Presidential Management Fellows (PMF) Program
Assessment Preparation Guide for Nominees

The PMF Assessment Battery is the next step, following nomination by your school's Nomination Official for the
PMF Program, towards being selected as a Finalist. The U.S. Office of Personnel Management (OPM)
administers the assessment process during which you will be evaluated on critical thinking skills, life
experiences related to critical OPM leadership competencies, and knowledge of writing fundamentals. This
preparation guide is designed to familiarize you with the assessment process and its key features so that you:

= Know what to expect on the assessments and are prepared to do your best.
= Have a better chance of success.
= Can take the PMF Assessment Battery feeling more confident and at ease.

DISCLAIMER

The sample questions provided are neither practice assessments, nor simulations of actual assessment conditions for
the PMF Assessment Battery. However, they do resemble the actual assessments in style and format. Completing
the sample questions does not ensure an increase in your assessment score or in your aptitude to perform work as a
Presidential Management Fellow. Neither does attending workshops nor studying exam techniques.

Why OPM Assesses Potential PMFs

The PMF Assessment Battery provides a screening process on job-related criteria and allows Finalists to
compete for positions across the Federal Government. PMFs serve in a broad range of positions that will
prepare them to be leaders of tomorrow. Certain skills and abilities like reasoning, making decisions, drawing
conclusions, relating to others, and writing are needed to perform well in these positions. The PMF Assessment
Battery helps identify individuals with important job-related abilities and personal characteristics.

General Test-Taking Tips

1. Geta good night's sleep. To be rested and prepared, it is important to get adequate sleep the night

before you take the assessment.

2. Eat a light, nutritious meal. Although you may be a bit nervous before taking the assessment, it is

important to eat a light and nutritious meal. By doing so, you will increase your energy level.

3. Pay careful attention to all directions before beginning.

4. Answer the easier questions first. Skip questions you find to be very difficult and come back to them

later.

5. For each question, read the entire question and all response options carefully before deciding upon an

answer.

6. If you do not know the answer to a question, eliminate the response options that you know to be

incorrect or probably incorrect and then guess from the remaining response options.

7. For Parts A and C your score is based only on the number of questions you answer correctly. You are
not penalized for answering questions incorrectly. Therefore, you should answer every question, even
guestions that you must guess. Part B questions are scored based on your own experiences related to
the question.

If you finish before time is up in a given assessment part, go back and check your answers.
Ignore any patterns of A’'s, B’s, C's, D’s, or E’s. These correct answer positions are chosen randomly
and there is no way to improve your chances by guessing based on response patterns.

©o®

Contents of the PMF Assessment Battery

There are three assessments in the PMF Assessment Battery: Critical Thinking Skills, Life Experience, and
Writing Fundamentals. Each assessment is timed. The table below provides the approximate number of items
and time allowed for each assessment part.

Assessment Part Number of ltems Time Allowed
A. Critical Thinking Skills 42 50 minutes
B. Life Experience 125 45 minutes
C. Writing Fundamentals 40 70 minutes
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Preparing for the PMF Assessment Battery
Descriptions for each assessment part, including instructions, sample questions, and explanations of each
correct response, are described in the sections that follow.

Part A. Critical Thinking Skills Assessment

The Critical Thinking Skills Assessment requires you to read through a series of scenarios relevant to PMF work
and respond to a series of multiple-choice questions. Thinking skills, such as decision-making, problem solving,
and reasoning, are of critical importance for successful performance in PMF positions throughout the Federal
Government. In this section of the preparation guide, you will read useful information about applying thinking
skills on the job and doing your best on the Critical Thinking Skills Assessment.

The questions in the Critical Thinking Skills Assessment are designed to measure your ability to understand
complicated situations and to derive correct conclusions from them. The kind of thinking that these questions
ask you to do is the kind of thinking that PMFs have to do when planning and implementing projects, dealing
with issues that arise, and interacting with colleagues and agency leaders.

The assessment asks you to make logical conclusions based on facts you are given about workplace situations.
These conclusions need to be based only on the facts given about the situation. Therefore, answering correctly
requires careful reading and focused thought about what information is given and what information is not given
about the situation.

Part A Sample Questions

Three sample questions are provided in this guide to assist you in preparing for the Critical Thinking Skills
Assessment. The target situations included as part of these sample questions are similar to those found in the
actual Critical Thinking Skills Assessment. Each situation has five questions. Read the situation carefully and
then record your answer to each question. Compare your answers to the answers and explanations that we
have provided for you below. You will receive the most benefit from the sample questions if you first record your
answers before examining the answers and explanations.

In the Critical Thinking Skills Assessment, you are asked to indicate whether each conclusion is true or false or
whether you have insufficient information to make a determination. Selecting the “insufficient information”
response is not a sign that you are unable either to be a PMF, to make critical decisions, or to make decisions
under fire. Choosing “insufficient information” means that you recognize that you would need to gather more
information to know for sure if the conclusion is true or false. These types of situations occur frequently in real
life. For example, you often have insufficient information to make a decision when you must first speak with
your boss, check a database, call another agency, or check with colleagues before you make an informed
decision.

Sample Situation 1
The following passage describes a set of facts. The passage is followed by five conclusions. Read the passage
and then evaluate each conclusion against the following three options:

A) true, which means that you can infer the conclusion from the facts given

B) false, which means that the conclusion cannot be true given the facts

C) insufficient information, which means that there is insufficient information for you to determine whether the
conclusion is true or false.

Federal Agency X is responsible for monitoring unfair employment practices across the Federal Government.
During the second week of March, there was a marked increase in reported cases of unfair employment
practices in Federal Agencies. The second week alone accounted for 75% of the entire reported total of 120
unfair employment practices cases that month. There was also a dramatic increase in the number of
investigations resulting in legal action. In fact, for the preceding six months, whenever there had been an
increase in reported cases of unfair employment practices, there had also been an increase in the number of
employment applications submitted and an increase in the number of investigations resulting in legal action.
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However, during the first week of April, when over 50% of the month’s 180 unfair employment practices cases
occurred, there were only a few reported investigations resulting in legal action.

Situation 1 Questions:

1) For the preceding six months, whenever there had been a decrease in reported unfair employment practices
cases, there has also been a decrease in the number of employment applications submitted and in
investigations resulting in legal action.

2) In May, there will be more than 180 unfair employment practices cases across the Federal Government.
3) During the second week of March, most of the unfair employment practices cases for the month occurred.
4) Reported cases of unfair employment practices increased throughout the month of March.

5) Past experience has shown that whenever there has been an increase in investigations resulting in legal
action, there has also been an increase in unfair employment practices cases.

Sample Situation 2
The following passage describes a set of facts. The passage is followed by five conclusions. Read the passage
and then evaluate each conclusion against the following three options:

A) true, which means that you can infer the conclusion from the facts given

B) false, which means that the conclusion cannot be true given the facts

C) insufficient information, which means that there is insufficient information for you to determine whether the
conclusion is true or false.

Federal Agency Y is responsible for printing public information brochures. Whenever there is a sustained
increase in print jobs during the evening shift, Agency Y will activate its Emergency Overflow Team. If an
Emergency Overflow Team is activated, two employees from the day shift and two employees from the midnight
shift will be assigned to a 5 p.m. to 1 a.m. shift. Their tour of duty will start at the beginning of the next pay
period. These employees will be rotated back to their regularly assigned shift after the pay period is over. All
volunteers for this team must contact the Supervisor in Charge (SIC) before the schedules are made for the
following pay period. Because many employees on the day shift are committed to community outreach projects
for the next pay period, the SIC expects that most volunteers for the first pay period after an Emergency
Overflow Team is activated will be from the midnight shift. Most employees, regardless of their normal shift,
prefer to work on these Emergency Overflow Teams when they do not conflict with other commitments.

Situation 2 Questions:
6) There are probably some employees on the day shift who would like to volunteer for the Emergency Overflow
Team for the pay period immediately following its implementation but do not.

7) If Agency Y has not activated an Emergency Overflow Team, then there has been no sustained increase in
print jobs during the evening shift.

8) There will be some employees from the day shift who are available to volunteer for the Emergency Overflow
Team for the pay period immediately following its activation.

9) When an Emergency Overflow Team is activated, all employees will probably contact the SIC before the
beginning of the next pay period.

10) The SIC at Agency Y expects that most of the volunteers for the Emergency Overflow Team for the pay
period immediately following its activation will be from the day shift.

Sample Situation 3
The following passage describes a set of facts. The passage is followed by five conclusions. Read the passage
and then evaluate each conclusion against the following three options:
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A) true, which means that you can infer the conclusion from the facts given

B) false, which means that the conclusion cannot be true given the facts

C) insufficient information, which means that there is insufficient information for you to determine whether the
conclusion is true or false.

In Unit Z, the supervisor is responsible for scheduling progress reviews for all 22 of her employees. The
employees work in shifts. To complete all reviews without depleting staff resources during the 4 p.m. shift, she
will schedule all reviews to start between the hours of 8 a.m. and 2 p.m. while employees are on the day shift.
For the next three months, half of the employees will be available for appointments during these hours. Three
employees, Ms. Smith, Ms. Ruiz, and Mr. Jones are currently on special assignments that will last for the next
three months and will not be available during that time. In Unit Z, an employee must be on assigned regular
duty in order to be scheduled for a progress review. The supervisor has been able to schedule all progress
reviews to be completed within six months.

Situation 3 Questions:
11) At least fourteen employees are not available to be scheduled for progress reviews during the next three
months.

12) Ms. Smith, Ms. Ruiz, and Mr. Jones are not scheduled to work the day shift at any time during the three
months after they have returned to regular duty in Unit Z.

13) One half of the employees in Unit Z are not currently assigned to the day shift.
14) All 22 employees in Unit Z will be on assigned regular duty at some point during the next six months.

15) It is not true that some reviews are scheduled to start before 8 a.m. or after 2 p.m.
Analysis of Part A Sample Situations
Situation 1

1. Correct Answer: C (Insufficient Information)

The paragraph does not tell us about what happens when there has been a decrease in reported cases of unfair
employment practices. Therefore, the statement that there has also been a decrease in the number of
employment applications submitted and in the number of investigations resulting in legal action whenever there
has been a decrease in reported cases of unfair employment practices cannot be evaluated. Question 1 should
be answered “C (Insufficient Information)” because there is insufficient information available to judge this
statement as true or false.

2. Correct Answer: C (Insufficient Information)

The second sentence tells us that there were 120 unfair employment practices cases in March and the fifth
sentence tells us that there were 180 unfair employment practices cases in April. However, no information is
provided about unfair employment practices cases in May. It is not possible to determine from the information
provided that the unfair employment practices cases in May will be more than those in April. Question 2 states
that there will be more than 180 unfair employment practices cases in May. Since no information is provided
about unfair employment practices cases in May, there is insufficient information to decide if question 2 is true or
false.

3. Correct Answer: A (True)

The first two sentences tell us that 75% of the 120 unfair employment practices cases reported in March were
reported during the second week of March. Question 3 states that most of the unfair employment practices
cases for the month occurred during the second week. Since 75% is more than 50%, it is true that most of the
cases occurred during the second week.
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4. Correct Answer: B (False)

The second sentence tells us that 75% of the reported cases of unfair employment practices in March occurred
during the second week. Since more than half of the cases occurred during the first half of the month, it is not
possible for the unfair employment practices cases to have increased throughout the month of March. Since
this is not possible, question 4 is false.

5. Correct Answer: C (Insufficient Information)

The fourth sentence tells us that, in the preceding six months, whenever there has been an increase in reported
cases of unfair employment practices, there had also been an increase in the number of employment
applications submitted and an increase in the number of investigations resulting in legal action. Question 5
states that whenever there has been an increase in the number of investigations resulting in legal action, there
has also been an increase in reported cases of unfair employment practices. The fourth sentence tells us about
all instances in the past six months of reported increases in unfair employment practices cases, but only tells us
about investigations resulting in legal action when there was a reported increase in cases of unfair employment
practices. It is possible that there are instances of increased investigations resulting in legal action when there
was no corresponding increase in reported cases of unfair employment practices. Therefore, there is
insufficient information to draw the conclusion given in question 5.

Situation 2

6. Correct Answer: A (True)

Sentence 6 tells us that many employees on the day shift are committed to community outreach projects for the
next pay period. Sentence 7 tells us that most employees prefer to work on these Emergency Overflow Teams
when they do not conflict with other commitments. Since many employees on the day shift do have other
commitments for the next pay period, it is likely that there are some employees who would like to volunteer for
the Emergency Overflow Team but do not. Question 6 states that there are probably some employees on the
day shift who would like to volunteer for the Emergency Overflow Team for the next pay period but do not.
Since this is true, question 6 is true.

7. Correct Answer: A (True)

The first sentence tells us that whenever there is a sustained increase in print jobs during the evening shift,
Agency Y will activate its Emergency Overflow Team. This means that if Agency Y has not activated its
Emergency Overflow Team, then there has not been a sustained increase in print jobs during the evening shift.
Question 7 states this conclusion and so question 7 is true.

8. Correct Answer: C (Insufficient Information)

Sentence 6 tells us that many employees on the day shift are committed to community outreach projects. Itis
also possible that other factors could make an employee unable to volunteer to work on the Emergency
Overflow Team that are not mentioned in the paragraph (such as scheduled annual leave, for example). This
means that from the information given in the paragraph, we do not know if there are any employees on the day
shift who can volunteer to work on the Emergency Overflow Team. Question 13 states that there will be some
employees from the day shift who are available to volunteer for the Emergency Overflow Team. We cannot
determine whether this statement is true, and so question 13 should be answered insufficient information.

9. Correct Answer: B (False)

The fifth sentence tells us that all volunteers for the team must contact the SIC. Sentence 6 tells us that many
employees on the day shift are committed to community outreach projects for the next pay period and would
probably not be able to volunteer. Question 9 states that all employees will probably contact the SIC before the
beginning of the next pay period. Since only employees who are volunteering would contact the SIC, and
probably not all employees would volunteer because of other commitments, question 9 is false.

10. Correct Answer: B (False)

The sixth sentence tells us that the SIC expects most volunteers for the Emergency Overflow Team to be from
the midnight shift. Question 10 states that the SIC expects most volunteers for the Emergency Overflow Team
will be from the day shift. Since this is not true, question 10 is false.
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Situation 3

11. Correct Answer: B (False)

The first sentence tells us that there are 22 employees in Unit Z and the third sentence tells us that half of the
employees will be available for appointments during the next three months. This means that 11 employees are
available and 11 employees are not available for appointments during the next three months. Question 16
states that at least fourteen employees are not available for appointments during the next three months. Since
this is not true, question 11 is false.

12. Correct Answer: B (False)

Sentence 2 tells us that all reviews will be scheduled during the day shift. Sentence 5 tells us that an employee
must be on assigned regular duty in order to be scheduled for a progress review. Taken together, these
statements mean that Ms. Smith, Ms. Ruiz, and Mr. Jones are not available for a review in the next three
months. Sentence 6 tells us that all reviews were scheduled in the next six months. This means that inspectors
Smith, Ruiz, and Jones must be scheduled to work the day shift some time during the three months after they
return to regular duty. Question 12 states that employees Smith, Ruiz, and Jones are not scheduled to work the
day shift any time during the three months after they return to regular duty. This must be false because, if it
were true, then Smith, Ruiz, and Jones could not have been scheduled for progress reviews during the three
months after they returned to regular duty.

13. Correct Answer: C (Insufficient Information)

The second sentence tells us that all reviews will be scheduled on the day shift. The first sentence tells us that
there are 22 employees and the third sentence tells us that half of the employees will be available for
appointments during the next three months. This means that 11 employees are or will be on the day shift during
the next three months. We are not given information about how many employees are currently on the day shift.
Question 13 states that one half (11) of the employees are not currently assigned to the day shift. Since we
cannot know this from the paragraph, there is insufficient information to conclude if question 13 is true or false.

14. Correct Answer: A (True)

Sentence 5 tells us that all reviews will be scheduled while employees are on assigned regular duty. Sentence
6 tells us that all of the employees were scheduled for reviews within six months. Therefore, all employees will
be on assigned regular duty during the next six months. Since question 14 states that all employees will be on
assigned regular duty at some point during the next six months, question 19 is true.

15. Correct Answer: A (True)

Sentence 2 tells us that all reviews will be scheduled to start between the hours of 8 a.m. and 2 p.m. Since all
of the reviews will be scheduled between 8 a.m. and 2 p.m., it cannot be the case that any of the reviews are
before 8 a.m. or after 2 p.m. Since question 15 states that it is not the case that some reviews are scheduled to
start before 8 a.m. or after 2 p.m., question 15 is true.

Preparing for the Critical Thinking Skills Assessment

The following section will give you some suggestions about how to approach the Critical Thinking Skills
Assessment and some information that will help you further develop your reasoning skills.

Reading the Paragraph

Every paragraph in the assessment is drawn from an incident that is relevant to PMFs. There may be facts in a
paragraph that do not actually apply to every part of a Federal agency or that may not always be true
everywhere. In any case, it is important for assessment purposes that you accept every fact in the paragraph
as true. Remember that, in this part of the assessment, you are not being judged on job knowledge but rather
on your ability to reason on the basis of given facts.
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Reasoning About Groups

Sometimes the decisions that you make are based on information concerning things that can be grouped or
categorized and on your knowledge of how the groupings or categories themselves are related. The decision
that you need to make may concern only two categories or may concern several categories. Below you will
read about statements in which groups are related by the terms “all,” “none,” and “some.”

What To Do With “All” Statements

A statement about two groups that begins with the words “all” or “every” gives you information about how the
two groups are related. Such a statement tells you that this relationship consists of the total inclusion of one
group in another. For example, in the statement, “All the books on this set of shelves are about tax law,” the
group made up of “the books on this set of shelves” is totally included in the group made up of “books about tax
law.”

When people jump to conclusions, they have most likely misinterpreted a statement beginning with “all.” For
example, from the statement “All the books on this set of shelves are about tax law,” you might be tempted to
conclude that all of the office library’s books on tax law were on that set of shelves, but this conclusion is
unsupported and might be wrong. The books on those shelves might only be part of the entire group of books
on tax law. The sentence does NOT provide information on whether or not there are other tax law books that
are placed elsewhere in the office library. Therefore, you have insufficient information to determine whether or
not all of the office library’s books on tax law were on that set of shelves.

That all the members of one group are also members of a second group is NOT a sure sign that all the
members of the second group are also members of the first group. “Every employee at this meeting conducts
interviews on Monday” is not a sure sign that “all the employees who conduct interviews on Monday are at this
meeting.” “All funding reports have been sent to Headquarters” is not a sure sign that “all of the reports sent to
Headquarters are funding reports.”

On the other hand, when all the members of the first group are members of the second group, at least some
members of the second group must also be members of the first group. For example, based on the fact that all
of the tables in my house are made of wood, it must be true that (at least) some pieces of furniture in my house
that are made of wood are tables. Based on the fact that all of Office X’s vehicles that are under repair are in
this garage, it must be true that (at least) some of the vehicles in this garage are from the Office X. Based on
the fact that all of John’s cases are unfair employment practices cases, it must be true that (at least) some of the
unfair employment practices cases are being conducted by John.

It is also important to keep in mind that when all the members of one group are also members of a second
group, it cannot be the case that some members of the first group are not members of the second group. It also
cannot be the case that no members of the first group are members of the second group. If we know that “all
training on new applications is conducted by the training coordinator” we also know that the statements “some
training on new applications is not conducted by the training coordinator” and “no training on new applications is
conducted by the training coordinator” are false. If we know that “all funds are recorded daily,” we also know
that the statements “some funds are not recorded daily” and “no funds are recorded daily” are false.

What To Do With “None” and “Not” Statements

Learning that something is NOT true is useful information. For example, you may learn that one group or
category of things is NOT part of another group or category of things. Here, you can draw conclusions about
either group as it relates to the other since you can count on the fact that the two groups have no members in
common. If you can say “no reptiles are warm-blooded,” you can also say “no warm-blooded creatures are
reptiles” because you know that the first statement means that there is no overlap between the two groups. You
can also say that the statements “all reptiles are warm-blooded,” “some reptiles are warm-blooded,” “all warm-
blooded creatures are reptiles,” and “some warm-blooded creatures are reptiles” are all false. If you know that
“none of those deported aliens were Mexican,” you also know that the statements “all of those deported aliens
were Mexican” and “some of those deported aliens were Mexican” are false. As you can see from these
examples, disproved facts provide a great deal of information.

Many judgments are based on disproved or negative facts. As in real-life, in the Critical Thinking Skills
Assessment, you will see phrases or terms such as “It is not the case that” or “Not all of the” or words that begin
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with the prefix “non-". All of these phrasings are ways to say that a negative fact has been established. Pay
special attention to the entire statement that establishes a negative fact. “It is not the case that those applicants
are graduate students” means “none of those applicants are graduate students.” “It is not the case that some of
those applicants are graduate students” also means “none of those applicants are graduate students.”
However, “it is not the case that all of those applicants are graduate students” only means “some of those
applicants are not graduate students” and provides insufficient information to determine whether or not the
statement “none of those applicants are graduate students” is true.

Sometimes, our speech habits can cause us to jump to conclusions. Most people would not make a statement
such as “Some of the pizza has no pepperoni” unless they are trying to suggest at the same time that some of
the pizza does have pepperoni. By contrast, a detective might make a statement such as “some of the
bloodstains were not human blood” simply because only part of the samples had come back from the laboratory.
The detective is trying to suggest that at least some of the bloodstains were not human blood. The rest of the
bloodstains might or might not be human; there is insufficient information to make a determination. As you take
the assessment, think about each negative phrase or term you find. Take care to assume only as much as is
definitely indicated by the facts as given, and no more.

Reasoning About Parts of a Group

The quantifying term “some” refers to a subset or subgroup of a larger set or group. For example, in the
statement “some employees are taking that training course,” “some employees” refers to a portion of the set of
all employees. You should note, however, that the fact that we know that “some employees are taking that
training course” implies nothing about the remaining portion of the set of employees; other employees may or
may not be taking the training course. From the statement that “some employees are taking that training
course,” we simply cannot infer anything about the remaining employees. There is insufficient information to
determine if all employees are taking the training course or if some employees are not taking the training
course. Unless information is provided in the paragraph to the contrary, you should treat “some” as meaning “at
least some.”

Statements that refer to a portion of a set may contain other quantifiers such as “most”, “a few,” “almost all,” or a
percent, such as 70%. Also, as discussed in the previous section, they can be negative, as in “Many employees
are not fluent in French.” Remember, from this statement you may be tempted to infer that there are at least a
few employees who are fluent in French, but that would be jumping to a conclusion. From this statement alone,
you do not know about the entire set of employees and whether or not they are fluent in French. In this and
similar cases, you should remember that the quantifier restricts the given information to a part of the group and
that from this information on part of the group you cannot infer anything about the rest of the group.
Unfortunately, costly errors can be made by neglecting this principle of sound reasoning. As we said earlier,
when all the members of one group are also members of a second group, (at least) some members of the
second group must also be members of the first group. It is also true that when a portion of the members of one
group are also members of a second group, (at least) some members of the second group must also be
members of the first group.

For example, based on the fact that some of this office’s supervisors are in the meeting, it must also be true that
some of the people in the meeting are supervisors from this office. If it is true that many of the award-winning
employees are from this office, then it must also be true that some employees from this office were award
winners. If it is true that almost all of the computers that are used at this office are laptop computers, then it
must also be true that some laptop computers are being used at this office.

Sometimes statements about parts of a set are made using the term “only.” For example, “only some of the
employees are fluent in French.” This statement means “some employees are fluent in French, and some are
not.” When “only” is used in this way, you have information about both parts of the entire group of employees:
the part that is fluent in French and the part that is not.

The use of percentages also describes all of the parts of a group. For example, the statement “of all employees,
30% are fluent in French” describes the complete set of employees. From this statement, you can conclude
both that 30% of the employees are fluent in French and that 70% of the employees are not fluent in French.
From the statement, “of all employees, only 30% are fluent in French,” you can still conclude that 30% of the
employees are fluent in French and 70% are not. The use of percentages describes all the parts of a group
whether or not “only” is used.
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When you see a paragraph describing parts of a group, read the paragraph carefully to see if that description is
based on knowledge of the entire group or only on knowledge of part of the group.

Reasoning About Linked Events (“If-Then” Statements)

We are all familiar with the idea of a chain of events in which one thing leads to another thing, which in turn
leads to a third thing, and so on. For example, “if a person is convicted of possession of a gram of marijuana in
Aker County, that person is guilty of a misdemeanor, and persons found guilty of a misdemeanor in Aker County
are fined by the court.” A chain of events supports reasoning backward and forward along the chain.

Reasoning forward means that when the first thing happens, the later events will follow. For example, if you
learn that Bill is guilty of a misdemeanor in Aker County, you know that Bill will be fined by the court. Reasoning
backward means that the absence of later events suggests that the earlier events did not occur. For example, if
you know that Bill has never been fined by the court in Aker County, you know that he has not been found guilty
of a misdemeanor there. Furthermore, by reasoning backward from the fact that Bill has not been found guilty
of a misdemeanor in Aker County, you know that he has never been convicted of possession of a gram of
marijuana there.

The wording we typically use to indicate this kind of linkage between events includes the simple “if-then”
statement in which the one event that precedes the other is tagged by “if” and the one that follows is tagged by
“then.” An example would be the sentence “if Mr. Ramirez gets assigned to the Bike Patrol, then the Bike Patrol
will need additional equipment.” We also use the same language to describe linked events that have occurred
in the past. An example of that structure would be the statement “if there are tracks in the ground, then an
animal passed through this area.” In this statement, the latter part describes an event that must have occurred
in the past in order for the tracks to be present.

There is more than one way of wording the if-then relationship between statements. When a sentence starts
with the word “whenever,” it means that a linkage of statements is being described: for example, “whenever |
wear my identification badge, | represent the Department.” The phrases “each time” or “every time” mean the
same thing; for example, “every time there is a power surge, my computer switches off.”

You can infer important information by reasoning backwards. For example, from the statement “when someone
gets convicted of a third DUI in Aker County, that person goes to jail,” you can determine the truth of the
statement “a person who has not been sent to jail has not been convicted of a third DUI in Aker County.” The
absence of the latter event (being sent to jail) is a sure sign that the first event (convicted of a third DUI in Aker
County) did not happen.

However, the absence of the first event is NOT a sure sign that the latter event did not occur; someone who has
not been convicted of a third DUI could be sent to jail for some conviction other than a third DUI. If we only
know that the first event did not occur, we have insufficient information to determine whether or not the latter
event occurred. Moreover, the presence of the latter event is NOT a sure sign that the first event occurred;
someone in jail could have been sent there for being convicted of something other than a third DUI. If we only
know that the latter event occurred, we have insufficient information to determine whether or not the first event
occurred.

We introduced if-then statements by talking about a chain of events because the idea of a chain of events helps
to demonstrate how the if-then statement works. However, as you may have noticed, not all of the examples
were about two events. For example, “an animal passed through this area” is a statement about an event, but
“there are tracks on the ground” describes the present condition of the ground, it does not refer to an event.
This brings us to an advanced point that will refine your thinking about if-then statements. If-then statements
connect two statements together, not two events. The two statements may both be about events, but it may be
the case that neither statement refers to an event. In order to master the if-then statement, you must
understand how to reason forward and backward about statements that are connected by if-then.

Finally, it is extremely important to pay close attention to the use of the word “only.” Consider the sentence “the
safe will open if this key is used.” The first statement is “this key is used,” and the latter is “the safe will open.”
From this sentence it is true that “if Bill uses this key, the safe will open” (by reasoning forward) and that “if the
safe does not open, Bill did not use this key” (by reasoning backward). Now consider the sentence “the safe will
open only if this key is used.” Unlike the first sentence, here the first statement is “the safe will open,” and the
latter is “this key is used.” From this sentence it is true that “if Bill does not use this key, the safe will not open”
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(by reasoning backward) and that “if the safe is open, Bill used this key” (by reasoning forward). Finally, a
sentence such as “The safe will open if and only if this key is used” is a very strong sentence which means that
there is just one way to open the safe -- with this key. This sentence is actually just a condensed sentence of
the following two sentences: “the safe will open if this key is used” and “the safe will open only if this key is
used.”

Reasoning With Probabilities

Some of the questions in the Critical Thinking Skills Assessment require you to determine the probability that an
event will occur. You can determine a probability when you have definite information about a group. For
example, if you know that 60% of all supervisors have taken the Leadership Development Center’s Basic
Supervision course, then you can conclude that any particular supervisor has a 60% chance of having taken the
course. You can also conclude that any particular supervisor has a 40% chance of not having taken the course.
However, there is insufficient information about the entire set of people who have taken the course to determine
either the probability that a person who has taken the course is a supervisor or the probability that a person who
has taken the course is not a supervisor.

Here is another example. If you know that 55% of the employees in this unit are assigned to special
assignments, then you can conclude that any particular employee in this unit has a 55% chance of having been
assigned to a special assignment. You can also conclude that any particular employee in this unit has a 45%
chance of not having been assigned to a special assignment.

Continuing with the above example, there is insufficient information about the entire set of employees to
determine the probability that an employee who has been assigned to a special detail is an employee in this
unit. Therefore, an assessment question such as, “if Mr. Jones has been assigned to a special assignment,
then Mr. Jones is an employee in this unit, with a probability of 55%” should be answered “insufficient
information.”

A Few Final Cautions About Wording

There are assessment preparation classes offered by private firms in some parts of the country. In some of
these courses, students are advised against choosing any answer in an assessment of thinking skills if the
answer starts with the word “all” or the word “none.” This is supposed to be useful advice because it is believed
that most correct answers strike a balance between extremes and usually do not cover subjects that can be
summarized in sentences beginning with “all” or “none.” If you have heard this advice before, you should ignore
it for this assessment. “All” and “none” are valid quantifiers that occur in real-life situations and, consequently,
you will be asked to work with them in this assessment.

In general, you should pay special attention to any words that provide information on categories or on linked
events. This includes a wide range of negative words (such as “seldom” or “never” or “illegal” or “prohibited”)
and negative prefixes (such as “non-", “un-", or “dis-"). It also includes positive words (such as “all” or “some” or
“most” or “always”). You should also watch for connectors, such as “whenever” or “unless” or “except,” since

these words sometimes contain key information about the relationships among the facts given in the paragraph.

English is a language that ordinarily uses single negatives. The word “not,” by itself, does the job of making a
formal English sentence into its opposite: the opposite of “That bird is an eagle” is “That bird is not an eagle.”
When an English sentence has two negatives, the sentence has a positive meaning. For example, a sentence
that reads “This applicant is not unworthy” means that the application is worthy. The statement “the bell rang”
could be stated “it is not the case that the bell did not ring.” The statement “almost all of these convicts are able
to be paroled” could be stated “almost none of these convicts are unable to be paroled.”

Remember These Tips When Taking the Critical Thinking Skills Assessment

1. Do NOT use any outside factual information to reach your conclusion. Work exclusively with the information
provided.

2. If you run out of time, guess. No points are deducted for incorrect responses.

3. Ignore any patterns of A’s, B’s, or C’s on your answer sheet. These correct answer positions are chosen
randomly and there is no way to improve your chances by guessing based on an answer sheet pattern.
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Part B. Life Experiences Assessment

The Life Experience Assessment contains questions involving work- and education-related experiences. In this
assessment you will be instructed to select one answer from among the alternatives presented. Some
guestions will ask you to consider your experience in working with and relating to others in a work setting. If you
are not currently employed then you will be instructed to answer questions based on experiences you may have
had in previous jobs, or in your academic pursuits. No special training or experience is required to answer these
guestions.

When completing this assessment, remember:
= Do not skip questions; it is in your best interest to answer every question.
= Aresponse of “l don’t know” means that you would expect the other person not to know or to have no
basis for making a judgment if asked to describe you.
= The term “peer” refers to co-workers, classmates, or other close associates.

Please note that your responses are subject to verification and deliberate attempts to falsify information may be
grounds for not being selected or for being dismissed after beginning work.

Part B Sample Questions
Two sample questions are provided below to give you an idea of the type of questions you will encounter when
completing the Life Experiences Assessment.

Sample Question 1. In the past when | have given a speech or presentation, | was likely to have prepared
ahead of time:

A) much less than others did

B) less than others did

C) about the same as others did
D) more than others did

E) much more than others did

Sample Question 2. When working as a member of a team, | prefer to:

A) do less complex tasks

B) keep a low profile

C) always take the lead

D) take on challenging tasks but not take the lead
E) take the lead at times

Note: There are no correct responses listed for the Life Experience sample questions because answers to
these questions will depend on your individual experiences, preferences, and opinions.

Part C. Writing Fundamentals Assessment

The Writing Fundamentals Assessment requires you to read samples of writing (i.e., documents) and respond to
several multiple-choice items that assess basic elements of writing ability. Superior written communication skills
are critical for being an effective leader or manager. Accordingly, the questions in this exercise measure your
ability to communicate in writing using proper grammar and syntax in an organized, accurate, and concise
manner, arranging, emphasizing, and choosing words, and information appropriate to the purpose of the
communication. More specifically, all questions on this assessment are related to and measure one of four
dimensions of written communication: (1) grammar and punctuation, (2) organization, (3) sentence structure,
and (4) style.

You should carefully review each document and answer the questions associated with it. In answering each
guestion, be sure to carefully read the question stem and review each response option provided.
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Each question in the Writing Fundamentals Assessment is independent of all other questions on the
assessment (for example, you should not base your answer to one question on information presented in another
guestion or on other information presented in the document, unless otherwise instructed). Errors have
purposely been inserted into the text of the documents. For example, some documents may have incorrect or
missing punctuation, sentences or paragraphs out of order, or sentences with blanks inserted in which you will
be asked to fill in the blank. Each of the documents included in the assessment represents various styles of
writing (for example, a letter, a flyer) and serves a different purpose.

You should select the best answer from among the alternatives provided. Your score on this exercise is based
on the number of questions answered correctly. There is no penalty for guessing. Therefore, it is to your
advantage to answer every question that you can, even if you are not sure of the correct answer.

Part C Sample Questions

Four sample questions are provided on the following pages to give you an idea of the type of questions you will
encounter when completing the Writing Fundamentals Assessment. As with the actual Writing Fundamentals
Assessment, the sample questions are linked to a specific document -- in this case a memorandum.

Writing Assessment Sample Document and Questions

INTERAGENCY MEMORANDUM

TO: ALL EMPLOYEES

FROM: OCSCAR P. MARTIN, CHIEF OF SECURITY
SUBJECT: NEW EMPLOYEE IDENTIFICATION BADGES
DATE: JANUARY 8, 2007

WAs part of the federal government's plan to increase the security of all Federal buildings, new 1D
badges will now be required for all Customer Service Administration employees. ®The new badges
contain sensors that are scanned when employees enter and exit the building and will increase
security in two major ways. ®First, creating counterfiet ID badges is difficult, as one would have to
replicate the special sensors contained in the badge. “”Second, each time a badge is scanned, a
picture of the employee will appear on a screen in the security guard station. ®This will enable
security to compare this picture to the person using the badge and help prevent any unauthorized
individuals from entering the building. ©®All Customer Service Administration employees are required
to report to the Security Center (Room 102) no later than January 22, 2007 to obtain a new ID badge.
(Beginning on January 23", employees without new badges will not be permitted to enter the
building. ®If you fail to obtain your new badge prior to this date, you will be required to schedule an
appointment with the Security Center to get a new badge prior to returning to work. ©All employees
needs to obtain his/her own badge since one employee will not be allowed to pick up another
employee’s badge. ““Please join us in continuing to keep our building safe. “If you have any
questions or concerns, please contact Oscar P. Martin at Oscar.Martin@csa.gov or at 555-5555.
12please note that Oscar will be on vacation January 10, 2007 — January 18, 2007.

Sample Questions:
1. Which of the following sentences contains an error?

Sentence 1
Sentence 3
Sentence 4
Sentence 5

Cow>»
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2. Which of the following sentences has incorrect subject-verb agreement?

A. Sentence 2
B. Sentence 5
C. Sentence 6
D. Sentence 9

3. Where is the most appropriate place to break the text into paragraphs?

After sentence 2

After sentence 5 and sentence 9
After sentence 6

After sentence 6 and sentence 10

OCOw>»

4. Which of the following sentences is least relevant to the overall purpose of the document?

Sentence 8
Sentence 9
Sentence 11
Sentence 12

OCow>»

Analysis of Part C Sample Questions

1. Correct Answer: B (Sentence 3)

In Sentence 3, the word “counterfeit” is spelled wrong. Sentence 1 is a good, straightforward sentence with one
introductory phrase correctly set off by a comma. Sentence 4 is a good, straightforward sentence with one
introductory word. “Each time a badge is scanned” is a phrase that would go into the predicate as a modifier of
the verb “will appear” in the simplest construction, but moving it to the beginning of the sentence adds variety. It
is definitely not incorrect to do this, and the commas that set the phrase off are correctly placed at each end of
the phrase. “Each time a badge is scanned” modifies the verb because it tells when the picture “will appear.”
Finally, Sentence 5 is a compound sentence constructed and punctuated properly with proper subject-verb
agreement.

2. Correct Answer: D (Sentence 9)

In Sentence 9, the subject and verb do not agree in number because there is a plural subject (employees) with a
singular verb (needs). Sentence 2 has correct subject-verb agreement, because it has a plural subject (badges)
and verb (contain). Sentence 5 has correct subject-verb agreement, because the verb (will enable) works with
either singular or plural subjects.

Sentence 6 has correct subject-verb agreement, because it has a plural subject (employees) and verb (are).

3. Correct Answer: B (After Sentence 5 and Sentence 9)

“After sentence 5” is correct, because the focus changes from special sensors contained in the badges to how
to obtain the new badges. “After sentence 9” is correct, because the focus changes from picking up badges to
keeping the building safe. “After sentence 2" is incorrect, because sentences 3 and 4 should remain in the
same paragraph as sentence 2. These sentences elaborate on the thought expressed in sentence 2 and
therefore should remain in one paragraph. “After sentence 6” is incorrect, because sentences 6 and 7 both
focus on obtaining the badges and therefore should not be split as it is one thought. “After sentence 6 and
sentence 10" is incorrect. “After sentence 6” is incorrect for the reason already stated. “After sentence 10" is
incorrect, because sentences 9 and 10 focus on two different thoughts (obtaining badge and keeping building
safe) and should not be included in same paragraph.

4. Correct Answer: D (Sentence 12)

Sentence 12 is the least relevant sentence. Knowing whether Oscar is on vacation is irrelevant to the overall
purpose of the document as it is not necessary to know this information for the readers to obtain their new ID
badge. Sentence 8 is relevant to the overall purpose, because it is necessary for the reader to know the
consequences of not obtaining his or her badge by indicated date. Sentence 9 is relevant, because it is
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necessary for the reader to know that he or she must obtain his or her own badge. Sentence 11 is relevant,
because it is necessary to include this information for follow-up questions about new ID badges.

This concludes the preparation guide. Please be sure to review and follow the instructions in your assessment
notification.
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