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Hiring Process

Code Enforcement Intern ~
Spring 2018
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Department of Employee Relations
200 EWells St, Room 706
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City Jobs Training

A Why the City of Milwaukee gives exams to fill position
- Merit based

A General test preparation and preparation for the Code

Enforcement Intern exam

A Specific tips for different types of tests (written, etc.)
A Test Wiseness Clues _—
A Structured Interview Panels

A What to expect after the exam




Why does the City of Milwaukee give
exams to fill positions?

olt is the policy of
efficiently, with the best qualified available
persons and to promote a career service which
make the greatest pos:
ability and know

-Rules of the Board of City Service Commissioners



How to find out about other City of
Milwaukee employment opportunities

www.milwaukee.qov/jobs

Job announcement sheet 108 OPENINGS

B Posted outside Room 706 of City Hall.
B Outline positions (you must meet the minimum qualifications).
B Use as a reference in preparing for exam.

Job Information Hotline: 414.286.5555

E-notify T receive job announcements by e-mail

B 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.



http://www.milwaukee.gov/jobs
http://www.city.milwaukee.gov/jobs/enotifyjobs
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiKnYHpr_TaAhWUyIMKHbNgAzUQjRx6BAgBEAU&url=http://www.en.etemaaddaily.com/Edu%20and%20Jobs/11&psig=AOvVaw0oxDFDvGzx1sy66NmQACZm&ust=1525809053068142

General Test Preparation

. Confirm time, date and location of test.
i Arrive a half-hour before exam starts.

I Review the job announcement sheet and any other

exam information provided before the test.

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

calculator, etc.) R
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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 examd remember to divide your

time accordingly.

D o nspdnd too much time on any question. .



https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiUjafXsPTaAhUo94MKHfseCh0QjRx6BAgBEAU&url=https://openclipart.org/tags/wristwatch&psig=AOvVaw0HAsGc3rV-jHYaI-vNDrlL&ust=1525809269437136

General Test Preparation (cont.)

i Review job announcement for test preparation.

i Address all questions to exam monitors.

i 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:

BWritten examination T job-related multiple-
choice questions:

1 Interpersonal Skills and Customer Service
1 Interpretation of Job-Related Materials
1l Getting Along in the Workplace







Whitten Exams: Multiple Choice

Most City of Milwaukee written exams are multiple choice.

. Components of a multiple choice question consist of a:
BStem

1 Short phrase or question followed by 3-5 choices
BAnswer

{l Correct choice
BDistractors

TMe ant to distract t hose wt
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.
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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 measur
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.

|t I s not advised to Aski mo
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
guestions about which you are unsure.
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Written exams (cont.)

A Work at your own pace.

A Take practice tests. NOTE: There is no practice
test for this exam. You may find quizzes online.

A Answer all questions.

A Guess if you must.
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