Civil Service Test Preparation Workshop



This CSEA members-only test prep workshop is offered to help our members prepare for the NYS Secretary 1 & 2 and Keyboard Specialist 2 exams being given by NYS on April 27 & 28, 2013. The following topics will be covered: 

· Keyboarding Practices (Keyboard Specialist 2 only)

· Supervision (Keyboard Specialist 2 only)

· Office Record Keeping (all exams) BRING A CALCULATOR
· Grammar, usage, punctuation and sentence structure (all exams)

· Preparing Written Material (Secretary 1 & 2 only)

· Office Practices (Secretary 1 & 2 only)
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You can pay with a credit or debit card, but ONLY if you register online! (Requires account activation and sign-in) – follow highlighted instructions at:

http://www.cseainc.org/wi
If you prefer to register by phone, please know that we cannot accept credit cards and you will have to mail in a check or money order.

Call the CSEA WORK Institute at 1-866-478-5548 or (518) 782-4427*

*To register you, we will need your daytime phone number, your email address, and your CSEA ID or SSN (to confirm your membership).  After registration, you will receive information regarding payment.

No refunds will be given unless class is cancelled. 
Can’t make it on this date and time? OUR ONLINE TRAINING COVERS all Of THESE TOPICS and YOU can DO it ANY Time!  TRY A FREE DEMO AT:

www.csealearningcenter.org
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Danny Donchue, President




Saturday April 13, 2013


Keyboard Specialist 2 - 8:30 a.m. – 2 p.m. (1/2 hr. break for lunch)


Secretary 1 & 2 – 10:30 a.m. – 4 p.m. (1/2 hr. break for lunch)


NYS Nurses Association, 11 Cornell Road, Latham, NY 12110


Cost: $15.75. Please prepay by April 5.  Please bring your own food.


For Keyboard Specialist 2 workshop topics, please arrive by 8 a.m. for registration.


For Secretary 1 & 2 workshop topics, please arrive by 10 a.m. for registration


. ***IF YOU ARE TAKING ALL EXAMS, YOU ONLY PAY ONE FEE FOR ALL SESSIONS














