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City of Napa 
 

TYPING CERTIFICATION INFORMATION 
 

1. The Public Safety Dispatch Call Taker position requires a typing/word processing certification with a 
speed of at least 40 net wpm.   

2. Office Assistant requires a typing/word processing certification with a speed of at least 40 wpm. 
3. Secretary requires a typing/word processing certification with a speed of at least 50 wpm. 

 
 
It is the candidate’s responsibility to obtain a typing certificate when required.  Please attach a copy of your valid 
typing certificate with each application submitted. You should keep your original certificate. We are not 
responsible for photocopying your certificate from a previous recruitment. The City of Napa does not accept 
typing tests taken from the internet.   
 
A valid certificate may be obtained through a temporary employment agency, or business school.  A certificate is 
considered valid provided the following items are indicated on your typing certificate: 
 

1. Minimum 5-minute typing test. 
2. On agency letterhead with signature of tester. 
3. Documentation of Gross Words Per Minute (GWPM) minus the # of errors equals Net Words 

Per Minute (NWPM). 
4. Date test was administered. (Must be within the last 12 months). 

 
If any of this information is not indicated on the certificate, it will not be accepted as valid. 
 
The City of Napa Human Resources Department will administer typing tests for Office Assistant II (City 
Clerk) and Public Safety Dispatch Call Taker candidates on the following dates and times. An 
appointment is not required. Please bring your photo identification.   
 
City of Napa Human Resources (Fee $0)  Testing Dates 
1541 Second Street, Napa    Office Assistant II - April 23, 2015 (11am-1pm) 
 (707) 257-9505      PSD Call Taker -     May 20, 2015 (11am-1pm) 
        PSD Call Taker -     May 21, 2015 (3pm-5pm) 
 
THE FOLLOWING AGENCIES OFFER TESTING BY APPOINTMENT ONLY. Please bring photo identification.   
 
Alkar Human Resources (Fee $15)   Kelly Services (Fee $15) 
3273 Claremont Way Suite 1041, Napa   1 Harbor Center, Suite 110, Suisun 
(707) 224-5468      (707) 422-2716 
 
 
Bolt Staffing Services (Fee $15)   Nelson Staffing (Fee $10) 
3427 Broadway Suite F4, American Canyon  513 Lincoln Avenue, Napa 
(707) 552-7800      (707) 255-7438 
 
 
Express Personnel Services (Fee $15)   Star Staffing (Fee $10)  
2201 Jefferson, Napa     2560 North Texas St, #B, Fairfield 
(707) 224-9252      (707) 429-0200 
      
By listing these service providers, the City of Napa does not specifically endorse or recommend any of the listed 
agencies.  If your agency provides this service and issues certificates that meet the above requirements, please 
contact us for inclusion in this section.  This information is merely provided as a courtesy to the applicant. 
 
The Napa Public Library, located at 580 Coombs, offers computers for the public that could be used for typing 
practice.  Typing books are available in the reference section.  Library business hours at the Napa location are 
Monday - Thursday, 10 AM to 9 PM; Friday and Saturday, 10 AM to 6 PM. 


