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Optimizing e-Learning

Module One: Review Questions

What is not a need that recruitment meets?

a) Deliberate changes
b) Unexpected vacancies
¢) Anticipated vacancies
d) Training issues

Recruitment should be ?

a) Done as needed
b) Consistent

c) Each year

d) Each quarter

What has made finding people with the
right skill sets for positions difficult?

a) Position changes

b) Lack of experienced candidates
c) Poor job description

d) Lack of education

What is trending as a standard recruitment
method?

a) Job boards
b) Referrals

¢) Social media
d) Pipelines

Employee Recruitment
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When should the necessary skills and
responsibilities for a position be
determined?

a) Before hiring

b) Before sourcing

c) Before making an offer
d) After interviewing

Search resumes when sourcing.

a) Current

b) All

c) 30 day old
d) 6 month old

A bachelor’s degree would fall under

a) Knowledge
b) Skill set
c) Description
d) Talent

The ability to type is part of a :

a) Knowledge
b) Skill set
c) Description
d) Talent
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9)  Recruitment is a process that involves A (il e Jalii Llee g8 s il (9
new employees. By s (]
Ay (e
a) Actively seeking Wl (¢
b) Finding el dS (2

C) Attracting
d) All of the above

10)  Sourcing candidates means i (el ilas 1083 (10

e yall e aadl) (T
a) Researching candidates e bl g Gl (@
b) Finding the best candidate Gl e (2

s o
) Supporting candidates Gl e Y (2

d) None of the above
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Module Two: Review Questions

Which types of relationships need to be
described?

a) Those within the company

b) Those outside the company

¢) Those inside and outside the company
d) None

Tools and equipment include

a) Physical ability
b) Standards

c) Tasks

d) Special clothing

What is not a method for managing the
selection process?

a) Training

b) Assessments
c) Interviews

d) Aptitude tests

The selection criteria are based on the

a) Company policies
b) Job description
C) Expectations
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d) Skill sets

How long do recruitment interviews
typically last?

a) 10 to 15 minutes
b) 15 to 20 minutes
¢) 20 to 25 minutes
d) 20 to 30 minutes

Recruitment interviews should focus on

a) Strength

b) Experience

¢) The selection criteria
d) Assessments

Tests should be L

a) Invalid

b) Unreliable

¢) Invalid and unreliable
d) Legal

Tests must not violate

a) The ADP
b) The ADA and EEOC
c) The ADA
d) The EEOC
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9)  Requirements involve . : Jadii wldlaiall (9
Loedl (I
a) Knowledge sl (@
b) Talent Slleall e sene (g

c) Skill sets Sl ds (2

d) All of the above

10)  Who should be consulted when fl LAY ¢ ya) e a8 L) gy (A (e (ELO
administering tests? @amll g N ()
Al a)lsall aud (@
a) The CEO Sl (a
b) The HR department elaysleds (2

c) A lawyer
d) All of the above
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Module Three: Review Questions DAY Bas gl daa) sa
1) Who established the G.R.O.W. model? (sl ol T o2) zosas L QA‘(l
SS ol g ()
a) Franklin Covey 2l s (@
b) Laura O'Dwyer osahs O ol (2
c) Sir John Whitmore Ass Osa oSl (3

d) Dr. John Hoover

2)  What does G.R.O.W. stand for? ol 5l Jl 2 o3l o L (2
ety el LAl ol ccalaaty)

a) Goals, Reality, Options, and Wrap up Gae sl Jall sl (@

b) Growth, Reason, Opinion, Wonder iVl dua dll (el (2
c) Goals, Reason, Opportunity, Wrap up BBV agl) @Bl el (2

d) Growth, Reality, Objective, Wait

3) Goal areas are . e Cék‘-"“(3
Aadaie S b el i (]

a) The same in every organization chilliads (@

b) Critical to success Al i) ddad e leja pd (2
c) Not part of a strategic plan o= e (3

d) Not necessary

4)  What are goal areas based on? Tl iins ) i) Sl (4 L (4
sl by ()

a) Vision statements Ladl Sy (@

b) Mission statements Laddll dlaliay)  (z
c) Personal needs Al s 4y 0 il (2

d) Vision and mission statements

5)  The goal “interview candidates all day on ol el ¥ o 52 Jlsha amd sl A" gl [€
Wednesday” is not . oals
clall (@
a) Specific 2sh S (2
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b) Measurable
c) Attainable
d) Timely

The goal “interview 10 potential
candidates” isnot

a) Specific
b) Measurable
c) Attainable
d) Timely

You should determine the top
important tasks?

What do you do with unfinished tasks?

a) Stay late until they are done
b) Move them to the next day
¢) Move them to the next week
d) Ignore them

are important in every stage of job

experience.

a) Goal areas

b) New candidates

c¢) Goals

d) Efficient management
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10)  “Improve service for our customers.” o Adhaia Lgil o Lol pine "UiSleal daaill (st (10
Would be categorized as a goal —
area. e Saxll da2a (\

Caaall Al e (@
a) Customer service il WL (2

Cib sl jaghi (2

b) Inventory control
¢) Community relations
d) Employee development
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Module Four: Review Questions tAa) ) Bas gl) Aaa ya
1) What is not a barrier with phone Fdlell SOUED ae als Gl 2 L (1
interviews? Jse (!
cEl (@
a) Location Wi (¢
b) Time Claslea (2

c) Experience
d) Information

2)  What is not a type of question for a phone ehila ALE) ALY (e g 5 Gl 5o (2
interview? sl gi ()
bl A0 (@
a) Start date AR (2
b) Job history < (2
¢) Situational
d) Salary
3) The questions in traditional interviews are T Al o) b Al (3
more . de
Adaxia («._1
a) General @n\;; (z
b) In-depth e G
¢) Broad
d) Basic

4)  Traditional interviews are generally Lo gae oo dalaill @Bl (4

el (]
a) Basic iyl e (@
b) Online < e (z
c) Over the phone aslleay (0

d) Face-to-face
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Situational interviews cover

a) Specific situations

b) General information
¢) Common information
d) Any situation

Situational interviews can be

a) Done only over the phone

b) Part of traditional interviews
¢) A waste of time

d) Done only in an office setting

High-pressure questions intentionally make
the candidates .

a) Awkward

b) Comfortable
¢) Relaxed

d) Uncomfortable

Stress interview questions are useful in

a) Traditional interviews

b) Phone interviews

c) Different interview settings
d) Online interviews
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9)  You only know if you have top talent by i) 53 o) sall Juadl @l (S 13) Lo Lt oy il (9

Caanl) et (i

a) Researching resumes OB 6l ) (@
b) Interviewing Lol 2 sl go 2 Al AL (7

. : : . e Lee o, 3 Y
) Discussing options with HR A (2

d) None of the above

10)  Who would prefer a telephone interview? faaailel) ALl Jaady oA (e (10
Osvinall (]
a) Recruiters Omaall pe cpadopall 3o Sy ol T (@
b) Those considering candidates who are <l (2
not local R ARG
c¢) AandB

d) Neither A nor B
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Module Five: Review Questions rdsaldl) Bas 5l) daa) ya
1) Use direct questions to find . e sl 5 bl Ay p3iul (1
Sea¥) oo ol Jelity S (1
a) How people react to stress e Claglan (o
b) General information saane Slasle (2
¢) Specific information Lol g8l Clagba (2

d) Hypothetical information

2) Direct questions ______ . 5 pilea AL ‘(2
Baase Gl (!

a) Are not specific Al dea i) e sl (@

b) Rely on interpretation iads (z
c) Are vague Hoala) (e

d) Focus answers

3)  What do non-direct questions determine? 95 8ball e AuY) saaas 53) u‘(3
S0 e syl (f

a) Ability to focus Gl el (@

b) Skills deallsn (g
c) Work experience e sl gl el (o

d) The ability to follow directions

4)  Non-direct questions are . el e %3\‘(4
oala

a) Specific 2aa e (@

b) Not specific auxnl 8l (z
) Hypothetical LR (o

d) Situational

5)  Hypothetical questions are particularly TCE) (1o g 55 sl (B pald IS Bae Al y@Y) ALY (5
useful in which type of interview? i e ()
a) Online Lkl (z
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b) Phone
¢) Situational
d) Traditional

What do hypothetical or situational
questions help determine?

a) Experience

b) Ability to handle stress
c) Ability to focus

d) Problem solving skills

What category of STAR covers problems?

a) Situation
b) Tasks
¢) Action
d) Results

Behavioral questions help explore

a) Challenges
b) Work

c) Experience
d) Training

The key to a successful interview is

a) Asking hypothetical questions
b) Asking the right questions

c) Asking non-direct questions
d) Asking direct questions
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10)  Asking, "How does your work experience o Jpanlldleall ol 52 Ala 35 BS" Jigual) 2 5k (10
qualify you for the position?” Is what type of ol smia¥lg 5 o L "?‘*“"f‘d‘
questioning? Gmbﬁ\ (

Al 2 (<@
a) Hypothetical e (2
b) Non-direct Ll (0
c) Direct

d) Behavioral
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Module Six: Review Questions

The expectancy effect is

a) A self-fulfilling prophecy

b) Not scientific

¢) Important in the interview process
d) Easy to overcome

The expectancy effect is based on the
expectations of the ___

a) Candidate
b) Interviewer
c¢) Company
d) Management

When do people determine their views of

other people?

a) Over time

b) At the second meeting
c) Initially

d) After an hour

The primacy effect is

a) Always accurate

b) Useful

c) Easy to avoid

d) Not always accurate
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Bias information can be

a) Informative

b) Positive

c) Negative

d) Positive and negative

What can help prevent gathering bias
information in an interview?

a) Nothing

b) Ask different questions

C) Use the same questions
d) Doing different interviews

People stereotype each other based on

a) Knowledge

b) Groups

c) Relationships
d) Observation

How can you prevent stereotyping in the

selection process?

a) Be aware of the types of people you

may stereotype
b) Ignore stereotyping

c) Know about the stereotypes in the work

setting
d) You cannot
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10)

What theory might a manager use to boost
employee production?

a) Situational

b) Observation
c) Primacy

d) Expectancy

When selecting candidates, it is important
to be aware of any

a) Dialects

b) Religious issues

c) Personal bias on your part
d) None of the above
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Module Seven: Review Questions rdaglad) an gl) A2l 5
1) Anin-depth background check is more ST a Genial) L)) and (1

a) Necessary
b) Affordable
c) Costly

d) Educational

What type of information is not typically
included in a background check?

a) Credit

b) Driving record
c) Work history
d) Medical records

Why speak with references directly?

a) Know what questions are asked
b) Hear their tone

c) It saves time

d) Itis the law

The amount of information you may collect
on a potential employee is determined at
the level.

a) State
b) Federal
c) City
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d)

County

Interviewing references is similar to

a)
b)
C)
d)

Interviewing candidates
Employee reviews
Casual conversations
Business meetings

What question topic is NOT illegal?

a)
b)
C)
d)

Religion

Age

Job skills
Medical history

What should you do before contacting

references?

a)
b)
C)
d)

Prepare questions

Make the offer

Find information through a database
Nothing

Why ask about communication?

a)

b)

Determine what adjustments you need
to make

Determine if the individual causes
problems

Determine if the individual fits the
needs of your company

There is no reason
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9)  What is a vital component of the ph e Ulle oS¢ canls gill Adae 8 (5 pall paiall 58 W (9
recruitment process, but often ignored? M“}*j
A sl (d
a) The resume LAl Glagad (@
b) Background checks A (2
Al (o
c) References
d) The interview
10)  Obtaining driving records of potential Gila Caldinall (ks gall 3alal) @3las e J sl 2y (10
employees is an important aspect of any Al and gl (A Lags
(I
background check. (o
a) True
b) False
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Module Eight: Review Questions rALall) Bas gl) da) e
1)  You may communicate an offer in person, dual gill elile camy (S5 dlpadd (i e Juasi el (1
but you also need to communicate it . ) S—ZL@J
Allad) a1 8 aa) ) (\
a) To a family member aildl e (@
b) Over the phone Y e (2
¢) Online A
d) In writing
2)  What is not outlined in a job offer? fdarll e (G oanaadi oy ol (A u‘(z
<@y ()
a) Salary el (@
b) Vacation i (z
c) Promotions wea (2
d) Benefits
3)  What does not compensate for a lower Sl Galiad) e s Y ) LA‘(3
salary? i (!
s Ol jlge e sena (@
a) Education sl (z
b) New skill sets Aol iy paddl (2
¢) Vacation

d) Paid expenses

What should you do if a candidate has a Ay ¥ Jumdl imje el (s OIS 13) Jadi G s 13l (4

better offer that you cannot match? "‘Uﬂkﬂ
el g ()

a) Let the candidate go oAk dg Hhy Jll e Hdall (@
b) Find the money somehow . ‘ d‘f‘ﬁ‘ &2 e (z
A das 4y a AV ASLA Ol ol jal (0

c) Offer a better position
d) Tell the candidate the other company is
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a horrible work environment

What do you do if you become emotional
in a negotiation?

a) End the negotiation

b) Take a break

¢) Find another candidate

d) Make your feelings known

What will help you understand exactly what
the candidate is trying to communicate?

a) Active listening
b) Rephrasing

¢) Empathy

d) Eye contact

How many copies should you make of an
offer letter?

What do employers not need to be flexible
about?

a) When work is done
b) Why work is done
¢) How work is done

flia slial) i Lible Canpal 13) Jaii 13 (5
oasall elgd) (I

—

Aalyiud B (G
Algipee dad (2
(

rtﬁjﬂcﬂ)chudu\ Q

Slasally b 55 i jall Jglas Lo agd e el 31 L (6

Ll g laiuy) (i
il sile) (o
Ghlal  (z

Cpadl Juai¥) (2

€l ldad e g () cang ) eil) 230 oS (7
1

—

2 (s
3 (z
4

Q

Sl i e 15355 () (A Jandl sl Zliny ¥ (631 e (8
Jaadl (e olgi¥l e (I

Jeadl 2y 3 (0
deall o 2S (2
deadl oy ol (0
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10)

d) Where work is done

The offer needs to be balanced.

a) True
b) False

If you can’t match an expected salary, you
can compensate with what?

a) Further education
b) Paid expenses

¢) AandB

d) Neither A nor B

L) sie gl (5Ss of e (9

s ()

s 3l iy ¢ i gial) 5l Allaa (pe (a5 o113 (10

13ay
el e 23e (1
fe gadl Gy jaddl (o
=5l (2
<YsiY (e
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Module Nine: Review Questions

What does an effective orientation require?

a) Work

b) Computers
¢) Requests
d) Preparation

What is not a necessary step to get a new

hire started?

a) Greeting
b) Paperwork
c) Freetime
d) Workspace

Traditionally, orientations .

a) Are fun

b) Have too much information
C) Are engaging

d) Make people feel valued

People should conduct orientations that
have which trait?

a) Passion

b) Training

¢) Organization
d) Experience

sdaulil) 3as gl daa) ya

£l an sl atlay (5301 e (1

Je

Gl (@
N (G
Aae) (2

fana b g eal 4 )5 pal) e Bohadll 8 L (2

S (]
S ded) (o
ELl sy (2
Jae dalia (J
Glea sl (Ll (3
Axia P Ja (i
Gl sledll o LI ALY (o
dEde (2
oL (g el Gl daad (0

e ol L ) clga il o) ) Gl e any (4

RTINS (\
Xl (@
e (
Lad (2
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What should be on both the first week and
month checklist?

a) Training

b) Meeting

c) Clarify

d) Introductions

An evaluation should be scheduled for the
first )

You should meet with new hires every

a) Week
b) Month
c) 90 days
d) Year

What is not addressed in the follow up
meetings?

a) Mentor
b) Relationships

el ISV g sl (e IS e 06 o oy 13l (5

s )l
o)Al (\
glisl (=
== (¢

Gladgall (2

 JsY mmdla i (6

e (
T (=
x5 (z
Lu (9

ds;;gtggzﬂ\@cdﬁui%ﬁﬁ

E (@
L9090 (¢
Lu (9

faaliall cile laial 8 Al o5 (J L;'A]\ L (8

adea (0
ANl (e
dds (2

il (2
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c) Expectations

d) Policies
9) Itisimportant to engage new hires in the : Gt 23 Ol se A ) el 0 (9
Gl el g (
N dsall (@
a) Rules of the office GRS (2
b) Schedule Grulan e Y (3
c) Culture of the office
d) None of the above
10)  Why are orientations usually boring? filas Ble clea sl 131 (10
Cinall GalREY) e SN a1
a) There are too many people involved e slaall (o Sl @l (o
b) There is an overload of information Boente lgaby (o) ol o6l (7
c) The person delivering it is not gse (0

enthusiastic
d) Band C
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Module Ten: Review Questions

What is not a recruiting cost?

a) Advertising
b) Interviewing
¢) Hiring costs
d) Workspace

Background checks, employment agencies,
and moving expenses are included in

a) Advertising
b) Interviewing
¢) Hiring costs
d) Workspace

How long does it typically take for
employees to “break even”?

a) 5 weeks
b) 10 weeks
c) 15 weeks
d) 20 weeks

What will indicate if you are hiring quality

employees?

a) Evaluations
b) Meetings
) Age

d) Feedback
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Developing key relationships falls under
which category?

a) Pipeline and Referral
b) Employee Satisfaction
¢) Manager Approval
d) Employee Quality

Recruiter effectiveness should be evaluated
for

a) Internal recruiters

b) External recruiters

¢) Both internal and external recruiters
d) Progress

What is finding opportunities?

a) Consistent communication
b) Identifying ineffective actions
c) ldentifying effective actions
d) Assessing strategies

Address opportunities with .

a) No one

b) Competitors
c¢) The CEO

d) Recruiters

PR Lﬁi i kA I By okt (5
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Sl B e (2
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9)  Recruiting qualified candidates is . : Ola sall (s 5l o (9
W<
a) Costly daduedad (@
b) Nearly impossible ‘*’;ﬁi (@
c) AandB Y IY(

d) Neither A nor B

10)  The cost of recruiting can be worth the el (S 1) e Badiud Cigds il 4815 4 oS3 ) Sy (10
investment if you have quality employees : 335 5 Q,g:-:ﬁ
who . Ll cleldd Jaall (]

sl Jlsha el (@
a) Work extra hours ‘-—’;Ji (@
b) Stay for the duration Q¥ IY (2
c) AandB

d) Neither A nor B
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