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City Jobs Training 

 Why the City of Milwaukee gives exams to fill position 

     - Merit based 

 General test preparation and preparation for the Code 

Enforcement Intern exam 

 Specific tips for different types of tests (written, etc.) 

 Test Wiseness Clues 

 Structured Interview Panels 

 What to expect after the exam 



Why does the City of Milwaukee give 

exams to fill positions? 

  

“It is the policy of the city service to fill positions 
efficiently, with the best qualified available 

persons and to promote a career service which will 
make the greatest possible use of each employee’s 

ability and knowledge.” 
 

-Rules of the Board of City Service Commissioners 



How to find out about other City of 

Milwaukee employment opportunities 

 www.milwaukee.gov/jobs 
 

 Job announcement sheet 

◦ Posted outside Room 706 of City Hall. 

◦ Outline positions (you must meet the minimum qualifications). 

◦ Use as a reference in preparing for exam. 
 

 Job Information Hotline:  414.286.5555 
 

 E-notify – receive job announcements by e-mail 

◦ Sign up at www.city.milwaukee.gov/jobs/enotifyjobs. Create an 

account and elect to receive job announcements via e-mail as 

soon as they are posted. 
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General Test Preparation 

 Confirm time, date and location of test. 

 Arrive a half-hour before exam starts. 

 Review the job announcement sheet and any other 

exam information provided before the test. 

 Find out what materials you should bring (e.g., 

calculator, etc.) 

 Bring a photo ID for all exams. 
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General Test Preparation (cont.) 

 Bring a copy of the exam invitation letter. 

 Bring a wristwatch to keep track of time (no smart watch 

or cell phones allowed). 

 Find out total points on exam—remember to divide your 

time accordingly. 

 Don’t spend too much time on any question. 
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General Test Preparation (cont.) 

 
 Review job announcement for test preparation. 

 

 Address all questions to exam monitors. 

 

 Contact the analyst in charge of the exam if a 

reasonable accommodation is needed in order to take 

any type of exam (Americans with Disabilities Act (ADA) 

of 1990, as amended by the Americans with Disabilities 

Act Amendments Act (ADAAA) of 2008). 
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Code Enforcement Intern 

Selection Process 

 The Code Enforcement Intern selection 

process consists of two phases: 

◦ Written examination – job-related multiple-

choice questions: 

 Interpersonal Skills and Customer Service 

 Interpretation of Job-Related Materials 

 Getting Along in the Workplace 

◦ Structured Interview Panel 



WRITTEN EXAMS 



Written Exams: Multiple Choice 

Most City of Milwaukee written exams are multiple choice. 

 

 Components of a multiple choice question consist of a: 

◦ Stem 

 Short phrase or question followed by 3-5 choices 

◦ Answer 

 Correct choice 

◦ Distractors  

 Meant to distract those who don’t know the correct 

answer 
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Written Exams: Multiple Choice (cont.) 

 Read ALL choices, even if you think you 

know the answer. 

 Use scratch paper, if offered. 

 A potentially correct choice might not 

always be the best possible answer, but the 

best amongst those offered. 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiKoYP-0PTaAhVC6YMKHb3kCmwQjRx6BAgBEAU&url=http://paeaonline.org/writing-multiple-choice-questions/&psig=AOvVaw3jULIUIj3InGaoNHiESRit&ust=1525817955970586


Multiple Choice (example) 
 

In which unit of measurement is the height of a 
person usually given? 

 A.   Miles 

 B.   Liters 

 C.   Yards 

 D.   Inches 

 
The best answer is: D. Inches. Although in the 
U.S. we normally measure a person’s height in 
feet and inches, inches is the best response of 
those offered. 



Written exams (cont.) 

 Analyze questions on a civil service exam as though 

you were the employee. 

 It is not advised to “skim” the multiple choice test first, 

answering the questions to which you know the 

answers. This can lead to marking errors and can cause 

anxiety. 

 Answer all questions once. Then go back to the 

questions about which you are unsure. 
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Written exams (cont.) 

• Work at your own pace. 

 

• Take practice tests. NOTE: There is no practice 

test for this exam. You may find quizzes online. 

 

• Answer all questions. 

 

• Guess if you must. 

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjxorn_sfTaAhXo3YMKHcG9AYsQjRx6BAgBEAU&url=https://www.marshalsecurity.ca/security-training-2/security-guard-free-practice-tests/security-guard-free-practice-quiz-1/&psig=AOvVaw0whn1M0j_KgYf_bbHliTDk&ust=1525809639125193


Test Wiseness Clues 

 Choices that have these words in them are often 

wrong, but not always wrong (distractors):  

always, never, no, none, all, every, merely, 

solely, impossible, necessarily, only and must. 
 

EXAMPLE: 

 

Concerning the effect of supervision upon employee job performance, 
it is probably most accurate to say: 

A. Quality of supervision has no effect on job performance. 

B. After the employee has been told about the job duties, rules, and 
regulations, supervision is never necessary. 

C. Supervision always causes poorer job performance because the 
supervisor is always concerned only with company interests. 

D. The type of supervision an employee receives is one of the most 
important factors in job satisfaction and job performance. 



Test Wiseness Clues (cont.) 

 Choices that have these words in them are often, 

but not always correct: generally, may often, 

perhaps, seldom, usually, most likely, and 

probably.    
 

EXAMPLE: 

 

An employee who suddenly presents an attitude problem at work:   

 A. deserves discipline. 

 B. may be unhappy in other aspects of his life. 

    C. should be removed from the position. 

 D. doesn’t enjoy his job.  

      

 

  



Test Wiseness Clues (cont.) 

 If two choices are the same, you might 

assume that they are both wrong and 

eliminate them. 
 

EXAMPLE: 

 

A ream of paper consists of how many sheets? 

 A. 12 

 B. 144 

 C. 500 

 D. one dozen 



Test Wiseness Clues (cont.) 

 If two choices are opposites, one is 

probably correct. 

  
  EXAMPLE: 

 

If you are called upon to give first aid to a person who is 

suffering from shock, you should: 

 A. wrap the person warmly. 

 B. give the person a stimulant. 

 C. wrap the person with cold towels. 

  D. keep the person awake. 



Test Wiseness Clues (cont.) 

 If you don’t know the answer and the choices 

include a series of numbers, dates, lengths, 

sizes, etc., choose the middle (median) value. 

Avoid the extremes (highest/lowest OR first/last 

choices). 
 

 EXAMPLE: 

 

 The Norman Conquest took place in: 

 A.   850 

 B. 1066 

  C. 1492 

 D. 1866 



STRUCTURED 

INTERVIEWS 
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Structured Interviews – Before the Exam 

 Review the job announcement sheet and 
make note of: 

 Tasks you have performed  

 Knowledge, skills, and abilities you possess 

 Positive personal attributes 

 Anticipate questions 
related to the job that 
might be asked 
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Structured Interviews – Before the Exam 

 Dress neatly and appropriately. 

 Travel lightly and arrive early. 

 Tip: Take good care of yourself 

before and on exam day. 

 Practice with a friend or relative. 

 Prepare a brief visual summary of 

your qualifications. 
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Structured Interviews – 

Types of Questions 
 

Three main types of structured questions: 

 Behavioral 
◦ Behavioral interviews are designed to obtain information 

about a candidate’s past experiences, behaviors, and 
knowledge, skills, abilities, and personal characteristics. 

 Situational 
◦ Situational interviews are designed to obtain information 

about a candidate’s experiences, behaviors, knowledge, 
skills, abilities, and personal characteristics by asking 
candidates to respond to a hypothetical situation. 

 Technical 
◦ These types of questions test the candidate’s ability to 

recall terms, facts, details, and steps. 
 



Structured Interviews: 

Behavioral questions 
 

 Behavioral 

◦ Behavioral interviews are designed to 

obtain information about a candidate’s 

past experiences, behaviors, and 

knowledge, skills, abilities, and personal 

characteristics. 

EXAMPLE: 

 Give an example of a time when you saw a co-

worker break a work rule. What did you do? 



Structured Interviews: 

Situational Questions 

 Situational 

◦ Situational interviews are designed to 

obtain information about a candidate’s 

experiences, behaviors, knowledge, 

skills, abilities, and personal 

characteristics by asking candidates to 

respond to a hypothetical situation. 

EXAMPLE: 

 
Suppose you saw a co-worker break a 

departmental rule. What would you do? 



Structured Interviews: 

Technical Questions 

 Technical 

◦ These types of questions test the 

candidate’s ability to recall terms, facts, 

details, and steps. 

◦ Key Words include: define, identify, 

repeat, recall, state, write, list, and 

name. 

 

EXAMPLE: 

 

What is the name given to the intersection of a 

row and a column in a spreadsheet?  



Structured Interviews: 

Responding to questions 

 Ask questions for further information 

when appropriate. 

 Don’t be afraid to hesitate for a moment to 

collect your thoughts. 

 Give a clear, 

concise response. 



Structured Interviews – Tips 

During the interview… 

 Maintain good eye contact. 

 Ask questions when appropriate. 

 Be alert, cheerful, and interested in the interview and 
job. 

 Don’t hesitate to sell yourself. 

 Listen carefully to the questions, and think before 
answering. 

 Answer each question 
completely and clearly. 

 Be complete and clear, 
but not long-winded. 



Structured Interviews – Tips 

 The board will let you know when the exam is over. 

 Reiterate your interest in the position. This is your 

golden opportunity to recap your qualifications, indicate 

your interest in the job, and add important information that 

may have been missed earlier. 

 Thank the board when finished. They volunteered their 

time to evaluate your background fairly. Let them know that 

you appreciate their efforts! 
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What to expect after the 

selection process 
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After all tests – What to expect? 

 Test results are usually provided within 30 days of 

completing the last segment of the test. 

 Those who pass all segments are placed on an eligible 

list in order of the score received. 

 Being on the eligible list does not guarantee appointment 

to the job. 

 



After all tests – What to expect? 

 You must pass every component of the selection 

process in order to have your name placed on the 

eligible list. 

 Once the eligible rank list and final scores are received, 

the top scoring candidates are referred to the hiring 

department for final selection, which may include 

departmental interviews. 

 Pre-employment testing includes drug screening, 

conviction reviews, and medical exams. 

 



How to find out about other City of 

Milwaukee employment opportunities 

 www.milwaukee.gov/jobs 
 

 Job announcement sheet 

◦ Posted outside Room 706 of City Hall. 

◦ Outline positions (you must meet the minimum qualifications). 

◦ Use as a reference in preparing for exam. 
 

 Job Information Hotline:  414.286.555 
 

 E-notify – receive job announcements by e-mail 

◦ Sign up at www.city.milwaukee.gov/jobs/enotifyjobs. 

◦ Create an account and elect to receive job announcements via 

email as soon as they are posted. 
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Questions? 


