed by several suggested
answers or completions. Select the one that BEST answers the question or
completes the statement. PRINT THE LETTER OF THE CORRECT ANSWER

IN THE SPACE AT THE RIGHT.
1. Asbestos was used as a covering on electrical wires to provide protection from 1.
A. high voltage B. high temperatures
C. water damage D. electralysis
2. The rating term 240 volts, 10 H.P. would be properly used to describe a 2.
A. transformer B. storage battery
C. motor D. rectifier
3. Rigid steel conduit used for the protection of electrical wiring is generally either galva- 3.

nized or enameled both inside and out in order to

A. prevent damage to the wire insulation
B. make threading of the conduit easier
C. prevent corrosion of the conduit Yo
D. make the conduit easier to handle v

4. BXis commonly used to indicate 4.

A.  rigid conduit without wires

B. flexible conduit without wires

C. insulated wires covered with flexibie steel armor

D. insulated wires covered with a non-metallic covering

5. Ifatestiamp does not light when placed in series with a fuse and an appropriate battery, 5.
it is & good indication that the fuse

A. is open-circuited

B. s short-circuited

C. isin operating condition
D. has zero resistance

6. Of the following, the SIMPLEST wood joint to make is a 6.
A. half lap joint B. mortise and tenon
C. butt joint D.  multiple dovetait
7. To accurately cut a number of lengths of wood at an angle of 45 degrees, it would be 7.
BEST to use a
A. protractor B. mitre-box
C. triangle D. square
8. The soffit of a beam is the 8.

A. span B. side C. bottom D. top
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15.

16.
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A nail set is a tool used for

A.  straightening bent nails

B. cutting nails to specified size
C. sinking a nail head in wood
D.  measuring nail size

Itis unlawful in the city to

A. use wooden lath

B. have ceiling lath run in one direction only
C. break joints when using wood iath

D.  run wood lath through from room to room

A concrete mix for a construction job requires a certain ratio of cement, water, sand, and
small stones.
The MOST serious error in mixing would be to use 20% too much

A. sand B. water
C. small stones D.  mixing time

Impurities in a mortar which may seriously affect its strength are MOST likely to enter the
mortar with the

A. mixing water B. sand
C. lime D. gypsum

One advantage of using plywood instead of hoards for concrete forms is that plywood

A. needs no bracing

B. does not split easily
C. sticks less to concrete
D. insulates concrete against freezing _

£

Concrete will crack MOST easily when it is subject to

A. compression B. bearing
C. bonding D. tension

Where a smooth dense finish is desired for a concrete surface, it will BEST be produced
by using a

A.  wood float B. level
C. steel trowel D. vibrator

Sewer gas is prevented from backing up through a fixture by a

A.  water trap B. vent pipe
C. check valve D. float vaive

Packing is used in an adjustable water valve MAINLY to

make it air-tight

prevent mechanical wear
regulate the water pressure
make it water-tight

COw>»
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18. Good practice requires that the end of a piece of water pipe be reamed to remove the
inside burr after it has been cut to length.
The purpose of the reaming is to

A. finish the pipe accurately to length

B. make the threading easier

C. avoid cutting of the workers’ hands

D.  allow free passage for the flow of water

19. The MAIN reason for pitching a steam pipe in a heating system is to

A. prevent accumulation of condensed steam
B. present a smaller radiating surface

C. facilitate repairs

D. reduce friction in the pipe

20.  When fitting pipe together, poor alignment of pipe and fittings wouid MOST likely result in

A. leaky joints

B. cracking of the pipe on expansion

C. formation of hot spots ;

D.. cracking of the pipe on contraction N

KEY (CORRECT ANSWERS)

11.
12,
13.
14,
15.

16.
17.
18.
19
20.
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TEST 2

1. Roofing nails are generally

A. brass plated B. galvanized
cement coated D. nickel plated

2. Specifications for a roofing job call for 3 /b. sheet jead. This means that each sheet
should weigh 3 Ibs. per

A. square inch B. square foot
square yard D.  sheet

3. The MAIN reason for using flashing at the intersection of different roof planes is to

A. increase the durability of the shingles
B. simplify the installation of the shingles
C. waterproof the roof

D. improve the appearance of the roof
[

4. Of the following roofing materials, the one that is MOST frequer;ify'used in built-p roofs
is

A. asbestos shingles B. three-ply felt
C. sheet copper D. wood sheathing

5. Asusedin roofing, a square refers to

A. atool for lining up the roofing with theJeaves of the house
B. one hundred square feet of roofing

C. one hundred shingles of roofing

D.  one hundred pounds of roofing

6. Inthe process of replacing a pane of window glass, the old putty should be scraped off
the window sash and the wood surfaces then primed with

A.  resin oil B. shellac
C. linseed qil D. enams!

7. The LARGEST availabie size of glazier's points is humber
A. 3 B. 1 - C. o D. 000

8. The purpose of priming wood window sash before applying putty and giass is to prevent
the

putty from absorbing moisture from the wood
putty from staining the wood

wood from absorbing the oils from the putty
natural wood resins from making the putty brittle

DOm>»
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When hard, dry putty must be removed from a wood window frame in order toputina
new pane of glass, the BEST tool with which to do this job is a

A. screwdriver B. putty knife
C. wide wood chisel D.  pocket knife

Before repainting a wood surface on which the old paint film has developed some wrin-
kling, the MOST appropriate treatment for the wood surface is a

A. thorough scraping

B. light shellacking

C. wash-down with dilute muriatic acid

D.  rubbing down of the wrinkles with fairly coarse sandpaper

A paint that is characterized by its ability to dry to an especially smooth, hard, giossy or
semi-glossy finish is cailed af(n)

A. primer B. sealer C. glaze D. enamel

The BEST thinner for varnishes is

A. gasoline B. turpentine

C. kerosene D. water
3

To get a good paint job on a new plaster wall, one should make certain t'h"é't:the

A.  wall is thoroughly dry before painting

B. base coat is much darker than the finishing coat

C. wall has been roughened enough to make the paint stick
D. plaster has not completely set

In a three-coat plaster job, the brown coat is applied”

before the scratch coat has set

immediately after the scratch coat

after the scratch coat has set and partially dried
after the scratch coat has thoroughiy dried out

DOw»

Plaster which has sand as an aggregate, when compared with plaster which has a light-
weight aggregate, is

A. a better sound absorber

B. abetter insulator

C. less likely to crack under a sharp blow
D. cheaper '

One form of metal lath comes in sheets 27" x 96”,
The number of sheets required to cover 20 square yards without overlap is
A9 B. 10 C. 11 D. 12

When nailing gypsum board lath to studs or furring strips, the nailing should be started
of the board.

A. along the top B. along the bottom
C. atthe center D. atoneend

10.

11.

12.

13.

14.

15.

16.
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18. A wooden mortar box for slaking lime is lined with sheet iron.
Of the following, the GREATEST advantage of the lining is that

A.  abetter grade putty is produced
B. the box is easier to clean

C. it makes the box water-tight

D. it prevents burning of the wood

19, In the city, the building code requires that water used in plastering MUST

A be perfectly clear in coloy
B. not have anyrustin it
C.  be fit for drinking
D.  not be fluorigated

20.  In order to prevent thin sheet metal from buckling when riveting it to an angle iron, the 4
BEST procedure is to

B. start riveting at both ends of the sheet and work in toward the center

C. instali alternate rivets working in one direction, and then fiil in the remaining rivets
working in the other direction P

D.  start riveting in the center of the joint, working out in bbth directions

KEY (CORRECT ANSWERS)
1. B - 11, D
2. B 12, B
3. C 13. A
4, B 14. C
5. B 15. D
6. C 16. B
7. C 17. C
8. C 18. B
9. C 19. C
10. D 20. D




TEST 3

DIRECTIONS: Each question or incomplete statement is followed by several suggested
answers or completions. Select the one that BEST answers the question or
completes the statement. PRINT THE LETTER OF THE CORRECT ANSWER
IN THE SPACE AT THE RIGHT.

1. A drill bit measures .625 inches. 1.
The fractional equivalent, in inches, is

A. 9/16 B. 5/8 C. 11716 D. 3/4

2. The number of cubic yards of sand required to fill a bin measuring 12 feet by 6 feet by 4 2.

feet is MOST NEARLY
A 8 B. 11 C. 48 D. 96

3. Assume that you are assigned to put down floor tiles in a room measuring 8 feet by 10 3.

feet. Individual tiles measure 9 inches by 9 inches.
The total number of floor tiles required to cover the entire floor is MOST NEARLY

A 107 B. 121 C. 144 D. 160

4. Lumber is usually sold by the board foot, and a board foot is defineg as a board one foot 4,

square and one inch thick. N
If the price of one board foot of lumber is 90 cents and you need 20 feet of lumber 6
inches wide and 1 inch thick, the cost of the 20 feet of lumber is

A. $9.00 B. $12.00 C. $18.00 D. $24.00

5.° For a certain plumbing repair job, you need three lengths of pipe, 12 1/2 inches, 6 1/2 5.
inches, and 8 5/8 inches. ,
If you cut these three lengths from the same piece of pipe, which is 36 inches long,
and each cut consumes 1/8 inch of pipe, the length of pipe remaining after you have

cut out your three pieces shouid be inches,
A 71/4 B. 77/8 C. 814 D. 87/8
6. When preparing an estimate for a certain repair job, you determine that $250 worth of 6.

materials and 220 man-hours are required to complete the job.
If your man-hour cost is $10.50 per hour, the TOTAL cost of this repair job is

A, $2,060 B. $2,310 C. $2,560 D. $2,810

7. Assume that in determining the total cost of a repair job a 15% shop cost is to be added 7.
to the costs of material and labor.
For a repair job which cost $200 in materials and $600 in labor, the shop cost is

A, $30 B. $60 C. $90 D. $120

8. From experience, you have found that one gallon of primer will cover 600 square feet and 8.
one gallon of interior latex flat paint will cover 400 square feet.
If you estimate that a certain repair job has 3,600 square feet to be painted and that
both a coat of primer and a coat of fiat paint are required, the material required for this

jobis gallons of primer and galions of flat paint.

A. 6;6 B. 6:9 C. 3.9 D. 9.6



10.

11.

12.

13.

14,

complete a certain repair job. You have estimated that 350 man-hour.
complete the job. Your men normally work a 7-hour day,
if you start this job on Monday, May 6, the number of me
daily in order to complete it by the deadiine js

A 5 B. 10 C. 15 D. 20

8 are required to
S days per week.

N you MUST assign to this job

It it takes twenty work days to have 3 requisition for this item filled, you should submit g
requisition for additiona| supplies when your balance on hand is

A 25 B. 75 C. 100 D. 125

After inspecting an abandoned four-story brownstone dweliing,
existing conditions which should receive FIRST priority for repair work is

A. broken windows B.

fallen ceilings
missing interior doors

stopped-up toilet bowls

A. eliminates safety hazards

B. requires the least amount of material

C. prevents further deterioration of the property
D. uses excess materials which you Rave on hand

You have assigned a repair crew to begin work on an unoccupied sixteen fam
story walkup apartment house. The building has no electricit
ing the building for future Occupancy, you have determined f
plishing the required repairs should be

ily, four-
Y, water, or heat, In prepar
hat the sequence for accom

A. building security, electricity, water, heat
B. building security, water, heat, electricity
C. electricity, building security, heat, water
D. electricity, heat, water, building security

Plans_ or job specifications to accomplish minor housin

g repair work may be written ina:
brief or sketchy form because the

A. agency rules and regulations cover most repair work to be d

B
C. details of the specification are completed aft
D.  unknown factors in making such repairs are unpredictabie
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Of the following, the MOST important reason for having a vehicle preventive mainte-
nance and history card is

A.
B.
C.
D.

In his
close

for use in making vehicle assignments

to check whether the drivers are completing their assignments
for use as a control device in scheduling maintenance

as a means for projecting future maintenance expenses

etforts to maintain standards of performance, a shop manager uses a system of
supervision to detect or catch errors.

An opposite method of accomplishing the same objective is to employ a program

which
A.

B.

C.
D.

instills in each employee a pride of workmanship to do the job correctly the first
time

groups each job according to the importance to the overall objectives of the pro-
gram

makes the control of quality the responsibility of an inspector

emphasizes that there is a one best way for an employee to do a specific job

Assume that after taking over a repair shop, a shop manager feels that he is taking too

much

time maintaining records. '

He should Ny 4

Cowm»

temporarily assign this job to one of his senior repair crew chiefs

get together with his supervisor to determine if all these records are needed
stop keeping those records which he believes are unnecessary

spend a few additional hours each day until his records are current

In order to apply performance standards to employges engaged in repair shop activities,
a shop manager must FIRST

A.
B.
C.
D.

allow workers to decide for themselves the way to do the job
determine what is acceptable as satisfactory work

separate the more difficult tasks from the simpler tasks

stick to an established work schedule

Of the following actions a repair shop manager can take to determine if the vehicles used

in his

shop are being utilized properly, the one which will give him the LEAST meaningfui

information is

OOom>

For a

conducting an analysis of vehicle assignments

reviewing the number of miles traveled by each vehicle with and without loads
recording the unloaded weights of each vehicle

comparing the amount of time vehicles are parked at job sites with the time
required to travel to and from job sites

shop manager, the MOST important reason that equipment which is used infre-

quently should be considered for disposal is that

Dowr

the time required for its maintenance could be better used elsewhere

such equipment may cause higher management to think that your shop is not busy
the men may resent having to work on such equipment

such equipment usually has a higher breakdown rate in operation

16.

19.

20.
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EXAMINATION SECTION
TEST 1

DIRECTIONS: Each guestion or incomplete statement is followed by several suggested
answers or completions. Select the one that BEST answers the ‘lestion or
completes the statement. PRINT THE LETTER OF THE CORRECT ANSWER
IN THE SPACE AT THE RIGHT.

1. Linseed oil is MOST commaonly used to 1.

A. seal wooden ficors

B. polish brass fixtures

C. thin exterior oil base paints
D. lubricate fan bearings

2. The APPROXIMATE number of square feet of unobstructed corridor floorspace that one 2.
cleaner can sweep in an hour is

A. 1200 B. 2400 C. 4000 D. 6000
3. Ot the following materials, the one MOST effective in dusting dfﬁce furniture is a 3.
A, sitk cloth B. chamois ‘
C. soft cotton cloth D.. counter brush ! 24
4. Of the following materials, the one that should be used to produce the MOST re;ilient 4.
flooring is
A. concrete B. terrazzo
C. ceramic tile D. asphalt tile
5. Sweeping compound is used on concrete floors MAINLY to 5.

A.  keep the dust down

B. polish the floor

C. harden the floor surface

D. indicate which part of the floor has not been swept

6. Thé type of floor finish or wax that will produce an anti-slip surface on resilient floor cov- 6.
erings is .

A. resin-based floor finish
B. water emulsion wax

C. paste wax

D. paraffin

7. High sheen and 'good wearing qualities can be obtained when polishing a waxed floor by 7.
using an electric scrubbing machine equipped with

A. nylon disks B. soft brushes
C. steel wool pads D.  pumice wheels

8. Spalling of the surface of a marble floor fnay result if the floor is washed with 8.
A.. asolution of trisodium phosphate B. a soft soap solution

C. aneutral tiquid detergent solution D. cold water
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When not in use, 'a broom should be stored

A. resting on the floor with the handle end down
B. resting on the floor with the bristle end down
C. hanging by the handle from a hook

D. lying fiat on the floor

The one of the following items which ordinarily requires the MOST time to wash is a(n) 10 l

A. 51t x 10 ft Venetian blind
B. 4 #t fluorescent fixture

C. incandescent fixture

D. 5 ftx 10 ft ceramic tile floor

A broom that has been properly used should GENERALLY be replaced after 11

A. it has been used for one month

B. its bristles have been worn down by more than one-
C. ithas been used for two months

D. its bristles have been worn down by more than two-thirds of théff"o;igjnal length

third of their original length

The floor area of a room which measures 10 ft long x 10 ft wide is sq. ft. 12.

A. 20 B. 40 C. 100 D. 1000 4

The FIRST thing that should be checked before an oil-fired, low-pressure steam boiler is 13 ¢
started up in the morning is the s

o

-

A. Dboiler water leve| B.

stack temperature
- C. aquastat D.

vaporstat

The MAIN reason for preheating number 6 fuel oil before allowing it to enter an oil burner 4.
is to

A. increase its viscosity

B. decrease its viscosity

C. increase its heating value
D. decrease its flash point

A house pump is used to

A. drain basements that become flooded

B.  pump sewage from the basement to the sewer
C. pump city water to a roof storage tank

D. circulate domestic hot water

The device which shuts down an automatic rotar

Y cup oil burner when the steam pras- 18
sure reaches a preset high limit is a

A. pressure gage B. pressurtroi
C. safety valve D. low water cutoff
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A pressure gage connected to a compressed air tank USUALLY reads in

A. pounds B.

pounds per square inch
inches of mercury D.

feet of water

The device which shuts off the oil burner when the water level in the boiler is too low is
the

A. feedwater regulator B.

low water cutoff
C. high water alarm

programmer

The device which shuts down an oii burner when there is a flame failure is the

A. stack switch B.

thermostat
C. manometer

modutro! motor

located

A. onthe programmer cover

B. near the boiler room entrance
C. onthe burner motor

D. in the custodian's office Yo

The MOST likely reason for a cold water faucet to continue to drip after its washer has
been replaced is a defective

A. handle B. stem C. seat D. bib

In water lines, the type of valve which should always be either fully open or fully closed is
the

A. needle valve

B. gate valve
C. globe valve

mixing valve

The BEST tool to use on a 1" galvanized iron pipe nipple when unscrewing the nipple
from a coupiing is a wrench.

A. crescent B. stillson C. monkey D. spud

The BEST way to locate a leak in a natural gas pipe line is to

A. hoid a lighted match under the pipe and move it along the length of the pipe slowly

B. hold a lighted match about two inches above the pipe and move it along the length
of the pipe slowly

C. coat the pipe with a soapy solution and watch for bubbles

D

shut off the gas at the meter and then coat the pipe with a soapy solution and
watch for bubbles

When comparing a 60 watt yellow bulb with a 60 watt Clear bulb, it can be said that they
BOTH

give the same amount of light
use the same amount of power
will burn for at least 60 hours
will burn for at least 60 days

OOow>

17.

18.

19.

20.

21,

22.

23.

24,



26.

27.

28.

29.

30.

31.

32.

33.

34.

35.
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The output capacity of an electric motor is USUALLY rated in

A. kilowatts B. horsepower
C. percent D. cubic feet

A fuse will burn out whenever it is subjected to excessive

A. resistance B.

voltage
C. current D.

capacitance

Of the following, the device which uses the GREATEST amount of electric power is the
A. electric typewriter

1
B. Z inch electric drill

C. floor scrubbing machine
D. oil burner ignition transformer

Meters which indicate the electric power consumed in a public building are read in

A. kilowatt-hours B. volts
C. cubic feet D. degree days
‘Tongue and groove lumber is used for BN ,
A. desk drawers B. hardwood floors
C. bpicture frames D. cabinet doors

When hand sawing a 1" x 4" board parallel to the grain of the wood, the BEST saw to use

is the saw.
A. cross-cut B. batk
C. hack D. rip

The BEST too! o use to make a recess for the head of a flat-head wood screw is a(n}
A. counterbore B. countersink

C. auger D. nail set

In attaching two pieces of wood with a nut and bolt, the holes drilled should be

slightly undersize in one piece, slightly oversize in the other
slightly oversize in both pieces

slightly undersize in both pieces

drilled from opposite sides of the joint

cCom»>

The one of the following transmission devices which should be oiled MOST often is the

A. V-belt B.

roller chain
C. rigid coupling D.

clutch plate
A motor-generator set is USUALLY part of a(n)

A. steam boiler B. hydraulic elevator
C. electric elevator D. incineraior
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36.
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40.
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The one of the following devices which MOST frequently contains hydraulic fluid is a

A. door closer B.  worm gear reducer
C. foam fire extinguisher D. hand winch

A breakdown of the causes of accidental injuries by percent would show that such inju-
ries are most nearly caused

A. 100 percent by unsafe physical working conditions

B. 100 percent by unsafe acts of people

C. 50 percent by unsafe physical working conditions and 50 percent by unsafe acts of
people

D.

20 percent by unsafe physical working conditions and 80 percent by unsafe acts of
people

When using an eight-foot stepladder, a worker should climb up not more than
rungs.

A. 4 B. 5 C. 8 D 7
A supervisor interested in the safety of his subordinates would NOT permit

A. using a wooden rule to take measurements near electrical appargtus
B. using a machinist's hammer to strike a chisel N, .
C. removing metal chips from a machine with a rag

D. testing the heat of a soldering iron with a piece of solder

If & worker feels an electric shock while using a portable electric drill, he should immedj-
ately

stand on a piece of scrap lumber .
reverse the piug in the receptacle

hold onto a grounded pipe or piece of metal
take the drill out of service

DOw>

KEY (CORRECT ANSWERS)

1. C 11. B 21. C 31. D
2. D 12. C 22, B 32, B
3. C 13. A 23. B 33. B
4, D 14, A 24, C 34. B
5 A 15. ¢ 25. B 35 C
6. A 16. B 26. B 36. A
7. B 17. B 27. C 37. D
8 A 18. B 28. C 38. C
9. C 9. A 29. A 9, C
10. A 20. B 30. B 40. D

36.

37.

38.

39.



1. During a shortage of Custodial help in g public building, the Cleaning task which will prop.-
ably receive LEAST attention is

A. picking up Sweepings B. emptying ashtrays
washing wallg D. dust—moppr'ng offices

2. Ofthe foliowing Substances commonly used on floors, the MOST flammable is

A. resin-based floor finish

B. fioor sealer '
water emulsion wax
trisodium phosphate

Al wet shampooing B. vacuum cleaning
dry shampooing D.  wire brushing
N
4. Before repainting becomes necessary, a painted wall can USUALLY be washed com-
pletely
- A, onlyonce B. twoor three times
eight to ten times D.  sixteen to twenty times

°. The FIRST step in routine Cleaning of offices at night should pe

A. Sweeping fioors B. emﬁ'tying ashtrays
C. dusting furniture D. damp Mopping the floors
6 Among the factors Pertaining to the maintenance ang cleaning of a building, the one 6
MOST likely to be under the controf of the building custodian is the
A.  size of the area B. density of OCCupancy
type of OCcupancy D. standards to be Maintained
7. "Treateq" or "dustless" Sweeping of resilient-type fioors requires 7.

A, Spraying the fiogrs with water to keep the dust down

Sweeping cloths that are chemically treateq with minera) oil
Spraying the Sweeping tool with Neatsfoot oijj

8. A modern central vacuum cleaner system 8.
A s cheaper to Operate than one portable machine
B generally proguces less suction than a portable machine
C conveys the dirt directly to g basement tank
D.  must be Operated only in the daytime
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9. Oxalic acid can be used io

A.  remove ink spots from wood
B. clear floor drains

C. solder copper fiashing

D. polish brass

10. The BEST material for sealing a terrazzo floor js

A.  varnish B.

a penetrating seai
shellac

a surface sea|

11. The MOST troublesome feature in cleaning public washrooms is

A. cleaning and deodorizing the urinals
B.  washing the toilet bowls

C.  mopping the tile floors

D.  removing chewing gum from the floors

12. In order to Improve its appearance, extend itg life, and red

uce the labor involved in dust-
ing, wood furniture shouid be polished with :

'.‘\‘ A I
A. an oil polish
B. a water emulsion wax

C. asilicone ang spirit chemical spray
D. clear water

13. Ringelmann charts are useful in determining

A. interest rates
B. smoke density

C. standard times for cleaning operations
D. fuel consumption

14, A fusible plug is USUALLY found in a

A.  lighting panel B.

fire door
C. boiler waii

D.  house tank

15. In an ajr conditioned office, MOST people wouid feel comiortable when the room temper-
ature and humidity are maintained, respectively, at

A. 75°F and 50%

B. 70°F and 30%
C. 75°F and 202

D. 65°Fand 759

16.  The one of the foliowing sets of conditions which wil

provide the MOST efficient combus-
tion in an oil-fired low-temperature steam boiler is stack temperature,
CO, .

A, 400°F, 129

B. 500°F 10%
C. B00°F 8%

D. 700°F 6%

10.

1

1.

12,

13.

14,

15.

16.

—_
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' sy o s billing oo

fodian to tell if the night cleaners have done their work
fich

HH ey el clainiing material has been ysed
. 4 BOW fHinch wilsto paper was collected

Wie bk tos cloanliness
M thick mops 1o see jf they are stili wet

iﬁ THE e Of e lollowing which is the BEST reason for introducing a training program is
thal e

A quality of work ig above standarg
i omployees are a|| experienced
L. accident rate js too high
D.  tenant complaints are negligible
19, The FIRST step in training an inexperienced individual in a particular job is to
A.  put him to work and watch for mistakes
+ Put him to work and tel| him to call for help if he needs jt
C. put him at ease and then find out what he knows about the work

D. tell himto watch the least experienced worker on the job because the training is
still fresh in his ming : A

20. Asusedin job analysis, the term “job breakdown* means

A, any equipment fajlure

B. any faiiure on the part of the worker to complete the job
C. dividing the job into a series of steps
D.  reducing the number of workers by 50 percent.

21, Attimes when g public building is closed to the public, th
A keep ali doors locked and admit no one
B. admit only custodial employees -
C. admit anyone as long as he signs the log
D.  admit only those who have business in the building

22. When a public building is equipped for security purposes with exterior lights on or around
the building, the lights should be kept iit

A. all night except for Saturdays, Sundays, and holidays
B.  twenty-four hours a day on weekends

C.  throughout the night, every night of the week
D.  until midnight, every night of the week

23.
A. sweeping floors

B. mopping floors
C. dusting furniture moving furniture
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24. The BEST place to store a wooden stepladder is

A. in a boiler room
B. in a stairwell
C. inadry room

D. outside a basement window provided that there is a locked grating overhead

25.  Of the following, the BEST action for a building custodian to take when he notices that an

office worker in his building has a hot plate connected to a heavily loaded electric circuit
is to ‘

remove the hot plate from the office when its owner is not present
demand that the office worker remove the hot plate immediately

write a report to the supervisor of the office requesting corrective action
ignore the situation

COw>

26. In deéling with the public, a building custodian should be

A. indulgent B. courteous
C. disagreeable D. unavailable

27. If a building custodian sees a group of people in front of his building préﬁ\aring to form a
picket line, he should

A. turnonalawn sprinkler to spray the pickets

B. order the pickets off the sidewalk in front of the building
C. show the pickets he is sympathetic with their compiaint
D.  contact his supervisor immediately for instructjons

28. When electric service in a public building is td be shut off from 10 A.M. Tuesday to 11:30

the next morning because a new electric feeder cable is being installed, the building cus-
todian should

A. prepare a memo to all office supervisors in the building, notifying them of the situa-
tion, and deliver a copy to each office as soon as possible

B. prepare a notice of the impending power stoppage and post it in the lobby early
Tuesday morning

C. tell the electrical contractor to notify the tenants when he is about to shut off the
power

D. discontinue elevator service at 10 A.M. on Tuesday as an indication to the tenants
that the power supply is off

29. The BEST way to remove some small pieces of broken glass from a floor is to

A. use abrush and dustpan

B. pick up the pieces carefully with your hands
- €. use awetmop and a wringer

D.  sweep the pieces into the corner of the room

30. There is a two-light fixture in the room where you are working. One of the light bulbs goes
out, and you need more light to work by. You should

change the fuse in the fuse box

have a new bulb put in

call for an electrician and stop work till he comes
find out what is causing the short circuit

Dowy

24,

25.

26,

27.

28.

29.

30.
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' -Wh_iig Witking on the job, you accident)
- yauaie able o clean up the broken pie

A laive a note near the wi
dently broken

y break a window pane. No one is around, and
ces of glass. It would then be BEST for you to

(.. write a report to your supervisor telling him that you
that has to be fixed

0. tell your supervisor that you accidently broke the window

pane while working

1S

Many machines have certain safety devices f

or the operators. The MOST important rea-
0N for having these safety devices is to '

A. increase the amount of work that the machines can do

B. permit repairs to be made on the machines without shutting them down
C. help prevent accidents to people who use the machines

D. reduce the cost of electric power needed to run the machines

Questions 33-36.

should then be rinsed thoroughly.

After the mopping is finished, proper care should be taken of the mop. This is done by
first cleaning the mop

in clear warm water Then it should pe wrung out, after which the
Strands of the mop should be untangled. Finally, the mop should be hung by its handle to dry.

33. According to the above passage, you should
mopping floors. : :

A. hardened cement
C. unhardened cement

NEVER use g Soap and water mixture when

B. painted
unpainted
34. According to the above passa
ing agent is recommended for

all floors

A _ '

B. allfloors except hard tile floors
C. some cement floors
D

linoleum floor coverings only

ge, using laundry soda mixed in a pail of water as a clean- 34,

31,

o |

l
|
'
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35. According to the above passage, the GENERALLY recommended mixture for mopping 35.
hard tile floors is

A. 1/2 cup of soft soap for each gallon of hot water
B. 1/2 cup of soft soap in a pail of hot water
C. 2 ounces of washing powder in a pail of hot water
D. 2 ounches of washing powder for each gallon of hot water
36. According to the above passage, the PROPER care of a mop after it is used includes 36,

A. -cleaning it in clear cold water and hanging it by its handie to dry
B. wringing it out, untangling, and drying it ,

C. untangling its strands before wringing it out

D. untangling its strands while cleaning it in clear water

Questions 37-40.,

DIRECTIONS: Answer Questions 37 through 40 only according to the information given in the
following passage. ;

.;.;\ ;
ACCIDENT PREVENTION T

Many accidents and injuries can be prevented if employees learn to be move careful.
The wearing of shoes with thin or badly worn soles or open toes can easily lead to foot inju-
ries from tacks, naifs, and chair and desk legs. Loose or torn clothing should not be worn near
moving machinery. This is especially true of necklies which can very easily become caught in
the machine. You should not place objects so that they block or partly block hallways, corri-
dors, or other passageways. Even when they are stored in the proper place, tools, supplies,
and equipment should be carefully placed or pifed so as not to fall, nor have anything stick
out from a pile. Before cabinets, lockers or ladders are moved, the tops should be cleared of
anything which might injure someone or fall off. If necessary, use a dolly to move these or
other bulky objects.

Despite all efforts to avoid accidents and injuries, however, some will happen. If an
employee is infured, no matter how small the injury, he should report it to his supervisor and
have the injury treated. A small cut that is not attended to can easily become infected and can

cause more trouble than some injuries which at first seem more serious. It never pays to lake
chances. _

87.  According to the above passage, the one statement that is NOT true is that 37.

A. Dby being more careful, employees can reduce the number of accidents that happen
B. women should wear shoes with open toes for comfort when working

C. supplies should be piled so that nothing is sticking out from the pile

D. if an employee sprains his wrist at work, he should tell his supervisor about it -

38. According to the above passage, you should NOT wear loose clothing when you are 38.
A. ina corridor B. storing tools
C. opening cabinets D. near moving machinery
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ii;ﬁ,ﬁng s iy abwve neinige, before moving a ladder, you should

A taalafl ihe Pt

i i A iy tany the ladder at a times

- ERIOVE sy vthing from the top of the iadder which might fall off
- Frove gy herecledio

ﬁ:ﬁ'—;—mf;!rnu 1o e ubove passage, an empioyee who gets a slight cut shoulg

A have jy roatod to help prevent infection

FC hnow thit g slight cut becomes more easily infected than a big cut
i Py ho atlention to it as jt can't become serious

B iealteo that it IS more serioyus than any other type of injury

KEY (CORRECT ANSWERS)
1. C 1. A 21. D 31. D "\
2. B 12. ¢ 22. ¢ 32. C
3. A 13. B 23. D 3. C
4. B 14. ¢ 24. C 34. C
5. B 15. A 25. C 3. D
6. D 16. A 2. B 3. B
7. C 17. C 27. D« 37 B
8. C 18. C 28. A 3. D
9. A 19. C 29.. A 39. ¢
10. B 20. C 30. B 40. A
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An electric motor fire should be put out with an extinguisher that uses
A. carbon dioxide B. soda-acid
foam D. a pump tank
The charge in a soda-acid fire extinguisher should be replaced once

~A.  amonth B. every three months
every six months D. avyear

An elevator machinery room should have a fire extinguisher of the type.
A. soda-acid B. foam
carbon dioxide D. sand pail

The national flag should be raised

A.  slowly and lowered briskly hR
B.  briskly and lowered slowly

C. briskly and lowered briskly

D. slowly and lowered slowiy

The Material which is used to seal the outside edges of a pane of window glass is

A. stellite B.- butty
plastic wood D. * caulking compound

A. rake B. broom
C. paper sticker D. hoe
Mortar stains on brickwork can be scrubbed off by using a solution of
A. benzine B. tri-sodium phosphate
muriatic acid D. acetic acid

The BEST chemical for melting ice on sidewalks is

A.  sodium chloride B. calcium carbonate
hydrogen sulphide D.  calcium chloride
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o {E! Heshote patiting a kitchen wall,

A udogreaser must be mixed with the paint

Hoall traces of grease must be washed off

f. nwater-base paint must be used to dissolve the grease

11 the walls must be sanded to remove all traces of grease and old paint

1 Iorinterior walls which must be washed very often, the PREFERRED paint is

A, enamel B. flat _
C. exterior varnish D. calsomine

12 A type of window which is USUALLY equipped with sash cords or chains is the
type.

A.  hopper B. awning
casement D, double-hung

13. The slats of a Venetian blind are usually tilted by a device containing a gear.
A.  worm B. spur C. hypoid D. bevil

14. When washing the outside of a window with a narrow inside sill, a window cleaner should

place his water pail on i
A. the outside window sill '
B. the nearest desk or chair

C. aradiator at the center of the window

D. the floor ata tonvenient point toward one side of the window

15. In order to determine the carrying capacity of a passenger elevator, a custodian would
have to w

A. measure the floor area

B. check the diameter of the cable
C. readthe inspection certificate
D. read the motor nameplate

16. Before pruning a tree, the FIRST step should be to determine

A. ifthere is insect infestation
B. the general health of the tree
C. the desired results

D.  amount of excess foliage

17. Tree fertilizer should have é high content of

A. slaked lime B. chlordane
C. rose dust D. nitrogen

18. A gasoline-driven snow blower should be stored for the summer with its fuel tank

filled with gasoline

and fuel lines drained

filled with water

half filled with number 4 fuel oil

COowm>
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22.  According to the above paragraph, 22

23.  According to the above paragraph, - 23

24.  As used in the above paragraph, the word cradle means a 24

3 (#3)
19. A pipe that "sweats" in the summer time PROBABLY contains 19,
A. hot water B. low pressure steam
C. domestic gas ' D. cold water
20. A good preventive maintenance program requires that each item of equipment be 20

A. represented by an up-to-date record card on file
B. lubricated daily

C. brand new at the start of the program

D. painted inside and out

Questions 21-24,

DIRECTIONS: Questions 21 through 24, inclusive, are to be answered SOLELY on the basis
of the following paragraph.

21. According to the above paragraph, scouring powder 21,

A. should be kept on shelves

B. comesin one-pound cang

C. should be kept in a locked cabinet
D. is a bulk material

A. the storekeeper should not be entrusted with the safekeeping of light bulbs
B. flashlight batteries should be stored in barrels

C. the central storeroom should be kept locked

D. “only special items should be stored under lock and key

A. each shelf compartment should contain at least four different items
B. barrels must be stored in cradles

C. allitems stored should be in marked compartments
D. crates of light bulbs should be stored in cradles

A. dolly B. support
C. doll's hed D. hand truck
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Ehiailions 2y through 28, inclusive, are to be answered SOLELY on the basis
of ihe loliowing paragraph.

3 B0 Of e markot many cleaning agents for which amazing claims are made.

Al Bty uls shows that the majority of them are well-known chemicals slightly modified

- ﬁ_;—_;gfgj be conifusing to the cleaner, but a sufficient number must be provided so that a satis-
Tacliny ayont is available for each task.

25, According to the above paragraph, 25.

A. there are few cleaning agents on the market

B. there are no really good cleaning agents on the market

C. cleaning agents are sold under several different brand names
D. all cleaning agents are the same

i he éinudmdfzed. It is obviously undesirable to offer too wide a selection as that .

26, According to the above paragraph, 26. ’
A. all cleaning agents should be chemically analyzed before use N
B. the best cleaning agents are those for which no claims are made by the manufac-
turer

C. different Cleaning agents may be needed for different tasks
D. al cleaning agents have been standardized by the federal government

27.  As used in the above paragraph, the word amazing means 27.

A. illegal B. uht?ue
C. astonishing D.  specific

A. changed B. refined C. labelled D. diluted
29. The MAIN reason for keeping an inventory of housekeeping supplies is to 29

A. be sure that supplies are available when needed

B. determine the cost of the supplies

C. automatically prevent waste of the supplies

D. be sure that at Jeast two years' supplies are on hand at all times

28.  As used in the above paragraph, the word modified means 28 .

30. Current daily records are MOST desirable in dealing with problems concerning 30. .
A. accidents '
B. vandalism ' )
C. employee time and attendance -
D. the consumption of electricity

31. The continuous record of activities taking place in a boiler room is called a 31. .
A, computer B. databank

C. logbook . D. time sheet .




32.

33.

34.

35.

36.

37.

38.

The one of the following subjects of a fire prevention training program which is MOST

readily applied on the job is the

5 (#3)

A. elimination of fire hazards

B. use of portable fire extinguishers
C. knowledge of types of fires

D. method of reporting fires

A good supervisor will NOT

A.

B.
C.
D

When a supervisor sees a worker doing his job incorrectly, he should

A
B.
C.
D.

An office worker complains to a custodian that one of the cleaners broke off a branch of a
ptant which she kept on her desk and that she can identify the cleaner.

tell his men what their jobs are and why they are important
show his men how their jobs are to be done in the right way
require some of the men to do their jobs in the presence of the supervisor demon-

strating that they understand the job

leave his men alone because they will alwa

have received their instructions

tell the worker to be more careful

suspend the worker until he learns to do the job correctly

ys do their jobs correctly once they

tell the worker specifically how the job should be done

scold the man

The BEST thing for the custodian to do is to

A
B.
C.

D.

convince her that the plant will grow another branch eventually
make the cleaner apologize and pay for a new plant out of his own pocket
sympathize with the office worker and assure her that he will speak to the cleaner

about it

tell her not to bother him about her personal property

An employee who is a good worker but is often late for work

A.
B.
C.
D.

When starting any disciplinary action, a good supervisor should

A
B.
C.
D.

Good public relations can be dama

is lazy and should be dismissed

cannot tell time

can have no excuse for being late more than once a month
should be questioned by his supervisor to try to find out why he is late

show his annoyance by losing his temper

be apologetic
be sarcastic
be firm and positive

ged by a custodian who treats tenants, fellow workers,

friends, relatives, and the public with

A.
C.

courtesy
contempt

B.
D.

consideration
respect

3

,-'.~\| :

32.

33.

34.

35.

36.

37.

38.
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EXAMINATION SECTION
TEST 1

Of the following, the PREFERRED sequence of tasks to be followed in office cleaning is

A. dust desks, empty ash trays and waste baskets, mop floor
B. mop floor, dust desks, empty ash rays and waste baskets
C. empty ash trays and waste baskets, dust desks, mop floor
D.  mop floor, empty ash trays and waste baskets, dust desks

When vacuum cleaning rugs, the suction tool should be pushed

A. diagonally across the lay of the nap
B. with the lay of the nap

C. across the lay of the nap

D. against the lay of the nap

i

The brownish discoloration that sometimes occurs in hot water circuléh‘hg systems is
USUALLY due to

A. moids B. algae C. bacteria D.  rust

The type of vaive that does NOT have a stuffing or packing gland is a valve,
A. globe B. radiator C. ,check D. gate

Assuming that the hot and cold water demand of a fixture will be the same, then the nor-
mal size of the hot water pipe with respect to that of the cold water pipe should be

A.  the same B. twice as great
C. one and one-haif times as great D. one half as great

If the pitch of a horizontal steam line is 1/2 inch in 10 feet, one end of a 45-foot steam line
is lower than the other end by, MOST NEARLY, inches,

A 2 B. 21/4 C. 3 D. 31/2

A pump that removes 30 gallons of water per minute is pumping water from a cellar 30
feet x 50 feet covered with eight inches of water, One cubic foot of water equals 7.5 gal-
lons of water.

The number of minutes it will take to remove the eight inches of water from the cellar
is, MOST NEARLY,

A 200 B. 225 C. 250 D. 275

Oil preheaters are used to
A. economize on fuel oil B. reduce friction in the oii blower
C. improve the flow of oil D. reduce oil volatility

T___



A. feedwater pressure B. ficat switch mechanism
stat switch D. discharge line check valve

10.  Chloride of lime should be used for the removal of

A. alkali staing on wood

grass stains on wood or marble
C. indelible pencil and marking ink stains on toncrete or terrazzo
D. ink stains on wood

1. Ofthe following, the jack of a vapor barrier on the inside surface of a well-insylated walt
may eventually Cause, during the winter,

A plugging of weep holes
peeling of exterior paint
C. lower heat losses through the wall

improvement in insulation performance by plugging air Spaces with the insulation

13. The MAaIN reason for applying fioor finish to a floor surface is to

A.  protect against germs B. protect the floor surface
increase traction D, waterproof the floor

14, The mamy reason for preventing sewer gas from entering buildings through the plumbr’ng
System is because the gas

A s highly inﬂamnﬁable and explosive in Nature and could result in a fire hazarg

has a nuisance effect on oCcupants

15, The one of the following that is 4 concrete floor sealer js

A.  sodium silicate B. neatsfoot oil
sodium hydroxide D. linseed oil
16. To help plants Survive the shock of transplanting, in most Cases, itis BEST to 16.

A Spray them with insecticide every day for a week
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17.

18.

19.

20.

21,

22,

23.

24,
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When cutting a branch off a tree, it is desirable o undercut because it wili

A. prevent the weight of the branch from tearing off bark and wood below the cut
B.  make the tree grow stronger and straighter

C. let the saw work smoother and easier

D. make it easier to cut up the limb

The MAIN reason for applying lime to soil is to control its

A.  aridity B. fertilization
C. acidity D. porosity

The GREATEST danger to a tree from a large unprotected wound is that

A. birds may build a nest in it
B. the tree may bleed to death
C. the wound may become infected

- D. itis open to the elements

The fertilizer that is used for the care of trees shouid have a high content of

A. DDT B. nitrogen C. sulphur i D. carbon
.-'.i‘ "
The area of the plot plan shown below is square feet.
A. 25300 =G
B. 26,700
: 70

C. 28,100 150
D. 30,500 ;

L 155

115’

The BEST of the following combinations of instruments to use in checking the combus-
tion efficiency of a heating boiler is

A. anemometer, stack thermometer, and orsat apparatus
B. draft gage, psychrometer, and barometer ,
C. draft gage, stack thermometer, and orsat apparatus
D. draft gage, stack thermometer, and barometer

The one of the foliowing that does NOT indicate low water in a steam boiler is the

A. fusible plug B. safety valve
C. tricocks ' D. gauge glass

The increase in the stack temperature toward the end of the heating system above what
it was at the beginning of the season is an indication that the

radiators and convectors are air bound

tubes and heating surfaces of the boiler are becoming insulated with soot
furnace fire brick is failing

heat content of the fuel is improving

Dowm>»
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18.

19.

20.

21.

22.

23.

24.
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25. Of the following, the one which is NOT a general class of oil burners is the atom-  25. l‘
izing. '
A.  water B. rotary cup C. mechanical D. air '
26. Of the following, the one which should be between a boiler and its safety valve is 26 :
A. aswing check valve of a size larger than that of the safety valve I
B. a butterfly valve located in the boiler-nozzle f
C. a gate valve of the same nominal size as that of the safety valve
D. novalve of any type n
27. The term spinner cup refers to 27 .
A. screw-type stokers B. gun-type oil burners l
C. rotary-type oil burners D. chain grate stokers j
28. A gun-type burner is often used on a 28 l
A. pot-type oil burner
B. low pressure gas boiler &
C. coal underfeed stoker boiler
D. high pressure oil-fired boiler '
“
29. Of the following, the action that should be taken as the FIRST step if a properly adjusted  29. I
safety vaive on a steam boiler pops off when in operation is B
A. open the-draft B. add more water to the boiler
C. wire the valve shut D. reduce the draft .
30. When the water gets below the safe level in an operating boiler, it is BEST to 30.
A. add new water up to the safe level and open up the fire so that the water will heat -
quickly '
B. check the fire and let the boiler cool down before new water is added ;
C. add new water to the boiler immediately "
D. check the fire and empty the boiler
31. Vents on fuel oif storage tanks are used to 31 -
A.  fill the fuel tanks
B. allow air to escape during filling e
C. check oil flash points ,
D. make tank fuel soundings 3
32. Of the following, the MOST desirable way to remove carbon deposits from the atomizing  32. -
cup of an oil burner is to

2

apply a hot flame to the carbonized surfaces 1o burn off the carbon deposits
use kerosene to locsen the deposits and wipe with a soft cloth

wash the cup with a mild trisodium phosphate solution and dry with a cloth
use a scraper, followed by light rubbing with emery cloth

OOme
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33.

34.

35.

36.

37.

38.

30.
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Of the following, the MOST important precaution that should be taken when cutting in a
boiler in a battery is to see that the

A. water column is at least 1 inch below top row of tubes

B. non-return valve is closed when the boiler pressute is rising
C. safety valves function properly

D. boiier pressure is about equal to header pressure

A condensate feedwater tank in a low pressure steam plant

A. is hermetically seaied to prevent contamination of feed water
B. contains a surface blow down line

C. s vented to the atmosphere

D. has a vacuum breaker exposed to the atmosphere

Of the following, the FIRST action to take in the event a low pressure steam boiler gauge
glass breaks is to

A. bank the fires

B. close the water gauge glass cocks

C. open the safety valve ‘

D.  blow down the boiler .

y

A barometric damper would be used in a boiler installation fired under draft conditions
that are called

A.  induced B. natural C. regenerate D. forced

The flue gas temperature, when firing oil, should bgjust high enough to evaporate any
contained moisture in order to .

A. prevent an acid from forming and eroding the breeching
B. decrease the amount of excess air needed

C. prevent an air pollution condition

D. lower the combustion efficiency of the boiler

A compound gauge in a boiler room

A. measures pressures above and below atmospheric pressure
B. indicates the degree of compounding in a steam engine

C. shows the quantity of boiler treatment compound on hand

D. measures steam and water pressure

In the combustion of the common fuels, the PRINCIPAL boiler heat loss is that due to the
heat

A. carried away by the moisture in the fuel
B. lost by radiation

C. carried away by the fiue gases

D. lost by incomplete combustion

33.

34,

35.

36.

37.

38.
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40. Of the following, the CORRECTsequence of steps to use when femoving a boiler from 40. a
service in order to perform extensive repairs on it is

discontinue firing, drain boiler, turn off valves, cool boiler
discontinue firing, drain boiler, turn off valves

turn off valves, drain boiler, discontinue firing, cool boiler
discontinue firing, turn off valves, coof boiter, drain boiler

COwm>»

KEY (CORRECT ANSWERS)
1. C 1. B 21. C 31. B
2. B 12 A 22. C 32 B
3. D 13. B 23, B 33. D
4. C 4. D 24, B 34. ¢
5 A 15 A 25. A 3. B
6. B 16. C 26. D 36. B <L
7. C 17. A 27. C 37. A
8. C 18. C 28. D 38. A
9. B 19. C 29. D 39. ¢
10. C 20. B 30. B 40. D




TEST 2

DIRECTIONS: Each question or incomplete statement is followed by several suggested
answers or completions. Select the one that BEST answers the question or
completes the statement. PRINT THE LETTER OF THE CORRECT ANSWER
IN THE SFACE AT THE RIGHT.

1. With the same outdoor winter temperatures, the load on a heating boiler starting up is 1.
greater than the normal morning load MAINLY because of

A. loss of heat escaping through the stack

B. steam required to heat boiler water and piping to radiators
C. viscosity of the fuel oil

D. low outdoor temperatures

2. The FIRST operation when starting a boiler after it has been on bank overnight should 2.
be to

" A. blow down the boiler

B. clean the furnace

C. check the gate valves

D. look at the water gauge and try the gauge cocks ¢ “,
3. Cascading of raw city water when filling a cleaned boiler should be avoide'(; because it 3.

A. is harmful to the mud drum

B. adds additional free oxygen in the boiler

C. adds considerable time to the filling procedure
D.  will stress tube and sheet joints

-+
-

4. The average temperature on a day in January was 24° F. The number of degree-days for 4._
that day was

A 12 B. 24 C. 41 D. 48
9. Under normal conditions during the growing season, lawns should receive a good satu- 5,
ration of water with a spray
A. once a day B. once a week
C. once a month D. twice a month
6. One of the important benefits to floors that wax does NOT provide is ' 6.
A. easier soil removal B. improved stain resistance
C. reduction in wear D. resistance to fire
7. In the Ringelmann chart of smoke density, number 4 indicates 7.
A. the darkest smoke condition
B. the lightest smoke condition
C. smoke density of 80 per cent
D. no smoke condition



2 (h2)
B ﬁ:?; #ihingom iy iient that should pe used on fires in flammable liquids 8. ‘]
o water C. foam D. soda ang acid w
Wa extinngulshor is recommendeq for use on fires consisting of -9

T RTINS '

i vl o Gunoling |

filonlical cnuses o fuel oil

puint &1 turpontine /.

Thie CHIEF roason wooden ladders shoulq NOT be painteq js that the paint may

F
A hido defects B. mark up the walis l
L make the ladder slippery damage the rungs :

T fccordance with the uniform method of identifying piping in public buildings, pj 11. '

A. biue B. red ':
orange and yellow D. green and white .

12. The MOST effective way 1o eliminate fire hazards in public buildings is to

A, hold frequent fire drills

B.  have the fire department inspect the building annuaily
C.  promote constant self-inspection

supply each building with ample fire fighting equipment !

13. When 3 room is air conditioned in the summaer, the windows should be

A.  openeqd at the top and bottom to improve circuiétib’n
Screened to keep out the dirt
C. kept closed '

opened at the top only 1o let hot air escape

4. In order to cléan an office with 20,000 sq. ft, of space in four hours, using a standard of 14

900 sq. ft. per hour, the number of cleaners you should assign to do the job is MOST {.
NEARLY

A 4 B. 6 C 8 D. 10
15, The area of a floor 35' wige ahd 45' long is, in Square yards, MOST NEARLY

A 175 B. 262 C. 525 D. 1575
16. A Pyrometer is an instrument used for measuring

Condensation ang humidity
high temperatures

noise pollution

walter flow

COwx»
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18.

19.

20.

21.

22,

23.

24,

25.
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It is usually desirable to assign the cleaning of an office to one employee only because

A. the amount of time wasted through talking is decreased
B. an employee working alone, by himself, is more efficient
C. there is no question who is responsible for the work done
D. working alone reduces the rate and severity of accidents

Of each dollar spent on the cleaning of public buildings, the amount spent on cleaning
supplies is usually not more than cents,

A5 B. 35 C. 55 D. 75

Of the following solutions, the one MOST often used in washing exterior glass is
water and a small quantity of

A.  cold; turpentine B. cold; ammonia
C. cold; glass wax D.  warm; soft soap

Rust stains in wash basins can BEST be prevented by

A.  applying wax film to the rusty surface

B. replacing leaking faucet washers )

C. adding rust inhibitor to the domestic cold water storage tark N

D. sand papering the rusty surfaces o

Of the following, the one which is likely to be MOST harmful to asphalt tile is
A. coffee B. ketchup C. saladoil D. vinegar

Of the following, when sweeping a corridor with a floor brush, the cleaner should

A. lean on the brush and walk the length of the corridor

- B.. give the brush a siight jerk after each stroke to free it of loose dirt

C. make certain there is no overlap on sweeping strokes
D.  use moderately long pull strokes

Time standards for cleaning are of value ONLY if

A. abonus is promised if the time standards are beaten

B. the cleaners determine the methods and procedures to be used

C. accompanied by a completely detailed description of the methods to be used
D.  a schematic diagram of the area is made available to the cleaners

Of the following, the one which is the LEAST important factor in deciding that additional
training is necessary for the men you supervise is that

A. the quality of work is below standard

B. supplies are being wasted

C. too much time is required to do specific jobs
D. the absentee rate has declined

To promote proper safety practices in the operation of power tools and equipment, you
should emphasize in meetings with the staff that

A. every accident can be prevented through proper safety regulations
B. proper safety practices will probably make future safety meetings unnecessary

18.

19,

20.

21.

22.

23.

24.

25.
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28.

29.

30.

31.

32.
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whon salaty rulos are followed, tools and equipment will work better
saloly rulos are based on past experience with the best methods of preventing .
accidonts

A good practical method to use in determining whether an employee is doing his job
properly is {o

A,
B.
C.
D.

assume that if he asks no questions, he knows the work
question him directly on details of the job

inspect and follow up the work which is assigned to him
ask other employees how this employee is making out

If an employee continually asks how he should do his work, you should

A
B.
C.
D.

dismiss him immediately

pretend you do not hear him unless he persists

explain the work carefully but encourage him to use his own judgment
tell him not to ask so many questions

You have instructed an empioyee to wet-mop a certain area. To be sure that the
employee understands the instructions you have given him, you should -

A.
B.
C.
D.

ask him to repeat the instructions to you
check with him after he has done the job K
watch him while he is doing the job

repeat the instructions to the employee

One of your men disagrees with your evaluation of his work.
Of the following, the BEST way to handle this situation would be to

A.
B.

C.
D.

Of the following, the one which is NOT a guality of leadership desirable in a supervisoris  30.

A
C.

2
explain that you are in a better position to evaluate his work than he is
tell him that since other men are satisfied with your evaluation, he should accept
their opinions
explain the basis of your evaluation and discuss it with him
refuse to discuss his complaint in order to maintain discipline

intelligence B.

integrity
forcefulness

D. partiality

Of the following, the one which LEAST characterizes the grapevine is that it

A

consists of a remendous amount of rumor, conjecture, information, advice, predic-
tion, and even orders

seems to rise spontaneously, is largely anonymous, spreads rapidly, and changes

in unpredictable directions

can be eliminated without any great effort

commonly fills the gaps left by the regular organizational channels of communica-

tion

Ot the following, the one which is NOT a purpose of a cleaning job breakdown is to

A
B.

eliminate unnecessary steps
determine the type of floor wax to use

-
.
-
"
A



N e o] e
— ———_— . e aseasasasaEEERENERE

33.

34.

35.

36.

37.

38.

39.

C.
D.

5 (#2)

rearrange the sequence of operations to save time
combine steps or actions where practicable

Of the following, the PRINCIPAL function of a supervisor is to

A,
B.
C.

D.

train and instruct his subordinates in the proper methods of doing their work
eliminate ali accidents

prepare reports on his activities to his supervisor
prepare a thorough job methods analysis

The BEST method of making cleaning assignments in a large building is by means of

A,
C.

daily rotation B. specific assignment .
individual choice D. chronological order

When one of your new cleaning employees is making little progress after the usual train-
ing period with one of your experienced men, you should

A
B.
C.
D.

recommend to your superior that he should be discharged

tell your superior he is not interested in the job

determine the reason for the poor resdults

discontinue all training : -

For a supervisor to have his cleaning employees willing to follow standardized cleaning
procedures, he must be prepared to

A. associate with his employees

B. show that the procedures are reasonable

C. give extra time off

D.  set up a penalty system .
One of the employees you supervise has broken the rule against keeping liquor in his
locker.
You should

A,

B.
C.
D.

make believe it never happened and forget the incident

explain the rule to him and that a repetition may result in disciplinary action
suspend him immediately
fire him immediately

The BEST action for you to take on receiving complaints of poor illumination in one of the
offices is to

A
B.
C.
D.

wait until you have several complaints of this kind
tell the complainant nothing can be done

request that additional ceiling lights be installed
check the office for the cause of poor illumination

The MAIN purpose of periodic inspections and tests of mechanical equipment is to

COw»

keep the men busy during otherwise slack periods
discover minor faults before they develop into major faults
make the men familiar with the equipment

encourage the men to take better care of the equipment

33.

34.

35.

36.

37.

38.

39.
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EXAMINATION SECTION
TEST 1 |

DIRECTIONS: Each question or incomplete statement is followed by several suggested
answers or completions. Select the one that BEST answers the question or

completes the statement, PRINT THE LETTER OF THE CORRECT ANSWER
IN THE SPACE AT THE RIGHT.

1. An electrical device whose function is to keep boiler steam pressure from exceeding the 1.
predetermined pressure is the

A, relief valve B. vaporstat
C. pressure gage D. pressuretrol

2. Sodium sulphite is used to 2.
A. treat boiler water B. detect leaks in a gas system
C. remove ink stains D. seal wood

3. Boiler water should have a pH value between 3.
A, 5and7 B. 9and 11 C. 13and 14 D. 15and 17

4. The percentage of dryness of steam is called steam i g 4,
A. purity B. ratio C. priming D. quality

5. A bottom blowdown on a boiler is used to 5.

A. decrease the amount of fuel consumed
B. increase the boiler steam pressure
C. decrease the water intake +

&>

D. eliminate impurities from the mud drum

6. The flow of oil to a rotary cup oil burner is generally controlled by a(n) 6.
A. aquastat B. steam coil
C. solenoid valve _ D.  venturi

7. The unit of a rotary cup oil burner that senses primary air failure is the 7.
A. remote switch B. modutrol
C. vaporstat D. stackmeter

8. The quantity of water delivered by a centrifugal pump varies pump speed. 8.
A. directly as tne cube of the B. directly as the square of the
C. directly as the D. inversely as the

9. The volute casing of a centrifugal pump serves the MAIN purpose of 9.
A. apriming chamber
B. venting the pump head
C. converting velocity head into pressure head
D. making the pump run quieter



10.

11.

12.

13.

14,

15,

16.

17.

18.
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The amount of water vapor mixed with dry air in the atmosphere is known as

A. saturation ratio B.  humidity
vapor density D.  dew point

When water freezes at 32° F, the amount of heat lost, per Ib. of water is BTU.
A 212 B. 180 C. 144 D. 100

The one of the following factors which does NOT affect human comfort in air conditioning
is air
A.  temperature B.  purity
motion D.  absorption

absorbs heat is the

A. evaporator B. receiver
condenser D.  carnot

When the water leve) in a boiler falis below a specified level, the oil burner is shut off by

the action of a _

",

A.  magnetic gas valve B. purge control ,
low water cut-out D. bellows feed

A.  measure the fiow accurately

B.  show the direction of the flow
C. alterthe liquid flow in case of valve failure
D.  make it easier to open the gate valve

Flanged butterfly valves are operated by bringing them from closed to full-open position

in turn(s).
A, 3full - B 21l
C. one-half D.  one-quarter

A monometer measures

A.  electrical energy B. revolutions per minute
C. difference in pressure D.  fluid volume

gage measures

only pressures less than atmospheric
pressures above and below atmospheric
only pressures greater than atmospheric
only pressures greater than absolute

UOm>»
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18.  The absolute pressure indicated by a gage reading of 14 psj is approximately
psi. :
A. 18.0 B. 24.0 C. 280 D. 320

20.

21.

22.

23.

24,

25.

26.

27.

28.

A boiler steam gage should be graduated so that, when indicating the normal operating - -

Pressure, its pointer is nearly

A. horizontal

B. vertical

C. 45 off the vertical position
D. 60 off the vertical position

The packing generally used in the expansion points of a firebrick wall is

A. sand B. tar
C. asbestos D.  high-temperature cement

The carbon dioxide (CO,) content of the flue gases of an efficiently fired boiler should
measure about

A, 4% B. 6% C. 8% GD.._. 12%

-

Pre-heaters are generally installed when burning fuel oil number
A. 6 B. 4 c 2 D. 1

A typical boiler heat balance would show that the GREATEST amount of heat loss in
boiler operation is

A. inthe slag B.. n the flue gases
C. by radiation D. by moisture in the air

When a boiler setting leaks air, there is an increase in the

A. amount of heat lost

B. boiler output

C. quantity of flue gas impurities
D. blow down

The 2 in a concrete mix of 1:2:4 refers to the quantity of
A. cement B. sand C. water D. filler

When roofing material is specified as 5 ply 70 Ibs., it means that, as laid, the total of 5
plies weighs 70 Ibs. per 100

A. square feet B. vyards length
C. square inches D. feetlength

The choice that shows which type of equipment is designed to prevent an elevator car
from starting before the hatchway door is closed and locked is the

A. hoistway access switch B. interlocks
C. spring buffer D. counterweight

—

19.

20.

21.

22,

23.

24,

25.

26.

27.

28.
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29. The Piping throy

gh which watar from private wells is delivered to Swimming pools must
be painted
A red B.  purple C. orange D.  black
30. A chemical commonly used to disinfect swimming pools js
A, ammonium nitrate B. chloraseptic
ammonium bicarbonate caicium hypochorite
31,

Shades ang Venetian blinds are ¢}

A. dry cloth
vacuum cleaner

€aned BEST with a

B. Scouring powder
D. paradry
32. The surfaces of wat

ing solution and a

A.  brush

B.  wet cloth
cellulose Sponge wad of paper

ty belt anchors is
A standing position on the outside of the sill
B. sitting Position on the sl with the feet inside the room
C. standing position on the inside of the siil
D.

standing Position on the top of a stepladder

34.  The one of the following that shoui

d be used to clean an acoustical ceiling is 3
A. dry mop B.  water wet cloth
waxed cloth vaguum cleaner
35. The BEST Procedure to follow to determine the ac
rial is to

tual cleaning ability of g Specific mate-

A testits performance
B. readthe Specifications
C.

ask the Manufactyrer
examine trade literature

A, atleast2 years

B. a maximum of 1 year
No more than 6 monthsg

NO more than 3 months

BE——
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38. The material recommended for removing blood or fruit stains from concrete is "38.
A. soft soap B. neatsioot oit
C. oxalic acid D.  ammonia
39.  To order wet mop filler replacements, you should specify the 39.
A. number of strands B. girth
C. weight D.  wet test strength
40. You should use chiordane in a building to control - 40.
A.  water seepage B. kitchen odors
C. mildew D. roaches
“

KEY (CORRECT ANSWERS) .

4

1. D 1. C 21. C 31. C
2. A 12. D 22. D 32. C
3. B 13. A 23. A 33. B
4. C 14. C 24, B 34. D
5 D 15. D 25.. A 35. A
6. C 16. D 26. B 36. D
7. C 17. C 27. A 37. B
8. C 18. B 28. B 38. D
8. C 19. C 29. A 39. C
10. B 20. B 30. D 40. D
e e ——



DIRECTIONS: Each question or incomplete statem

10.

TEST 2

Safety belts worn by window cleaners must meet the approval of the

A. National Safety Council

B. American Safety Councif

C. American National Standards Institute
D.  State Department of Labor

After a snowfall has stopped, all snow must be removed from sidewalks (the time

between 9 PM. and 7 A.M. excluded) within hour(s).

9

3
™
]

A 4 B. 3 C 2 D.

Little white insects that look like small shrimpe and feed on the roots of grass are called
A. grubs B. ricks
C. praying mantes D. crabs

A term used to indicate a lawn chemical weed killer is

A.  germicide B.  emulsified

C. herbicide D. vitrified
A device installed in a drainage system to prevent gases from flowing into a building is
cailed a

A, trap B. stall C. cleanout D. bidet
The plumbing fixture that contains a ball cock is the

A, trap B. water closet

C. sprinkler D. dishwasher
In a plumbing instaliation, an escutcheon is g

A.  metal collar B. reducing tee

valve D. single sweep

A leaking faucet stem can be repaired by replacing the

A. flange or the seat B. nipple
o-ring or the packing D.  cock

The abbreviation 0.5, and Y., as used in plumbing, applies to a(n)

A. hot well B. radiator
C. injector D. gate valve

Gas range piping should have g minimum diameter of inch.

A 34 B. 1/2 C. 1/4 D.

1/8
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12.

13.

14.

15.

16.

17.

18.

19.

20.
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The pipe fitting that would be used to connect a 2" pipe at a 45-degree angle to another
2" pipe is called a(n)

A, tee B. orifice flange
C. reducer D. elbow

An instrument that measures relative humidity is called a(n)

A.  manometer B. interferometer
C. hygrometer D. petrometer
The one of the following flat drive belts that gives the BEST service in dry places is a(n)
_ beilt.
A. rawhide B. oak-tanned
C. chrome-tanned D. semirawhide

The letter representing the standard V-belt section which has the LOWEST horsepower-

per-beit rating is
A E B. C C. B D. A

A 6 x 19 wire rope has

"A. b strands
B. 6 wires in each strand .
C. 19 strands +

D. 25 strands arranged in a 6 x 19 pattern

A water tank that is 5 feet in diameter and 30 feet high has a volume of most nearly

cu.fi.
A.. 150 B. 250 C. 600 D. 1200
The circur‘ﬁference of a circle with a radius of 5 inches is mostnearly _ in.
A. 313 B. 30.0 C. 2041 D. 134

A flexible coupling should be used to connect two shafts that

A. have centerlines at right angles to each other
B. may be slightly out of line

C. start and stop too fast

D. have different speeds

Of the following materials used to make pipe, the one that is MOST brittle is

A. lead B. aluminum
C. copper D. castiron

Mechanical equipment is generally tested and inspected on regular schedule in order to

avoid breakdowns

train new personnel

maintain inventory

give employees something to do

coOw>
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12,

13.
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The united inches for a pane of glass that measures 14 inches by 20 inches is
A 14 B. 34 C. 40 D. 54

The one of the following that should NOT be lubricated is a(n)

A.  spur gear train B. motor commutator
C. roller chain drive D. automobile axie

The one of the foliowing oils that has the LOWEST viscosity is S.A.E.
A 70 B. 50 C. 20 D 10w

A neoprene gasket would normally be used in a pipeline carrying

A, steam B. compressed air
C. carbon dioxide D. light ol
The one of the following that would NOT be used in cleaning toilet bowls is
A. acleaning cloth B. oxalic acid
C. muriatic acid D. a detergent

An electric motor-driven air compressor is automatically started and -stQE)pedby a

A.  thermostat B. line airvalve
C. pressure switch D. float trap

The term kilowatt hours describes the consumption of

A. energy B. radiation
C. cooling capacity D.  gonductance

-

AC voltage may be converted to DC voltage by means of a
A.  magneto B. rectifier
C. voltage regulator D. transducer

When replacing a biown fuse, it is BEST 1o

A. install another one of slightly larger size

B. seek the cause of the fuse failure before replacing it

C. install another one of size smaller

D. read the electric meters ag a check on the condition of the circuit

A 208 volt, 3 phase, 4 wire circuyit power supply has a line to grounded neutral voltage of
approximately voits.

A 120 B. 208 C. 220 D. 240

An interlock is generally installed on electronic equipment to

prevent loss of power

maintain vhf frequencies

keep the vacuum tubes Iit

prevent efectric shock during maintenance operations

oowy
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A flame should NOT be used to inspect the electrolyte level in a lead acid battery
because the battery cells give off highly flammable

A.  hydrogen B. lead oxide
C. lithium D. xenon

The purpose of the third prong in a three-prong male electric plug used in a 120-volt cir-

cuitis fo
A.  make a firm connection B. strengthen the plug
C. prevent electric shock D. get more electricity

You are informed that an employee under your supervision has just been injured in the
building. The FIRST course of action you should take is to

A. inform your superior

B. aid the injured employee

C. call a meeting of all the men
D. order an investigation

in the prevention of accidental injuries, the MOST effective procedure is to

A. install safety guards

B. alert the workers to the hazard
C. install lighting for easy sight

D. eliminate the accident hazafd

The one of the following practices that will INCREASE the possibility of fires occurring is
the

A. using of understairs areas for storage of all kinds
B.  wiping of machinery shafts with lubricating oil

C. ventilating of all storage spaces

D. cleaning of lockers at frequent intervals

When evaluating a building for fire hazards, the MOST important considerations are the

A. numtar of stories and the height of each story

B. location in the neighborhood and the accessibility
C. interior lighting and the furniture

D.  number of residents and the use of the building

The one of the following that is a basic safety requirement for operating a power mower
is:

Fill gasoline-driven mowers indoors

Do not operate power mowers on wet grass

Keep the motor running when you leave the mower unattended for only a short
while

D.  Fill the tank while the engine is running

Owr

You observe a red truck making a fuel delivery. The fuel being delivered is probably

A. gasoline B. #2 fuel oil
C. #4fueloil D. #5 fuel oil

32,
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40.  The one of the following steps that is NOT taken when operating a carbon dioxide fire
extinguisher is to

DOmE

carry the extinguisher to the fire and set it on the ground
unhook the hose

pull the pin in the valve wheel

turn the valve and direct the gas to the top of the fire

—r

COBND hwh=

KEY (CORRECT ANSWERS)
D 11. D 21. B 31. D
B 12. C 22. B 32. A
A 13. B 23. D 3. C
C 14. D 24, D 34. B
A 15. A 25. C 35. D
B 16. C 26. C 36. A
A 17. A 27. A 37. D
C 18. B 28. B 38. B
D 19. D 29. B 39. A
A 20. A 30. A 40. D

5 (#2)
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