
How to prepare for a Civil Service Test
(when there’s no Civil Service Test book)

Start at the SF City Employment page  (www.sfgov.org/dhr)
Under Job Information, click Jobs Available for job descriptions of currently open 
jobs.  Job descriptions frequently have clues as to what skills are wanted and what 
topics will show up on the test.  Even if your test is not in San Francisco, you may find a 
similar job title.

For Job Descriptions of other SF City jobs, click on the Notify Me of New Jobs

button  This will take you to a page where you can find info on all SF City jobs, open 
or not.  
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http://www.sfgov.org/site/sfdhr_index.asp


Search by keyword, job group - such as “Library”, or use Control-F to find a 
complete description of each job class. Sections especially useful for test prep include 
“Examples of Important and Essential Duties”, “Knowledge, Skills and Abilities” and 
“Experience and Training”.

Other helpful resources include:

Job/Career Encyclopedias -- Sometimes job descriptions will include desired 
qualifications, or even what a test is likely to include.

Occupational Outlook Handbook – “Nature of the Work” and “Training, Other 

Qualifications, and Advancement” sections usually have useful info about what might 

show up on the test.  Also, look at bottom of entry for lists of organizations and 
associations (usually including a URL) of people doing this kind of work who can be 
contacted.  
The online version is great! (http://www.bls.gov/oco/home.htm ).

Library Catalog – We often have items on associated skills, i.e. not much on “Account 

Clerk”?  Look for accounting or bookkeeping.  As with searching the Internet, try 

different keywords until something works.

Internet – There’s a lot out there for some jobs.  For example, ALA and other library 

organizations have lots of info about Library Assistants!
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