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Study Guide for CUNY Administrative Assistant Exam

The City University of New York (CUNY) administrative assistant exam 1is
designed to evaluate the skills and knowledge necessary for candidates
aspiring to work in administrative roles within the university system. This
comprehensive study guide will provide you with essential information, tips,
and resources to prepare effectively for the exam. By following this guide,
you will gain the confidence needed to succeed in securing an administrative
assistant position at CUNY.

Understanding the Exam Format

Before diving into the study material, it is crucial to understand the format
of the CUNY administrative assistant exam. The exam typically consists of
multiple-choice questions that assess various competencies relevant to
administrative roles. The main areas of evaluation include:

1. Office Skills

- Word processing

- Spreadsheets

- Database management

- Email and communication tools

2. Verbal and Written Communication

- Grammar and punctuation
- Clarity and conciseness
- Business writing

3. Mathematics and Data Analysis

- Basic arithmetic
- Data interpretation
- Percentages and ratios

4. Organizational and Time Management Skills

- Prioritizing tasks
- Scheduling



- Project management

5. Customer Service and Interpersonal Skills

- Conflict resolution
- Professionalism
- Teamwork

Effective Study Strategies

To maximize your preparation for the CUNY administrative assistant exam,
consider implementing the following study strategies:

1. Create a Study Schedule

- Allocate specific time slots each day for studying.
- Break down topics into manageable sections to avoid feeling overwhelmed.
- Set short-term and long-term goals to track your progress.

2. Gather Study Materials

- Use textbooks that cover office skills, business communication, and basic
mathematics.

- Utilize online resources, including educational websites and video
tutorials.

- Consider purchasing or borrowing CUNY-specific study guides or practice
tests.

3. Practice with Sample Questions

- Familiarize yourself with the types of questions that may appear on the
exam.

- Work through practice tests under timed conditions to simulate the exam
environment.

- Review explanations for both correct and incorrect answers to reinforce
your understanding.

4. Join Study Groups

- Collaborate with peers who are also preparing for the exam.
- Share resources, quizzes, and study techniques.
- Discuss challenging topics to gain different perspectives.



Key Topics to Review

As you prepare for the exam, focus on the following key topics that are often
emphasized in administrative assistant roles:

1. Computer Literacy

- Learn keyboard shortcuts for common software applications.
- Familiarize yourself with cloud storage solutions and file management.
- Understand the basics of online research techniques.

2. Business Communication

- Practice writing professional emails and memos.

- Review the principles of effective communication, including active
listening and clarity.

- Understand the formats of various business documents, such as reports and
presentations.

3. Time Management Techniques

- Explore methods such as the Eisenhower Matrix and Pomodoro Technique.
- Learn how to create to-do lists and prioritize tasks effectively.
- Understand the importance of setting deadlines and managing interruptions.

4. Customer Service Skills

- Role-play scenarios to practice handling difficult customers.

- Familiarize yourself with common customer service principles, such as
empathy and problem-solving.

- Understand the significance of maintaining a positive attitude.

Exam Day Preparation

As the exam day approaches, ensure you are adequately prepared to perform
your best:

1. Get Plenty of Rest

- Aim for a good night’s sleep before the exam to ensure you are alert and
focused.
- Avoid cramming the night before; instead, review key concepts lightly.



2. Know the Location and Time

- Confirm the exam venue and time well in advance.
- Plan your route to the exam location and allow extra time for potential
delays.

3. Bring Necessary Materials

- Carry valid identification, as required by CUNY.
- Bring any permitted materials, such as pens, pencils, and a calculator.

Resources for Further Study

Utilizing additional resources can enhance your studying experience:

1. Online Learning Platforms

- Websites like Coursera and Udemy offer courses on office administration and
business communication.
- Khan Academy provides free resources for mathematics and data analysis.

2. CUNY Resources

- Check the CUNY website for any specific guidelines or study materials
related to the exam.

- Reach out to current administrative assistants at CUNY for insights and
study tips.

3. Libraries and Bookstores

- Visit your local library to find relevant textbooks and study guides.
- Consider purchasing recently published guides that focus specifically on
administrative assistant exams.

Conclusion

Preparing for the CUNY administrative assistant exam can be a challenging yet
rewarding endeavor. By understanding the exam format, utilizing effective
study strategies, and familiarizing yourself with key topics, you can enhance
your chances of success. Remember to maintain a positive mindset, stay
organized, and use available resources to your advantage. With dedication and
thorough preparation, you will be well on your way to excelling in the CUNY
administrative assistant exam and securing a fulfilling position within the



university system. Good luck!

Frequently Asked Questions

What topics are covered in the CUNY Administrative
Assistant Exam study guide?

The study guide typically covers topics such as office procedures,
communication skills, computer applications, record keeping, customer
service, and organizational skills.

Where can I find the official CUNY Administrative
Assistant Exam study guide?

The official study guide can usually be found on the CUNY website or through
the specific college's human resources or examination office.

How can I effectively prepare for the CUNY
Administrative Assistant Exam?

To prepare effectively, review the study guide thoroughly, take practice
exams, attend preparation workshops, and familiarize yourself with relevant
software and office procedures.

Are there practice tests available for the CUNY
Administrative Assistant Exam?

Yes, many study guides include practice tests, and additional resources can
be found online or through educational platforms that offer exam prep
materials.

What is the format of the CUNY Administrative
Assistant Exam?

The exam typically consists of multiple-choice questions that assess
knowledge in various administrative tasks, technical skills, and scenario-
based problem-solving.

How long is the CUNY Administrative Assistant Exam?

The length of the exam can vary, but it generally lasts between 2 to 3 hours,
depending on the number of questions and sections included.



What resources are recommended for additional study
beyond the official guide?

Recommended resources include online courses, textbooks on office
administration, webinars, and study groups with peers preparing for the same
exam.
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