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Module One: Review Questions A5 Bas gl daa) pa

1) A new person cannot be hired for a
position unless what?
a) They pay an application fee
b) The hiring manager knows the position
¢) The hiring manager conducts three
interviews
d) They have over fifteen references

2) Which of the following is a statement used
to learn more about a position?
a) "What time will they go to lunch?”
b) “"How much vacation will they have?”

) “What kind of skills will be needed?”

) "What size desk will they need?”

o O

3) What is the purpose of performing a needs

analysis?

a) Determine what a job position consists
of

b) Determine the amount of pay per
employee

c) Determine future employee needs

d) Determine what kind of person to hire

4) A needs analysis can help detect what?
a) An under-filled position
b) A lack of office supplies
c) An analysis of office furniture
d) An over-qualified employee
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5)

What is the purpose of a job analysis?
a) Analyzing company spending
b) Conducting a panel interview
c) Determining the proper dress code
d) Collecting demographics about a
position

Which of the following is one process of a

job analysis?

a) Researching similar jobs

b) Creating new job descriptions

c) Determining what kind of supplies to
buy

d) Finding out what the competition is
paying their employees

What is one step of a task analysis?

a) Determining the most accurate salary
range

b) Determining individual task difficulty

c) Determining the number of employees
needed in a job

d) Determining if the position will have
growth

Task analysis can help create what for the
company?
a) Employee retreats
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b) Job descriptions
c) Training programs
d) Interview protocols

9) When hiring for a new position, who can

offer input into the hiring strategies?
a) Sales clerk

b) Managers

c¢) Customer service

d) Telephone clerk

10) The best way to complete a task analysis is

to_

a) Ask the manager

b) Work with the employee
c¢) Observe others in that role

d) Band C
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Module Two: Review Questions

1)

It is important to consider what, when
hiring new people?

a) How your hair looks

b) Previous company changes

¢) How many employees are on vacation
d) The size of the department cubicles

Company surges and shortages can predict

what?

a) The menu in the cafeteria

b) The amount of time off for each
employee

¢) The company employment needs

d) The assignment of parking spaces

Why is it important to have a competitive

salary range?

a) It makes the company look good

b) It is easier to maintain over time

c) It can affect a candidate’s choice in
employment

d) It can make the company look cheap
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4)

When researching the open position, it is

important to know what about salary?

a) If it will increase or decrease in the
future

b) If the competition will find out your
current range

c) If the price of the US dollar will increase

d) If the manager's salary will change

What is a characteristic of a top performer?
a) They come to work even if they are sick
b) They take a lot of vacation time

c) They are liked by everyone

d) They have a good work ethic

Hiring managers hope to hire employee
that will do what?

a) Mimic top performers

b) Assist the top performers

c) Commit to stay for several years

d) Do what they are told

One thing that should be included in an
emergency hiring strategy is what?

a) A list of back-up employees

b) Information for a staffing agency

c) Information for the unemployment
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office
d) A notice regarding over-time pay

8) Why is it important to have an emergency €45 )l Gl 58 i) il bl S5 () gl (10 3L (8
hiring strategy? ol ppdlae Lo padd b cleY (]
_ g . 28y A3 5] 8 ladl) cnals gl ¢ Al Al 8
a) To finish hiring someone in a hurry s i al o lall Ghsll e A ‘f (=
s
b) In case too many employees go on il sl (i s 3 (g
vacation at once (sl shll 25 Al dd dlay (3
¢) In case of short staffing
d) To add to the emergency exit plan
9) What is a helpful tool in the hiring practices FAS Hall il il Sl jlae (A il 31531 (2 Lo (9
of a company? Sl A5 (1
Blalae e (@
a) A sales agency M" N ((
, il (z
b) A law firm a4y (:
C) A strategy
d) A bank
10) A company's_____ , can help predict | @isi B A8, el ol ¢Sa (10
any changes or growth surges ahead of S Sy (s b ‘L“{*’u
fime iyl
' Obsall (@
a) Departments W (
& (2

b) Employees Guslaa s 8 Y (o

C) History
d) None of the above
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Module Three: Review Questions AN Bas gl) Axal e
1) Where is one effective place to advertise e Y e oBle U Jlad aal s lSe s ol (1
online? . st ()
. . - . "\
a) Facebook —— $j§§i§ ((""
. . B sk z
b) Job-specific websites Clamidl ilse (o
¢) The company blogs
d) Personal’s websites
2) Where is one effective place to advertise in 96 sahae IS5 3 (Nl Jlad asl 5 (lSe 8 ool (2

daladl Sl (1
Vel cdlas (@
b) Grocery stores kil (o

L

print form?
a) Public libraries

c) College campuses
d) Hospitals
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3) What is corporate citizenship? IS il Al o0 L (3
Ailiae 3l el 3S,5 (1
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a) A corporation composed of different
ethnicities

b) A corporation with only American
employees

c) A corporation working together as one

entity
d) A corporation with over 1,000
employees
4) Corporate citizenship can lure in new O axa Cpad ye S Al dpwia i o Sy (4
candidates because . A e e om ol Oyl pelany (]

@8 B8 daall gl sy (@
Gl il a8 agbamy i) (2
b) It allows them to work individuall . i .
) ' y we3 Y aelladl o LS (gt pelany (3
) It gives them a chance for promotions

a) It makes them feel like part of a team

d) It makes them feel as if their actions
don’t matter

5) Treating your candidates well can lead to 3k Y (525 O CRar s IS8 linds je Alalas (5

what? SSad) selil eyl (]
Lazl) 5O (@

a) Early retirements Sl gt j;i%di ((
o) (z

b) More layoffs Opealidl (sl pall (3

c) Lower wages

d) Loyal employees

6) If candidates are treated badly, it could do Lo Jaii () (S 43l ¢ an JSE Gaad yall e Jalill 313 (6

what to the company? sl
- . i 4 Uac | |
a) Give it a bad reputation A Arans lgillae) - (
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b) Make it more popular
c) Make it appear tougher on employees
d) Allow it to hire less qualified people

What does it mean to poach the

competition?

a) Buy breakfast for their employees
periodically

b) Look for candidates employed by rival
companies

c) Negotiating with management to
‘trade’ employees

d) Having more productivity than them

Why is poaching the competition a
cautious practice?

a) It can be hard to do

b) It can prove unsuccessful

¢) It can make your company look bad
d) It can upset your current employees

When planning to advertise, it's important

to put your where you want to

get candidate’s attention
a) Ad

b) Company name
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c) Job description
d) None of the above

10) Treat candidates with respect, and in turn (g o gy ¢ al yial cpad el dele (10
theywill . - é—*—*-w e—\-’ {
a) Be hired S U;i‘é:;\jzlj"’ ((‘;
b) Speak well of you and your company Al ) Ll (o
c) Demand higher wages
d) Look at the competition

Module Four: Review Questions dayl ) Baa gl) Aaal ya

1) What is one thing that is considered a ‘Do’ FATIAN B yad) e A" iy oAl aall o LA s LA‘ (1
on a resume? Aysle o i plaadd (]
a) Use long paragraphs Al et (=

b) Including references 5 oiin Cilallas dlaiind (3

¢) Not including jobs you were fired from
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d) Use shorthand terms

2) What is one thing that is considered a FASIA B ) e "Y' ey (o2l a2 S g8 L (2
AL el cilegheae ey il (]

Al ddds ol Jualdi 3y (2
L o . arerill 31 3Y) (z
b) Listing previous job details LY sl s (s
c) Over-generalizing

‘Don't’ on a resume?
a) Including past manager information

d) Complete a spell-check
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3) Why is the cover letter of a resume
important?
a) It saves the manager from having to
read the resume
b) It allows the company to create a profile
C) It portrays the candidate’s personality
d) It saves paper

4) If an applicant turns in a resume without a gbard Cllad (50 45910 8 e (A Joay callall anie IS 1Y) (4

ol il e (8
N o saal 5 allal i jally Joil (2
a) Not give them an interview ALil) <8, 35l bl (z
b) Call the candidate to ask for one i€ Ltk pmdl) (2
c) Ask for one at the time of the interview

cover letter, the hiring manager will

d) Proceed as normal
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5) '‘Googling’ a person helps detect their

what?

a) Amount of personal photos
b) Personal information

c) Amount of personal blogs
d) Internet presence

6) Always remember that what you find on

the Internet should

a) Not be the only hiring factor

b) Be talked about in the interview
c¢) Not matter at all

d) Determine if a person is hired

7) A phone interview can help gauge what?

a) Sales skills

b) Communication skills
c) Math skills

d) Technology skills

8) Phone interviews are a great tool for

conducting what?

a) Personal satisfaction surveys

b) Questions about job skills

¢) Introductory interviews

d) Questions about work schedules
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9) The are/is an important Gl (oY Aage dadie (o [ (o8 (9
introduction for any person applying for a Adk ) -
job Gl (]

a) Resume ) s ((C
b) Cover letter ils e (o

c) References
d) Phone interview

Jae oo Gfiald) e aaall dalaiy (10
Abai A,
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a) Cover letter sl (=
L i Yl el (72

b) Qu§l|flcatlons Grelae s Y (3

c) Online presence

d) None of the above

10) Many job seekers disregard their
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Module Five: Review Questions

1) Why is it important to introduce all parties

In an interview?

a) To establish lead interviewers

b) To make everyone feel more
comfortable

c) To make everyone feel nervous

d) To determine who will go first

2) One way to start introductions is to do
what?
a) Pick someone at random
b) Make the candidate speak first
c) Tell something about yourself
d) Begin asking questions right away

3) What is a benefit of using a panel during
interviews?
a) It makes the panel feel powerful
b) It makes use of the empty space in the
room
) It gains different perspectives
d) It allows the interviewer to do less work

4) When using a panel, the manager must
establish what?

a) A rating system
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b) A secret language Cgadae (g
c) A voice recorder 28 ) palS (2

d) A video camera

5) What is one way of matching the interview fAgh sl ae ALlaal) A8kl 3)kl) 2] (2 L (5
to the job? L e 8 ALl 6 ) (]
. . . . . Asal) saalia pllall cpals gall (i Lol
a) Having the interview in your office only Al Baaliday el il sall il (<

| | X Jomiily 4ada )l e sl ) (g
b) Letting some current employees watc Jeall Jlae 8 4G e a) (2

the interview

c) Telling the candidate about the job in
detail

d) Holding the interview in the work area

6) What is an advantage of matching the A8kl e ALl A5lae 3 500 2 Lo (6
interview to the job? ksl oo JaflSsa gl ziod - (
Gl (A Gl o deasy el (@
G5 dSdy Sl e ol (g

Job saeLusal) G S8 (il sall o by o paall oSy (2
b) The candidate gets a head start on

a) The candidate has better picture of the

training

c) The manager gets out of the office
periodically

d) The manager can ask nearby employees
to help

7) The STAR method bases questions on the 913k el e ALY Qs STAR sl (7
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candidate’s what? dpbaill Qs (§
a) Cover letter e G
\ (z

b) Resume &'x &
s (2

c) References
d) Application

8) Which of the following cannot be asked in Alie b dlw o (S Y Gblaa gl (8
an interview? Ol el jaally Gl Al (1
adlaill (5 gla (a geady Al (o
ol Gl Al (2
a0y sl Mgy Adleial) ALY (o

a) Questions regarding previous managers
b) Questions regarding education level

c) Questions regarding religion

d) Questions regarding shift preferences

9) In total, how many interviewers are AE dlee 3 peianal i ) G staall 220 oS¢ Ylaa) (9
included in a panel interview process? ?‘*ﬂ‘k“#‘
Py Wi v J
a) Two - three u (

dag )l - D (@
b) Three - four

c) Five - six de (o
d) Ten

10) If possible, bring the __ to the alaal) ) sl &l 13 (10
interview i (!
a) Candidate i s (2
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b) Resume gl (s
c) Cover letter
d) Environment

Module Six: Review Questions dalidl 3aa gl) Axa) e
1) A candidate that does not know anything e i L34S, e o o8 gl Capmg Y A sl (1
¢13k

about the company in an interview shows ‘
haa Jsiie el (]

what?

s e s pe (@

. G el (2

b) A lack on initiative Lty o] 40 @3 By il ol (o

c) A quick learner

d) The candidate tried to find out but
couldn’t

a) The candidate is very busy

2) What is one thing a candidate should know S0 Ce gl sall 4y o comg 53 a6 5D 58 L (2
about the company? |50 pedela st o8 Gl fﬁé‘gﬁ‘” 2 (]
e\..ﬁ‘}“ ‘;\_)JA e.m‘ («_1
Ak /3,80 a5 L (2
Shaall pe ALal A8 Al aladibe (2

a) The number of employees that were
recently hired

b) The name of the department managers

¢) What the company produces/does

d) What the company does for a Christmas

party
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3)

If a cell phone is not turned off before an
interview, it is a sign of what?

a) Carelessness

b) Forgetfulness

c) Disrespect

d) Indifference

One example of a distraction in an office
area is what?

a) Stacks of paperwork

b) The candidate’s resume

c) A cup full of pens

d) An empty trash can

5) What is a benefit of conducting more than

6)

one interview?

a) To lead on the candidate

b) To have more time to decide on a
candidate

c) To kill time

d) To cover more topics

A second interview is best to discuss what?
a) Job specific details

b) Previous work experience

c) Job interest
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d) Education experience

7) When wrapping up an interview, don't O et Y AlE ) v (7
forget to , bl il e allall axie yal (I
Cllall adie Talall Juai¥) cilashes (o Gl (o
el Al e 3 3all llall aaie (e lll (2

aend) e oo ) adie il (3

a) Tell the applicant about the job salary

b) Verify the applicant’s contact
information

c) Ask the applicant for more references

d) Tell the applicant about the stock

offering
8) Before letting the applicant leave, offer $13l agd a8 63 jaleally llall aaial ~lendl J& (8
them what? sl pedaki (]

a) A piece of candy U sina e 85 (
e A 5 (¢

b) The names of department head

Céha gall Alla ~lie (2
c) A reasonable follow up time
d) A key to the employee lounge
9) A candidate should always come prepared AL arine Wiy il il o oy (9
to an interview. &= (!
s (o
a) True
b) False
10) If the applicant’s phone rings/dings, Ol Holie) (8 pum ¢ iy [ lball adie il o, 13 (10

consider that —_—
dua ddle (!
salae (@
cidl e e lde (g
G lee e B Y (2

a) A good sign
b) A red flag
c) A sign of the candidate’s popularity
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d) None of the above

Module Seven: Review Questions dajladd) Bas g1l daa) e

1) What is an example of a test used for new faaal) (il gall padiy Hlial) e JBa iiey (1
employees? U»J\ Jt_u;\ (I
a) An eye test ‘_’L:tj: jt: ((‘;
b) A typing test s sl (o
c¢) A math test
d) A navigation test

2) Over 90% of jobs require what kind of test? LAY e g 5 gl callai (il ) (e 790 e ST (2
a) A writing test ausl) s (i

Maall Laxd L) (o

b) A customer service test

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

20



4 nn o
Mseeyat
cademy

Optimizing e-Learning

c) Adrug test
d) A vision test

Employees that do not have job
enthusiasm can lead to what?
a) Increased boredom

b) More vacation time requests
c) Lower productivity

d) Depression

One sign of job enthusiasm includes what?

a) Desire to learn or train

b) Coming to work every day
c) Clocking in on time

d) Wanting to take time off

Background checks are a form of what?
a) Paperwork

b) Hassle

c¢) Obstacle

d) Security

Applicants must give what, in order to
conduct a background check?

a) Consent

b) A fee

c) A photo ID

d) References
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7)

Second guessing your instincts can cause
what?

a) An annoyed candidate

b) A prolonged hiring process

c) A quick interview

d) A longer written application

What is one thing that can impact our
instincts?

a) Forms of handwriting

b) Choice of clothing

c) Body language

d) Hairstyles

What trait is important in a new hire?
a) Punctuality

b) Honesty

c¢) AandB

d) Neither A nor B

10) Despite having a glowing resume, a

candidate that demonstrates____ may not
be a good choice.

a) Positive body language

b) Eloquent speech

¢) Good hygiene
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d) None of the above

Module Eight: Review Questions ALalll) Bas gl daa) e
1) What is one benefit of having more fpalaill ho 2 5a (o Jpumnl) o 325l (8 Lo (1
education? o2 AV Ol e IS e daall (1
a) Getting to work with lots of other Actinall o (340 pnall Sl “%c.d’fd (=
students Sea Al gl Ais R  (g

el ol b A8 jaall e 2 e e Jpandl (2
b) Having the latest knowledge of the
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industry
¢) Knowing how to follow directions
d) Having more knowledge of grading
guidelines

2) What is one benefit of having more

experience?

a) Having more people skills

b) Knowing more about industry
establishments

c) Having more first-hand knowledge

d) Gaining more vacation time

3) What is a consensus?

a) A count of employees
b) A written contract

c) A joint agreement

d) A verbal agreement

4) What is one way to build a consensus?

a) Compare opinions
b) Talk over each other
¢) Think independently
d) Write a report
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5)

What is one reason to keep files for non-

hired candidates?

a) In case of a law suit

b) To have everyone's home phone
number

¢) In case the candidate asks for their
records.

d) To revisit later if needed

When storing files of non-hired candidates,
it is a good idea to store them by what?

a) Desire to hire

b) Hair color

C) Height

d) Order they were interviewed

When checking references, ask to speak to
whom?

a) A coworker

b) A manager

c¢) The CEO

d) The secretary

Before calling a candidate’s references, be
sure to have what?

a) Consent from the applicant

b) A fake name to give

c) A list of prepared questions

d) An address to send a thank you card
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9) How can a hiring panel come to a

conclusion?

a) Consult with one another
b) Compare notes

c) Ask for opinions

d) All of the above

10) When checking references, what is a good

guideline?

a) Focus on professional references

b) Speak directly to the candidate’s former
manager

C) Prepare questions

d) All of the above
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Module Nine: Review Questions
1) Why is it important to make a job offer
quickly after an interview?
a) The candidate could pester the office
b) The candidate may lose interest
c) The manager may lose interest
d) The manager may change their mind

2) What should the hiring manager do if the
candidate does not answer right away?
a) Beg for an answer right away
b) Retract the job offer
c) Set a deadline for an answer
d) Send the offer again

3) Including employment details in the job
offer does what for the candidate?
a) Gives them a bigger to do list
b) Begins employee training early
c) Creates a better picture of the job
d) Makes them want to quit before they
start

4) Which of the following should be included
in the employment details?
a) Job assignments
b) Salary offer
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¢) Vacation time
d) Dress code

Why is it important to notify rejected

candidates?

a) It makes them stop bugging you about
it

b) It keeps them from feeling despaired

c) It allows the manager to focus on the
hired candidate

d) It allows candidates to move on

What is one way to properly notify a
rejected candidate?

a) With a phone call

b) By email

c) Posting it on Twitter

d) Sending a Facebook message

What is a benefit of being more creative

with a job offer?

a) The manager gets to have their way

b) The employees are happier

¢) The manager has less work to do

d) The employee gets to make all of the
decisions
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8) Job offers should always remain Ll deal) (s e Jhai o s (8
. la (i
a) Solid uAL\J (<
Josll (2
b) Unyielding
gz (0
c) Negotiable
d) Vague
9) When notifying a large number of oAl ge ¢ Gaalll e Galoall G S e jlad) e (9

u.\laj.\l\ e Q\

. e i) j

will likely e IS slediul - (
claa Sy Jl) (@

a) Call each of them Legie S any bt Jiy) (2
b) Send a mass email Slelaysle S (2

unsuccessful candidates, a hiring manager

¢) Send a formal letter to each
d) All of the above

10) Many employees want to have a work-life Jandl o o) ) (383 A il gall e 22all & (10
balance. -Bl'»‘fj‘ﬁ
Tinea (\
a) True s «
b) False
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Module Ten: Review Questions

1)

2)

Orientation typically covers what?

a) Job assignments

b) Company policies and procedures
c) Department processes

d) Job tasks

What is one topic to cover when training
new employees?

a) Dress code

b) Employee benefits

c) Reviewing job duties

d) Contacting human resources

How does mentoring benefit the new
employee?

a) Makes sure they don't break anything
b) Monitors their production stats

c) Guides them as they learn a new job

d) Gives them a report of their activity at

the end of the day
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4) Who can be a mentor to a new employee?

a) A coworker
b) A manager
c) Ateam lead
d) All of the above

30-60-90-day reviews are important in
order to offer what to the employee?
a) Discipline

b) A paycheck

¢) Vacation time

d) Feedback

What is one thing to establish during each
review?

a) New goals

b) Break times

c) Shift hours

d) New work orders

What is one way of making an employee
feel welcome in the company?
a) Throw them a party
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b) Introducing them to everyone

c) Have them watch a video about the
company

d) Let them watch the other employees
work for a while

8) After welcoming a new employee, assure
that you will what?
a) Be watching them closely
b) Follow up with them in 30 days
c) Be available for assistance
d) Send them an email periodically

9) When an employee is hired, a is
often assigned to see how they perform in
the first few months on the job.

a) Coworker

b) Probationary period
c¢) Team lead

d) Mentor

10) Being the new hire at work can be just as
terrifyingas ___ .
a) Walking through a haunted house
b) Being the new kid at school
¢) Going to the dentist

d) Encountering a bear
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