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Tips in Taking the Exam

1. Know how the CSC Exam

WorksActivity: Know the topics to be covered

in the exam
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Program Coverage

Verbal

31%

Analytical32%

Numerical

32%

General Information

5%

Competency Areas

I. Sub-Professional LevelSubjects

I. English and Filipino

A. Idiomatic Expressions

B. Spelling

C. Vocabulary, Grammar and Correct Usage

D. Verbal Analogy

E. Reading ComprehensionF. Paragraph Organization

II. Clerical ReasoningA. Clerical Attitude and Operation
(Alphabetizing,

Clerical Functions and Procedures)

III. The Philippine Constitution

A. The 1987 Constitution

B. RA 6713 - Code of Conduct and Ethical Standards

for Public Officials and Employees

IV. General InformationA. Current Events

B. Enacted Laws and Environmental Issues
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II. Professional LevelSubjects

I. English and Filipino

A. Vocabulary, Grammar and Composition

B. Paragraph Organization

C. Reading Comprehension

D. Verbal Analogy

E. Logical Reasoning

II. Math

A. Number Series and Progression

B. Mathematical Analysis – Word Problem

C. Numerical Analysis and Reasoning

D. Graph Interpretation

III. The Philippine Constitution A. The 1987 Constitution

B. RA 6713 - Code of Conduct and Ethical

Standards for Public Officials and Employees

IV. General InformationA. Current Events

B. Enacted Laws and Environmental Issues

2. Conquer Test Anxiety

Activity: Prepare and conquer
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Controlling Test Anxiety

It’s said that Sir Laurence Olivier, one of the

foremost British actors of this

century, vomited before every performance.

His stage fright didn’t impair his

performance, however; in fact, it probably

gave him a little extra edge—just the kind of

edge you need to do well, whether on a stageor in an exam
room.

I. Stress Management Before

the Test
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If you feel your level of anxiety is

getting the best of you in the weeks

before the test, here is what you

need to do to bring the level down:

1. Get prepared

2. Practice self-confidence

3. Fight negative messages

4. Visualize

5. Exercise
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II. Stress Management on Test

Day

There are several ways you can bring

down your level of test anxiety on

test day. To find a comfort

level, practice these strategies in theweeks before the test,
and use the

ones that work best for you.
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1. Deep breathing

2. Move your body

3. Visualize again

When anxiety threatens to

overwhelm you right there during

the exam, there are still things youcan do to manage your stress
level:
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1. Repeat your self-confidence messages

2. Visualize one more time

3. Find an easy question

4. Take a mental break

3. Make a Plan

Activity: Construct a study plan
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• Too many people fail to prepare simply becausethey fail to
plan

• Take control of your preparation time by mappingout a study
schedule.

• If you are the kind of person who needs deadlinesand
assignments to motivate you for aproject, here they are.

• If you are the kind of person who doesn’t like tofollow other
people’s plans, you can usethe suggested schedules here to
construct yourown.

• Even more important than making a plan is

making a commitment

• You have to set aside some time every day for

study and practice

• Try for at least 20-30 minutes a day. 20-30

minutes daily will do you much more good

than 1-2 hour session each week (self study)
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We’ve Plan for You!I. Introduction

Monday

II. Self Assessment

•Tips in Taking the

Exam

III. The Basic Principles

• 1987 Constitution

• English Tuesday

• Math Wednesday

• General Information Thursday

IV. Mock Exam Friday

I. Introduction

MondayII. Self Assessment

III. The Basic Principles

1987 Constitution

English Tuesday

Math Wednesday

General Information

• Tips in Taking the

Exam

Thursday

IV. Mock Exam Friday

4. Manage your Time
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Manage your Time

• Follow directions

• Pace yourself 

• Keep moving

• Keep track of your place on the answer sheet

• Don’t rush

5. Learn to use the Process of

Elimination
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Choosing the right answer by Process

of Elimination

• In vocabulary questions, take a quick look at

answer choices for clues. Then make a plan to

determine the answer

• Or, follow the simple process of elimination

Read each of the choices and make a

quick decision about what to do with

it, marking your test book accordingly:

• The answer seems reasonable; keep it. Put a

smiley face :) next to it.

• The answer is awful. Get rid of it. Put an Xnext to it.

• You can’t make up your mind about the

answer, or do understand it. Keep it for now.

Put a ? next to it
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• If you have not eliminated any answers at

all, skip the question temporarily.

• If you have eliminated all but one

answer, reread the circled part of the question

to make sure your answering what is asked.

•If you have eliminated some, but not all, of

the choices

Exercise
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Compare your answers

• D

• C

• A

• A

1. d. You should have eliminated choice a

immediately. Ilsa can’t be four years old if

Meghan is going to be Ilsa’s age in five years. The

best way to eliminate other answer choices is to

try plugging them in to the information given in

the problem. For instance, for choice b, if Ilsa is

10, then Meghan must be 5. The difference intheir ages is 5. The
difference between Ed’s

age, 29, and Meghan’s age, 5, is 24. Is 24 equal to

2 times 5? No. Then choice b is wrong. You could

eliminate choice c in the same way and be left

with choice d.
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2. c. Note the word not in the question, and go

through the answers one by one. Is the truckdriver in choice a
“operating a commercial

vehicle”? Yes, idling counts as “operating,” so he

needs to have a commercial driver’s license.

Likewise, the bus operator in choice b is

operating a commercial vehicle; the question

doesn’t say the operator has to be on the street.

The limo driver in choice d is operating a

commercial vehicle, even if it doesn’t have a

passenger in it. However, the cabbie in choice c is

not operating a commercial vehicle, but his own

private car

3. a. You could eliminate choice b simply because ofthe presence
of the word all. Such absolutes hardlyever appear in correct answer
choices. Choice clooks attractive until you think a little about
whatyou know—aren’t fewer people smoking thesedays, rather than
more? So, how could smoking beresponsible for a higher mortality
rate? (If you

didn’t know that “mortality rate” means the rate atwhich people
die, you might keep this choice as apossibility, but you would
still be able to eliminatetwo answers and have only two to choose
from.)Choice d can’t be proven, so you could eliminatethat one,
too. Now you are left with the correctchoice, a.
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4. a. How you used the process of elimination

here depends on which words you

recognized as being spelled incorrectly. If you

knew that the correct spellings were

outrageous, domesticated, and

understandable, then you were home free.

6. How to Guess?
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You should know when to guess

2 things you need to know about yourself before

taking an exam:

• are you a risk-taker?

• are you a good guesser?
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Answers

• Check your answers against the correct answers below.

1. c.

2. a.

3. d.

4. c.5. b.

6. b.

7. b.

8. a.

9. d.

10. a.
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