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*Please Note: The year listed on the orientaƟ on guide refers to the year the exam will take 
place. This guide applies both to candidates from the current administraƟ on and make-up 

candidates from an earlier administraƟ on who will be tested in 2025.
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I.  INTRODUCTION

The New Jersey Civil Service Commission (CSC) has prepared this supplemental orientaƟ on guide for promoƟ onal candidates 
who will parƟ cipate in the 2025 Fire Chief Oral Assessment Exercises. The informaƟ on in this guide is designed to help 
candidates beƩ er understand the tesƟ ng process and the types of quesƟ ons they will encounter on the Fire Chief Oral 
Assessment Exercises. We encourage candidates to carefully review this guide and to take advantage of all opportuniƟ es to 
prepare for the exam.

Please note that no study group has been involved in the development or review of CSC exams, and at no Ɵ me has any exam 
material been provided to such groups. AddiƟ onally, the CSC is not responsible for any claims made by study groups or the 
manner in which they represent themselves for adverƟ sement purposes.

II.  PRE-EXAM INFORMATION

A.   Date and LocaƟ on

The Ɵ me-frame to administer the Fire Chief Oral Assessment Exercises is late November 2025. However, in the event there 
are any unforeseen circumstances regarding scheduling, the exam dates may change. The test date, locaƟ on, and report Ɵ me 
will be confi rmed when candidate exam noƟ ces are mailed two to three weeks prior to the test date. 

B.   What Candidates SHOULD Bring to the Exam 

Candidates arriving at the test center should have their noƟ fi caƟ on card and a valid photo I.D. Candidates arriving at the test 
center without their noƟ fi caƟ on card should report directly to Room A with their photo I.D., so that the center supervisor can 
issue them a new card. Candidates arriving at the test center without a valid photo I.D. WILL NOT be admiƩ ed to the exam. 
In addiƟ on, candidates are permiƩ ed to bring highlighters to use during the exam.

C.   What Candidates Should NOT Bring to the Exam 

With the threat of high-tech cheaƟ ng on the rise, possession of electronic devices, such as cell phones, pagers, tablets, PDAs, 
or any photographic/recording equipment, is prohibited at test centers. Candidates who are seen with these devices in the 
test center, even in a power-off  mode, will be disqualifi ed. The device may also be confi scated to ensure that an aƩ empt was 
not made to compromise the tesƟ ng process. In addiƟ on, briefcases and other personal items should not be brought inside 
the test center. The Civil Service Commission is not responsible for any personal items.

D.   Late Policy

Candidates should plan their route to the test center in advance of the test date as soon as the test locaƟ on is made available. 
Candidates are encouraged to arrive early, since candidates arriving late will NOT be admiƩ ed to the exam. 

E.   Americans with DisabiliƟ es Act (ADA) Policy

Candidates who require special assistance or ADA accommodaƟ ons for this exam must check the corresponding box on 
the “Preferences” tab of their online applicaƟ on, regardless of whether or not they have previously been approved for 
accommodaƟ ons with CSC in the past. Candidates who are indicaƟ ng a need for accommodaƟ ons for the fi rst Ɵ me will 
subsequently be contacted with further instrucƟ ons.
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Upon receipt of their exam noƟ ce with the test date, Ɵ me, and locaƟ on informaƟ on, candidates who are already on fi le with 
CSC as being approved for accommodaƟ ons must call (609) 292-4144, extension 1991001, in order to discuss the specifi cs of 
their accommodaƟ on needs for this exam.

F.   Make-Up Policy

According to the New Jersey AdministraƟ ve Code 4A:4-2.9(b), make-up examinaƟ ons for public safety open compeƟ Ɵ ve and 
promoƟ onal examinaƟ ons may only be authorized for the following reasons:

1. DebilitaƟ ng injury or illness requiring an extended convalescent period, provided the candidate submits a doctor’s 
cerƟ fi caƟ on containing a diagnosis and a statement clearly showing that the candidate’s physical condiƟ on precluded 
his or her parƟ cipaƟ on in the examinaƟ on; 

2. Death in the candidate's immediate family as evidenced by a copy of the death cerƟ fi cate;
3. A candidate's wedding which cannot be reasonably changed as evidenced by relevant documentaƟ on;
4. When required for certain persons returning from military service (see N.J.A.C. 4A:4-4.6A); or
5. Error by the Civil Service Commission or AppoinƟ ng Authority.

Make-up requests, with supporƟ ng documentaƟ on, must be submiƩ ed in wriƟ ng within fi ve days of receipt of the test 
noƟ fi caƟ on. However, in situaƟ ons involving an illness, death, or natural disaster that occurs on or immediately before the 
test date, a request for make-up must be made in wriƟ ng no later than fi ve days aŌ er the test date. WriƩ en requests for 
make-up examinaƟ ons should be mailed to: Public Safety Make-up Unit, NJ Civil Service Commission, P.O. Box 310, Trenton, 
NJ 08625-0310.

All make-up requests based on medical grounds must include a New Jersey Civil Service Commission Medical AuthorizaƟ on 
for Make-Up ExaminaƟ ons form (DPF-728), completed by the treaƟ ng physician. This form can be obtained from our website 
at hƩ ps://www.nj.gov/csc/about/publicaƟ ons/forms/pdf/dpf-728.pdf or by contacƟ ng the CSC’s InformaƟ on Center at 
(609) 292-4144.

AddiƟ onally, your treaƟ ng physician must provide a separate detailed leƩ er containing a diagnosis and statement clearly 
indicaƟ ng why your physical condiƟ on will prevent you from taking the examinaƟ on as scheduled. This leƩ er should include 
the date the injury/illness began, the date of your last offi  ce visit, and the earliest date you can take the test. InformaƟ on 
on your leave Ɵ me from work because of your illness/injury should also be included. The documentaƟ on must be on offi  cial 
leƩ erhead, wriƩ en in layman’s terms and legible. If insuffi  cient, unƟ mely, or illegible informaƟ on is provided, your request 
will be denied.

G.  Exam InformaƟ on for Make-Up Candidates

Because of exam security concerns relaƟ ng to the illicit discussion and/or disseminaƟ on of test content, the make-up exam for 
this announcement may not be idenƟ cal to the original exam. It will, however, match the content specifi caƟ ons of the original 
exam as closely as possible. This means that the make-up exam will measure, in equal proporƟ on, the same knowledge 
and/or abiliƟ es that were measured by the original exam. It will also be administered and scored in the same manner as 
the original exam. If a diff erent exam is used for make-up purposes, make-up candidates may be required to obtain or use 
resource material for test preparaƟ on/study purposes that is parƟ cular to the make-up examinaƟ on. 
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III.  EXAM INFORMATION

A.  Exam Development

A job analysis was conducted to idenƟ fy the knowledge and abiliƟ es that are necessary to perform the duƟ es of a Fire Chief. 
A job analysis is the process of criƟ cally examining job components in order to provide a funcƟ onal descripƟ on of a job. 
Based on this job analysis, several work components were idenƟ fi ed, and it is from these work components that a disƟ nct 
examinaƟ on has been developed. During the job analysis, Fire Chief incumbents rated each work component in terms of 
its importance. Exam quesƟ ons will relate to those work components that were determined to be most criƟ cal. These work 
components, which have been translated into test content areas, are shown below along with their relaƟ ve test weights 
(rounded %). The test weights depict the percentage of the test devoted to each content area.

Weight Test Content Test Component
22.36% Supervision - Subordinate Incident

Oral Assessment Exercise

23.28% Fire Department AdministraƟ on
16.78% Finance - Budget PreparaƟ on
21.63% Fire-ground OperaƟ ons Management
15.95% Oral CommunicaƟ on*
100%

* Oral CommunicaƟ on will be tested during each of the four oral assessment exercises and given its own independent score 
for each one. The weight for Oral CommunicaƟ on will be divided equally among the four scenarios. Therefore, each scenario’s 
oral communicaƟ on weight will be 3.9875% (15.95% / 4 = 3.9875%).

B.   PotenƟ al Source Material

Please note that the Civil Service Commission intends to use the book list on a limited basis to develop test items. More 
specifi cally, while the jusƟ fi caƟ on for correct responses may be drawn from materials on the reading list, it is not limited to that 
material. JusƟ fi caƟ on may also be based on the collecƟ ve Fire Service experience of Subject MaƩ er Experts. When jusƟ fi caƟ on 
is based on experience, care is taken to ensure that correct answers do not confl ict with the sources on the reading list.

1. The Fire Chief’s Handbook, 7th EdiƟ on (2015), Edited by Richard A. Marinucci; Publisher: PennWell - (800) 752-9764, 
ISBN-13: 978-159370-262-5

2. Fire Offi  cer’s Handbook of TacƟ cs, 5th EdiƟ on (2019) by John Norman; Publisher. PenWell - (800) 752-9764; ISBN-13: 
978-159370-418-6.

3. Managing Fire and Emergency Services (2012), Edited by Adam K. Thiel & Charles R. Jennings; Publisher: InternaƟ onal 
City/Council Management AssociaƟ on – (770) 280- 4171; ISBN-13: 978-087326-763-2

4. Legal ConsideraƟ ons for Fire & Emergency Services, 4th EdiƟ on (2022), by J. CurƟ s Varone; Publisher: PenWell - (800) 
752-9764, ISBN-13: 978-159370-576-3
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The following are reference booklets wriƩ en by the New Jersey Division of Fire Safety and are included in the Reading/
Reference List. These reference booklets are free and can be viewed/printed at their respecƟ ve web addresses found below:

Public Employees OccupaƟ onal & Health PEOSHA - Booklet 3, New Jersey Division of Fire Safety 
hƩ ps://www.nj.gov/dca/dfs/pdf/Ref%20Booklets/2023%20booklet%203%20NJ%20PEOSH.pdf

Model Fire Dept. Incident Mgmt. Standard OperaƟ ng Guidelines - Booklet 9, New Jersey Division of Fire Safety 
hƩ ps://www.nj.gov/dca/dfs/pdf/Ref%20Booklets/2023%20booklet%209.pdf

New Jersey Personnel Accountability System - Booklet 10, New Jersey Division of Fire Safety 
hƩ ps://www.nj.gov/dca/dfs/pdf/Ref%20Booklets/nj%20personnel%20accountability%20system%20booklet%2010.pdf

Rapid IntervenƟ on Crew Training Guidelines - Booklet 12, New Jersey Division of Fire Safety 
hƩ p://www.nj.gov/dca/divisions/dfs/publicaƟ ons/publicaƟ on/reference_booklet_12.pdf

Although the CSC suggests that candidates review the reading/reference list, preparaƟ on for the examinaƟ on should not 
be restricted to the above reading/reference list. Since the test items will require open-ended responses, candidates will 
also have to rely on the applicaƟ on of knowledge and the applicaƟ on of fi reground technical, administraƟ ve, budgetary, and 
supervisory principles.

C.   Oral Assessment Process/Scoring

On the day of exam administraƟ on, candidates with morning report Ɵ mes will check-in and have the exercises administered 
to them. When fi nished, the morning group will be sequestered in the holding room while the aŌ ernoon candidates check-
in. Once the aŌ ernoon group is either all checked-in, or the late policy has been saƟ sfi ed, whichever comes fi rst, the 
morning group will be released. Candidates tesƟ ng aŌ er the holding room has been released will be free to go home aŌ er 
they fi nish tesƟ ng.

Once candidates begin the test, they will not be allowed to leave the test site for any reason unƟ l the administrators have 
released them. While at the tesƟ ng site, candidates will not be allowed to move about without the specifi c approval of the 
administrators. Access to bathrooms is restricted and all candidates must receive approval and be escorted to and into the 
bathrooms. Anyone not following these rules may be disqualifi ed. Absolutely no excepƟ ons will be permiƩ ed.

The Oral Assessment Exercises consist of four separate scenarios (Supervision - Subordinate Incident, Fire Department 
AdministraƟ on, Finance - Budget PreparaƟ on, and Fireground OperaƟ ons Management) with Oral CommunicaƟ on being 
measured during all four scenarios.

For the fi rst three scenarios, candidates will be presented with three realisƟ c job-relevant situaƟ ons for which a new Fire 
Chief might be confronted in the PreparaƟ on Room. Candidates will have 45 minutes to study these three scenarios and 
prepare a presentaƟ on for each. For the purposes of this exercise, candidates are to assume the role of a Fire Chief and 
assume that their presentaƟ on is being made to a superior or other party. Following the 45-minute preparaƟ on period, 
candidates will be taken to their individual exam room where they will make their presentaƟ on for each respecƟ ve scenario. 
Candidates will be given a separate 10-minute response period for each of the three scenarios. Following their responses to 
the fi rst three scenarios, candidates will remain in their individual exam room and move straight into the second PreparaƟ on 
phase. At this Ɵ me, candidates will be presented with the fourth and fi nal tesƟ ng scenario. Candidates will have 10 minutes 
in their exam room to prepare their response to the fourth scenario. Upon compleƟ on of the 10-minute preparaƟ on period, 
candidates will be given 10 minutes to provide their full presentaƟ on for the fourth scenario. Candidate presentaƟ ons will 
be both audio and video recorded. 
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All scoring guidelines are determined prior to the examinaƟ on administraƟ on date by a panel of NJ Subject MaƩ er Experts 
using approved fi re command, administraƟ ve, budgetary, and supervisory pracƟ ces, as well as reference materials. Scoring 
decisions are based on the situaƟ ons that are presented. Only those oral responses that depict relevant behaviors that are 
observable and can be quanƟ fi ed will be assessed in the scoring process.

For each scenario, candidates receive two scores: A technical score, which is given by a NJ Fire Subject MaƩ er Expert, and an 
oral communicaƟ on score, which is given by a CSC assessor trained in scoring oral communicaƟ ve ability.

All technical fi re assessors will be fi re personnel with Fire Chief or higher job experience. Furthermore, these assessors 
receive training on the dimensions to be measured and on how to observe and evaluate behavior associated with these job 
performance dimensions. The Fire Chief Oral Assessment Exercises are designed to elicit responses associated with the most 
criƟ cal knowledge, skill, and ability (KSA) areas. These areas are an example of some of the KSA statements:

Supervision - Subordinate Incident
• Technical knowledge and abiliƟ es in supervisory techniques and leadership theories

Fire Department AdministraƟ on
• Technical knowledge and abiliƟ es in AdministraƟ ve DuƟ es

Finance - Budget PreparaƟ on
• Technical knowledge and abiliƟ es in budget procedures and concepts 

Fireground OperaƟ ons Management
• Technical knowledge and abiliƟ es in strategy and aƩ ack plan and fi re behavior

D.  Response Levels and Apparatus Staffi  ng

IniƟ al Response: Engine
   Engine
   Ladder (not a tower ladder unless specifi cally stated)
   Chief Level Offi  cer

Each subsequent alarm that a candidate calls will consist of the idenƟ cal response levels as indicated above (i.e., two engine 
companies, one ladder company, and one BaƩ alion Fire Chief).

If, in addiƟ on to the above, candidates want to call on other companies or resources, they must
specifi cally request them.

Apparatus Staffi  ng:
All engines have:
All ladders have:

1 First or Second Level Offi  cer
1 First or Second Level Offi  cer

3 fi refi ghters
3 fi refi ghters

All EMS have: 2 emergency medical technicians
All Chief's vehicles have 1 Chief Level Offi  cer
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IV.  POST-EXAM INFORMATION

A.   ExplanaƟ on of the Oral Scoring Process

The scores for each component will be standardized, weighted, and combined to formulate each candidate’s overall 
examinaƟ on score.

The scoring criteria for this examinaƟ on has been determined prior to the administraƟ on date by a panel of Subject MaƩ er 
Experts using generally approved fi re command, administraƟ ve, budgetary, and supervisory pracƟ ces, as well as reference 
materials. Scoring decisions are based on the situaƟ ons that are presented. Only those responses, which depict relevant 
behaviors that are observable and can be quanƟ fi ed, will be assessed in the scoring process. All scores are standardized, and 
only candidates with passing oral exam scores will have their overall test score weighted 70% and seniority score weighted 
30% in determining the fi nal score. Candidates will be ranked based upon this fi nal score

B.   Review and Appeal InformaƟ on

Candidates will be given the opportunity to schedule an appointment to review the exam, as well as their fi nal score 
calculaƟ ons. Included in the eligibility/ineligibility noƟ ce will be a review form containing the instrucƟ ons on how to schedule 
a review. These noƟ ces are mailed the day that the lists issue. Appointments are made on a fi rst-come, fi rst-served basis, 
unƟ l all appointments are booked. During the review, candidates will have up to 60 minutes to watch their video recorded 
responses. Candidates will also have all their test materials and their score jusƟ fi caƟ on sheets.

Any objecƟ on to the manner in which the examinaƟ on was administered must be made in wriƟ ng immediately following the 
compleƟ on of the examinaƟ on by compleƟ ng a Test AdministraƟ on Comment/Appeal Form prior to leaving the examinaƟ on 
center. This form can be obtained from the Center Supervisor. No appeal relaƟ ng to the manner in which the examinaƟ on was 
administered shall be permiƩ ed aŌ er the test date. Candidates should be aware of the fee schedule for item, scoring, and 
administraƟ ve appeals. The fee schedule can be accessed via the CSC website (hƩ ps://www.nj.gov/csc/authoriƟ es/faq/appeals).

C.   ExplanaƟ on of Seniority

A candidate’s fi nal score (and rank) on the promoƟ onal list consists of two weighted parts: the test score and the seniority 
score. The seniority score is comprised of the Ɵ me from the regular appointment date (of the eligible Ɵ tle) to the closing date 
of the announcement, minus the Ɵ me spent on suspensions, layoff s and deducƟ ble leaves of absence without pay, such as 
an unpaid leave to aƩ end a State or NaƟ onal ConvenƟ on, an unpaid leave for personal reasons, an unpaid leave to aƩ end to 
Union Business, a Merit Board/Court Decision without pay, or a Disability ReƟ rement that was rescinded.

For the Fire Chief promoƟ onal exam, seniority is weighted at 30% and test score is weighted at 70%. The seniority score is 
combined with the test score to produce the fi nal average score.

D.  CalculaƟ on of Seniority Score

To a base score of 70.000, one point is added for each year of eligible service up to a maximum of 15. 
The maximum score for length of service is 85.000.
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Ten addiƟ onal points are given for record of service. The record of service component is reduced by disciplinary suspensions 
occurring within fi ve years of the closing date, by the following rules:

.0025 Ɵ mes the number of days suspended, up to three years from the closing date, and .00125 Ɵ mes the number of days 
suspended, from 3 years to 5 years from the closing date. 

The maximum possible seniority score is 95.000

E.  ExplanaƟ on of Exam Results and PromoƟ ons

A candidate’s fi nal score (and rank) on the promoƟ onal list will be comprised of the test score and the seniority credit. This 
process generally takes a minimum of 12 weeks following the last test review date. Candidates should NOT call the CSC for 
their scores. Candidates will receive their examinaƟ on results in the mail.

If you pass your exam, your name will go on a promoƟ onal list ranked by your fi nal score (a composite of test score and 
seniority score). This promoƟ onal list will last for three years from its promulgaƟ on date or unƟ l it is exhausted, whichever 
occurs fi rst. However, for good cause, the promoƟ onal list may be extended by the CSC for up to one addiƟ onal year.

When your appoinƟ ng authority noƟ fi es the CSC that it wants to fi ll vacancies, the CSC sends it the names that are ranked 
highest on the promoƟ onal list. This is called a cerƟ fi caƟ on list. When your name appears on a cerƟ fi caƟ on list, it means that 
you may be interviewed and considered for promoƟ on.

Also, when your name appears on a cerƟ fi caƟ on list, the CSC will send you a NoƟ fi caƟ on of CerƟ fi caƟ on. You must contact 
the appoinƟ ng authority in wriƟ ng within fi ve business days to express your interest. If you do not respond, your name may 
be removed from the promoƟ onal list. If a disabled veteran or veteran is the fi rst name on the cerƟ fi caƟ on, the appoinƟ ng 
authority must hire that candidate unless there is a very good reason not to. If there are no disabled veterans or veterans on 
a cerƟ fi caƟ on, the appoinƟ ng authority can normally choose from among the top three candidates for each posiƟ on.

Please Note: PromoƟ onal appointees serve condiƟ onally, pending resoluƟ on of all scoring appeals related to
the examinaƟ on.

V.  



V. STUDY TIPS
A.  DescripƟ ons and Study Tips for 

Diff erent Learning Styles 
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Sources: Barsch, J. (1991). Barsch Inventory.   |   Berghuis, A.J. (2001). Abiator Online EducaƟ on.   |   Lazear, D. Eight Ways of Teaching.   
Jester, C., Miller, S. (2000). DVC Online Learning Styles Survey. hƩ p://www.dvc.edu/enrollment/counseling/lss   |  Lynch, M. (2003). Learning Style Survey.   

LiƩ lefi eld, J. (2010). Smart Study Strategies. hƩ p://distancelearn.about.com/od/studyskills/a/studysmart.htm

You learn best when informaƟ on is presented visually and in a wriƩ en language 
format. In a classroom seƫ  ng, you benefi t from instructors who use the blackboard 
(or overhead projector) to list the essenƟ al points of a lecture, or who provide you 
with an outline to follow along with during lecture. You benefi t from informaƟ on 
obtained from textbooks and class notes. You tend to like to study by yourself in a 
quiet room. You oŌ en see informaƟ on “in your mind’s eye” when you are trying to 
remember something.

You learn best when physically engaged in a “hands-on” acƟ vity. In the classroom, 
you benefi t from a lab seƫ  ng where you can manipulate materials to learn new 
informaƟ on. You learn best when you can be physically acƟ ve in the learning 
environment. You benefi t from instructors who encourage in-class demonstraƟ ons, 
“hands-on” student learning experiences, and fi eld work outside the classroom.

You learn best when informaƟ on is auditory (presented in an oral language format). 
In a classroom seƫ  ng, you benefi t from listening to lectures and parƟ cipaƟ ng in 
group discussions. You also benefi t from obtaining informaƟ on from audio tape. 
When trying to remember something, you can oŌ en “hear” the way someone told 
you the informaƟ on, or the way you previously repeated it out loud. You learn best 
when interacƟ ng with others in a listening/speaking exchange.

The Tactile-Kinesthetic Learning Style

The Auditory Learning Style

The Visual Learning Style
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• Find a quiet place to study, away from noise and visual distracƟ ons. 
• Preview the study material by looking at the table of contents, headings, and pictures before

starƟ ng to read. 
• Write symbols or key words in the margins of your textbook or manual. 
• Use highlighters in diff erent colors to emphasize and organize important concepts. 
• Write down key points and details that you want to remember. 
• When given informaƟ on in charts, write out explanaƟ ons in your own words. 
• Organize your notes in outline format, including main headings or categories and notes below each.

As an alternaƟ ve, you can organize your notes by using charts, graphs, pictures, or diagrams. 
• Make fl ashcards of important points and key terms. Limit the amount of informaƟ on placed on each.
• Visualize key concepts in your head.

• Before reading, look through headings and pictures and say out loud what you think each 
secƟ on may cover. 

• While reading your notes or textbook, read out loud whenever possible. 
• Take pauses while reading to summarize aloud what you have read. 
• Record yourself reading your notes or textbook, then play it back and listen to it repeatedly, or 

listen to audiobooks. 
• Study in a group or with a friend. Discuss the material. 
• Make up fl ashcards and read the material out loud as you memorize it. 
• Ask a friend to help quiz you on test material.
• Visualize key concepts in your head.

• Before reading, look over the table of contents, headings, etc., to get a feel for the book           
or manual. 

• Write notes, draw pictures, or make charts as you are reading or listening to study material. 
• Take short (3-5 minute) breaks during your study Ɵ me. 
• Walk around while reading or memorizing informaƟ on. 
• Move while learning (e.g., tap a pen, squeeze a “stress relief” object, swing an arm, kick a leg). 
• Listen to audio recordings of study material while working out. 
• Type notes on the computer. Incorporate tables and graphics as needed. 
• Consider studying in a lounge chair rather than at a desk.
• Consider playing background music (baroque) while trying to learn new material. 
• Consider reading material through colored transparencies in order to help with focus. 
• While reading, point to or trace the words as you go along. 
• Paraphrase the material being learned. 
• When possible/appropriate, act out what is being learned. If this is not possible, visualize the 

concept in your mind. 
• Find real-life examples of concepts being learned. 
• Write important informaƟ on several Ɵ mes to help with memory. 

The 
Visual

Learning 
Style

Study Tips

The 
Auditory 
Learning 

Style
Study Tips

The
Tactile-

Kinesthetic
Learning

Style
Study Tips



V. STUDY TIPS (cont.)

Law enforcement offi  cers face a level of stress on a daily basis that is unlike almost any other career. However, most offi  cers 
would prefer to deal with the stress involved in responding to a call for service than to deal with the anxiety caused by siƫ  ng 
for an exam that impacts their chances of being promoted. This porƟ on of the orientaƟ on guide aƩ empts to assist candidates 
in recognizing some of the causes of test anxiety and provides strategies on how to reduce it. 

Test anxiety is a condiƟ on in which a person experiences worry or distress before, during, or aŌ er a test or other assessment, 
to such an extent that it causes poor performance or interferes with normal learning. Because of its eff ect on performance, 
it is important that candidates recognize the potenƟ al symptoms of test anxiety and take steps to reduce it. It is normal for 
any candidate taking an exam to feel a certain degree of nervousness. However, true test anxiety can be a serious threat to a 
candidate’s preparaƟ on and performance on the exam. 

Test anxiety can manifest itself in psychological ways such as “blanking,” having diffi  culty concentraƟ ng, and experiencing 
negaƟ ve thoughts, as well as physical ways, such as nausea, headache, sweaƟ ng, and muscle tension. Candidates can aƩ empt 
to reduce the eff ects of test anxiety and increase their chances of maximizing their performance on the exam by focusing on 
three steps: Be Prepared, Get Organized, and PracƟ ce.

B. Understanding and Reducing Test Anxiety

Practice

Get Organized

Be Prepared
PreparaƟ on begins with recognizing and confronƟ ng negaƟ ve thoughts 
you may have about your past exam performance and your chances for 
scoring well on the upcoming exam. NegaƟ ve thoughts can infl uence your 
preparaƟ on for the exam by aff ecƟ ng your study habits, breaking your 
concentraƟ on, and causing you to second-guess your abiliƟ es.

Being organized in your study habits is the next step in reducing test anxiety 
and increasing your performance on the exam. AŌ er you have determined 
from the informaƟ on available to you, the topics to be covered on the exam, 
you need to honestly assess in which areas you are strong and which areas 
require more aƩ enƟ on.

The fi nal step in reducing test anxiety is to pracƟ ce. While it is not possible to 
replicate the condiƟ ons you will encounter during the exam administraƟ on, 
there are strategies that you can use to simulate the skills you will need 
during the exam. 
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Source: hƩ ps://www.gace.ets.org/s/pdf/gace_reducing_test_anxiety.pdf
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Get Organized

You may fi nd it helpful to create a study plan or schedule that defi nes what you will need to study, what resources 
you will need to compile, and the amount of Ɵ me you will spend on each topic. When creaƟ ng a study plan, you must 
remember to make it realisƟ c for your current lifestyle. Candidates with responsibiliƟ es, such as family obligaƟ ons, 
cannot expect to spend all their off -duty hours studying. Candidates should also make an aƩ empt to avoid changing 
their normal rouƟ ne in order to focus all their energy solely on studying. Although you may fi nd that you need to make 
some sacrifi ces in order to put in the proper amount of Ɵ me studying, it should not be at the expense of eliminaƟ ng all 
your other interests and obligaƟ ons. Some candidates believe that if they skip meals or stay up late, they are gaining 
extra hours of study Ɵ me. Research suggests, however, that altering your normal sleeping and eaƟ ng paƩ erns, as a 
result of trying to spend all your spare Ɵ me studying, does not have the benefi ts you would expect. Physical health is 
as important as emoƟ onal health in reducing anxiety. 

Finally, remember that studying involves more than highlighƟ ng words in a book and memorizing defi niƟ ons. When 
establishing your study plan or schedule, your goal should be to have a full understanding of terms and concepts. You 
will know you have a full understanding of the informaƟ on when you can defi ne a given term in your own words and 
discuss why it is important. Similarly, concepts are fully understood when you are able to take two related concepts 
and discuss their similariƟ es and diff erences.

Be Prepared

One strategy to reduce these anxious thoughts is to take out a sheet of paper and create two columns. On the leŌ  
side of the paper, you will honestly assess your aƫ  tudes and write down every negaƟ ve thought you have about 
the prospects of taking a wriƩ en exam. Next, on the right side of the paper, you will write a posiƟ ve thought that 
counteracts the negaƟ ve thought. For example:

NegaƟ ve Thought
• I always do poorly on tests. 
• If I don’t pass this test, I’m a failure. 
• I can’t possibly know everything that will 

be on the exam.

Honestly assessing your feelings and concerns will help you begin to change your aƫ  tudes and create a 
posiƟ ve mindset.

Another strategy to use for preparing for the exam is to gather as much informaƟ on about the exam as possible. 
ConsulƟ ng the Fire Chief job specifi caƟ on through the web-page hƩ ps://info.csc.nj.gov/jobspec/01837.htm and 
reading over this orientaƟ on guide thoroughly will help you familiarize yourself with all aspects of the exam. 
InformaƟ on provided in this guide will tell you, in general, what topics will be covered and what resources you 
can use to learn about the topics. This is a vital step in preparing for the exam, because knowing the informaƟ on 
covered by the exam will assist you in organizing a study plan. 

PosiƟ ve Thought
• I will be more prepared than I have been in the past. 
• I’m going to pass, but if I don’t, I can sƟ ll bounce back.
• I know the areas where my knowledge is strong and I will 

focus on the areas in which I am unfamiliar.
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Practice

For instance, during a mulƟ ple-choice exam, you may be siƫ  ng at a desk for several hours working on your exam. To 
prepare for this, it may help to block out a similar amount of uninterrupted Ɵ me while you are studying. This can help 
you experience what it will be like to have to focus your aƩ enƟ on for that period of Ɵ me. Using the chapter review in 
a text book or other resource is oŌ en another way to test your knowledge, while also giving you the opportunity to 
pracƟ ce reading and analyzing mulƟ ple-choice quesƟ ons. In some cases, candidates will know others who are taking 
the exam. Although many people prefer to study on their own, coming together to review in a group can also be helpful. 
During this review, each member of the group can come with prepared quesƟ ons based on the source material. This 
strategy has the benefi t of ensuring that you are reading the material criƟ cally enough to develop quesƟ ons from it, 
while at the same Ɵ me, pracƟ cing the rouƟ ne of siƫ  ng down and answering quesƟ ons prepared by another person. 

During the days leading up to the exam, you should focus on reviewing the material you have already studied. In order 
to reduce test anxiety on the day of the exam, you should make every aƩ empt to get a good night’s sleep the night 
before, so that you can arrive at the test center well rested. Plan to arrive early, so that you are not rushing into the test 
center with only minutes to spare before the exam. It is important to listen to the monitor’s instrucƟ ons carefully and 
ask quesƟ ons if you are unsure of anything that has been said. Be aware of how much Ɵ me you have to complete the 
exam and the fact that you will be responsible for keeping track of your own Ɵ me. Remember that, unless instructed 
otherwise, you are permiƩ ed to write in your test booklet. 

As you proceed through the test, you may wish to circle key words or concepts that may be important in answering test 
quesƟ ons, making sure to properly mark all answers on your answer sheet. Review each quesƟ on carefully and select 
the BEST answer from the opƟ ons given.

Remember that anxiety is fed by a fear of the unknown. The more you do to prepare before the exam, the beƩ er chance 
you will have at performing at your highest level. 

Sources: hƩ ps://www.gace.ets.org/s/pdf/gace_reducing_test_anxiety.pdf
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C.  Tips for Responding to Oral Assessment Scenarios

Keep in mind that the exercises are set in a generic, hypotheƟ cal fi re department. This is done intenƟ onally so as not to give an 
advantage to someone with a parƟ cular work background. Do not make assumpƟ ons about the hypotheƟ cal fi re department, 
scenarios, or town. Take acƟ on and make decisions based only on the informaƟ on given. The responses, however, should not 
be generic, but directly related to the narraƟ ve and the quesƟ on asked. 

The Oral Assessment Exercises are designed to assess the appropriateness of a candidate’s stated acƟ ons during presented, 
job-related situaƟ ons. If the candidate desires to score well, it is his responsibility to demonstrate to the Subject MaƩ er 
Experts assessing his exam that he possesses true problem-solving skills that can be applied to changing circumstances and 
demands, either in simulaƟ on exercises or in real-world events. The candidate who only makes general statements without 
also addressing the specifi c facts of the scenario may fi nd himself penalized by the assessors. 

Compare:

General Statements Specifi c to the Scenario
“I’ll conduct a detailed size-up…” “The property is a taxpayer from the 1930’s, so we’ll have 

to check for extension in the cockloŌ ; it’s midnight, so there 
will be occupants sleeping in the house...”

“I’ll send my crew in to put out the fi re.” “I’ll send my primary hose team through the front door 
on the A Side of the house with a secondary team, hoses 
charged, staged on the D side of the building to check 
extension on the property next door…”

1. LCES! SLICERS! COAL WAS WEALTH!

Some candidates believe that by learning a collecƟ on of tricks and techniques, they can guarantee themselves a beƩ er 
score on an examinaƟ on. These tricks may consist of anything from techniques for organizing informaƟ on (e.g., acronyms), 
to statements and acƟ ons that will lead to beƩ er scores. Predetermined strategies are fi ne as a starƟ ng point, but they can-
not take the place of knowing the material and successfully applying it to the scenarios presented in the exam.

Candidates are also coached by paid study groups and other parƟ es on how to project a favorable façade (e.g., smile, be 
courteous, wear certain clothes, etcetera), relying on this to hide defi ciencies in performance. While a tailored dress uni-
form and thanking the Subject MaƩ er Experts for their aƩ enƟ on is nice, this will not infl uence the candidate’s score what-
soever: what is said, and how it is presented from an oral communicaƟ on standpoint, will wholly contribute to his or her 
score.

How to best prepare for the Oral Assessment Exercises as a candidate comes down to one quesƟ on: “Is the focus going to 
be learning tricks and techniques, or on acƟ vely preparing for the posiƟ on being tested?” There appears to be no ready 
subsƟ tute for the hard work and persistence required to advance skill and knowledge levels.
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2. Oral communicaƟ on skills need to be pracƟ ced

The oral communicaƟ on component is perhaps the most overlooked element in the Oral Assessment Exercises. And yet, 
because Fire Subject MaƩ er Experts have idenƟ fi ed being able to communicate clearly and concisely as criƟ cal to job 
performance, doing poorly in oral communicaƟ on will aff ect a candidate’s score; averaging below a score of 2.5 will make the 
candidate fail altogether. Therefore, it is in your best interest to prepare for the oral communicaƟ on components as seriously 
as the technical components.

The best way for you to improve your skills in oral communicaƟ on is to videorecord yourself making a presentaƟ on on a 
smartphone or a camera, and then review the video and/or show a friend for an honest criƟ que:

• Choose a sample Oral Assessment Exercise from the Sample Materials secƟ on (starƟ ng on page 16) and prepare a 
presentaƟ on as you would in a tesƟ ng situaƟ on.

• Use a Ɵ mer; candidates will have a maximum of ten minutes for each scenario.
• Videorecord yourself, or have a friend record you giving your response for the quesƟ on(s) presented.
• Finally, review the completed video for general defi ciencies in oral communicaƟ on. While the list below is not 

exhausƟ ve, reviewers can consider these elements: 
○ ensure that the response was organized, and that you chronologically reported your acƟ ons as it would 

happen on the fi reground (i.e., not jumping around).
○ present your response in complete sentences, not with bulleted statements or phrases.
○ make eye contact with the camera, and do not read directly from your notes the enƟ re Ɵ me. 

(The candidate will be instructed on the day of the exam to treat the camera as though it was their audience.)
○ eliminate any nervous Ɵ cs that are visible onscreen (e.g., pencil tapping, fi dgeƟ ng, shuffl  ing papers).
○ seem confi dent in your presentaƟ on.
○ limit excessive fi ller words (e.g., “um,” “ah,” “ya’know”).
○ speak clearly.
○ do not ramble and/or repeat the same informaƟ on over and over. As long as all acƟ ons are addressed 

appropriately, you do not need to use all of the alloƩ ed Ɵ me.
○ be mindful of your rate of speech: breathe regularly and slow down when going too fast, eliminate long 

pauses and quicken your pace when going too slow. 

If you fi nd you are defi cient in some oral communicaƟ on skills, you should conƟ nue to pracƟ ce in front of a camera and re-
evaluate your performance. While the assessors are not expecƟ ng perfecƟ on, the closer you are to it, through pracƟ cing your 
oral communicaƟ on skills, the beƩ er your score will be.

3. Don’t psyche yourself out on the day of the examinaƟ on.

The exercises are designed to be diffi  cult; again, perfecƟ on is not expected. The evaluaƟ on is based on a candidate’s overall 
performance on each exercise. Even if a candidate thinks he is not doing well during a response, he should conƟ nue doing 
the best possible work on the remaining exercises. DO NOT give up halfway through an exercise! The only guaranteed way to 
fail the Oral Assessment Exercises is to resign: push through and fi nish the exam.
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VI.  SAMPLE MATERIALS

The following pages contain examples of materials from the Fire Chief Oral Assessment Exercises. These examples are 
provided as samples so that you may become familiar with some of the types of materials and response formats that you 
will encounter. The actual assessment materials will be diff erent from the ones presented here. These problems are merely 
illustraƟ ve of the kinds of problems which you may face during the Fire Chief Oral Assessment Exercises.

A.  Supervision - Subordinate Incident Scenario

NEW JERSEY CIVIL SERVICE COMMISSION FIRE CHIEF EXAMINATION

Supervision - Subordinate Incident

While responding to a fi re alarm, one of your engine companies was involved in a motor vehicle accident. The police report 
and bystanders’ statements suggest that the engine was traveling at an excessive rate of speed. It has been alleged that the 
driver was unable to control the vehicle. Fortunately, no one was hurt, but the engine was severely damaged. The Deputy 
Chief of this shiŌ  has recommended disciplinary acƟ on against the driver and the captain of the engine. Because both the 
driver and the captain are minoriƟ es, acƟ on against them may appear discriminatory. The minority fi refi ghters’ associaƟ on 
has informed you that it is against the disciplinary acƟ on because of the lack of driver training. It also states that “past 
pracƟ ce” has not lead to disciplinary acƟ on when similar accidents occurred.

QuesƟ on 1: How would you conduct a full invesƟ gaƟ on of this maƩ er?

QuesƟ on 2: AŌ er compleƟ ng your invesƟ gaƟ on, what acƟ ons would you take?

In responding to the quesƟ ons, be as specifi c as possible. Do not assume or take for granted that general acƟ ons will contribute 
to your score.

Please note that you must answer ALL quesƟ ons within the 10-minute response period.
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B.   Fire Department AdministraƟ on Scenario

NEW JERSEY CIVIL SERVICE COMMISSION FIRE CHIEF EXAMINATION

Fire Department AdministraƟ on

As the fi re chief, you are noƟ fi ed by the city fathers that they have entered into an agreement to hold an annual fesƟ val next 
summer in your community. It is to be a public-private partnership with the local business associaƟ on and the city. It will 
take place in the heart of the city’s business district with (7) seven blocks of main street closed. It will include a stage at one 
end (for three days, starƟ ng Friday) with setup for vendors (food, craŌ speople and the carnival style rides). There will be 20 
vendors who will be using some form of cooking and heaƟ ng. Saturday and Sunday will be actual fesƟ val days. The hours of 
operaƟ on are 10:00 am to 8:00 pm.

The area is a mix of commercial and mulƟ -family housing. You have been tasked with developing a plan for fi re prevenƟ on 
and protecƟ on during the fesƟ val, including a cost esƟ mate.

QuesƟ on 1: What are your main concerns in developing a fi re prevenƟ on plan for this fesƟ val?

QuesƟ on 2: What would you do specifi cally to prepare for this event?

QuesƟ on 3: How would you plan for the allocaƟ on of resources (money, manpower, etc.)?

In responding to the quesƟ ons, be as specifi c as possible. Do not assume or take for granted that general acƟ ons will contribute 
to your score.

Please note that you must answer ALL quesƟ ons within the 10-minute response period.

C.   Finance - Budget PreparaƟ on Scenario

NEW JERSEY CIVIL SERVICE COMMISSION FIRE CHIEF EXAMINATION

Finance – Budget PreparaƟ on

As the newly appointed fi re chief of your department, you have been noƟ fi ed by your fi nance offi  cer that she would like your 
input in the preparaƟ on of the budget for the new fi scal year. You have taken note that you will need to replace one of the 
front-line pumpers due to age and frequent breakdowns, and you would like to replace this piece as soon as possible.

QuesƟ on 1: How would you jusƟ fy the need to purchase a new front-line pumper and to whom would you present 
this jusƟ fi caƟ on?

QuesƟ on 2: In order to make an educated, fi nancially sound purchase, what steps would you take to prepare for 
the purchase, and what, if any, follow up would you do aŌ er the pumper was ordered?

In responding to the quesƟ ons, be as specifi c as possible. Do not assume or take for granted that general acƟ ons will contribute 
to your score.

Please note that you must answer ALL quesƟ ons within the 10-minute response period.
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D.  Fire-ground OperaƟ ons Management Scenario

NEW JERSEY CIVIL SERVICE COMMISSION FIRE CHIEF EXAMINATION

Fire-ground OperaƟ ons Management

You are newly promoted Chief of the department. It is 11:45 p.m. hours on Monday in mid-November. The outside temperature is 
in the low 30s with a slight wind blowing from west to east. Dispatch received a call from the manager of Maplewood Restaurant 
who reported smelling smoke all night in the dining / bar area of the restaurant. The manager stated he thinks there is a problem 
in the fi replace.

Maplewood Restaurant is 2 stories tall with a parƟ al basement wood framed building built in the 1800s. On the second fl oor 
there are two apartments and a small offi  ce. The second fl oor is only accessible by an exterior entry door and stairway on Side 
A. The structure measures 105’ x 75’ and has a large parking area on Side C. The peak roof is a combinaƟ on of Ɵ n and asphalt 
shingles. There are no sprinklers and the alarm system is out of service. ViolaƟ ons are on fi le for this locaƟ on. The building has 
been in operaƟ on since it was built and has been renovated numerous Ɵ mes. The fi rst fl oor is a full-service restaurant and bar 
with an addiƟ onal parƟ Ɵ oned dining area. All interior walls are wood paneled.

Side A faces Jade Street beyond which are several residenƟ al homes. Side B faces AnƟ lles Avenue, beyond which is a wooded 
area. Sides D and C face parking lots which contain patrons’ vehicles. There is a fi re hydrant on the corner of AnƟ lles Avenue and 
Jade Street and another fi re hydrant located on Jade Street.

Engine One arrives on scene reporƟ ng smoke visible from the fi replace chimney Side D. The Engine One offi  cer reports a slight 
haze throughout the downstairs with several patrons siƫ  ng at the bar and two workers cleaning the kitchen. The offi  cer reports 
he is going to check the basement. Basement access is achieved only by entry through a fl oor hatch behind the bar. Engine One 
crew has air packs, hand tools, and a TIC, but no hose line. Upon opening the hatch door to the basement, the Engine One offi  cer 
reports heavy smoke and fi re in the basement and is unable to close the hatch. Smoke and fi re immediately fi ll the restaurant. 
Engine One offi  cer transmits “Mayday” and his company is trapped with the fi re breaking out throughout the walls.

You arrive on scene as the offi  cer reports the Mayday and observe fi re coming from the kitchen door exterior on Side D.

QuesƟ on 1: What are your concerns at this incident scene?

QuesƟ on 2: What acƟ ons and specifi c assignments should you make to miƟ gate this incident scene?

In responding to the quesƟ ons, be as specifi c as possible. Do not assume or take for granted that general acƟ ons will contribute 
to your score.

Please note that you must answer ALL quesƟ ons within the 10-minute response period.
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