1. An organization’s selection decisions
A, are not usually based on job descriptions
B, are generally made after the hiring decision
C, must reflect job requirements
D, are less important when the organization is in a dynamic, expanding environment
E, usually tend to be made randomly

2. In the first phase of job analysis, one activity a human resource specialist must do is
A, become familiar with the organization and its jobs
B, determine sources of information
C, design collection methods
D, collect job analysis information
E, Design job descriptions

3. Although among the most common of recruiting methods want ads can have drawbacks such as
A, they tend not to attract many applications
B, they lack a certain secrecy that may be required on occasion
 They can be relatively less expensive than other methods
D, they involve using print media
 E, They can give a fair amount of detail if desired

4. Employees who can work from their home are referred to as
A, electronically enabled workers
B, distance workers
C, telecommuters
D, home workers
E, out-office workers

5. A benefit of the multiple cut off approach to hiring is 
A, it can result in legal challenges
B, one predictor an be compensated by superior performance in another predictor
C, public relations will increase
D, the organization can reject a number of applications who mayb e qualified to do the job
E, It is easy for managers to understand

6. 

7. Relevant considerations of the principle of “undue hardship” include all the following except
A, financial cost
B, disruption of a collective agreement
C, morale problems with other employees
D, interchangeability of work force and facilities
E, employer’s reluctance to accommodate

8. Rejecting immigrant applicants, especially those with foreign qualifications, because they are “overqualified” has resulted in
A, a breakdown of barriers against immigrants
B, evidence that selection tools are valid
C, systemic discrimination
D, evidence of the use of performance-based job descriptions
E, selection board members being allowed to use assumptions to reject an applicant

9. Expert human resource forecasting methods can include
A, nominal group technique
B, indexation
C, past trends analysis
D, budget analysis
E, guessing

10. Human rights legislation exist in every province/territory except Nunavut and 
A, Ontario
B, Northwest Territories
C, Quebec
D, Alberta
E, only Nunavut; otherwise legislation exists in every province and territory

11. Human resource audits are usually completed by the
A, human resource department
B, the human resource department and the immediate supervisor
C, the human resource department and the employee
D, the employee, the human resource department and the immediate supervisor
E, the employee and the immediate supervisor

12. 
Under certain circumstances direct intentional discrimination is acceptable. Such legal discrimination is called
A, bona fide occupational qualification
B, affirmative action
C, bona fide special case employment
D, a priori occupational qualifications
E, ad hoc accommodation

13. Environmental considerations of job design include
A, job enrichment
B, social expectations
C, workflow
D, feedback
E, ergonomic controls

14. The means of identification of the internal potential supply of human resources for an organization include
A, replacement charts
B, extrapolation
C, labour market analysis
D, a staffing table
E, asking top management

15. All the below are common to most human resource departments except
A, developing job descriptions
B, establishing disciplinary systems
C, administering compensation systems
D, ensuring compliance with relevant legal requirements
E, all the answer selections given are common activities (there is no exception listed)

16. Constructing a competency model for a competency-based job description can use such tools as all the following except
A, focus groups
B, job-analysis interviews
C, job descriptions
D, demographic surveys
E, competency-model formats

17. One thing that is common to all organization is that
A, they are competing on product lines
B, they use the same accounts payable software
C, they are comparable in size
D, they have finite resources
E, they are designed to show a financial profit

18. Recruiters who wish to do the very best they can still may find their actions restricted by
A, organizational policies
B, a large pool of applicants
C, job requirements that require few complicated skills
D, top management support
E, a large recruiting budget

19. In the long run, effective human resource planning can determine an organization’s
A, physical design
B, mission
C, product line
D, survival
E, market position

20. If an organization has a non-compliance charge with the Human Rights Commission, who can they charge be against?
A, the organization alone
B, individuals within the organization
C, only one group
D, the organization or individuals within the organization
E, the HR department only

21. The purpose of the employment interview is to seek answers to a few broad questions including
A, can the applicant do the job
B, how many applicants are there
C, has the job analysis process been successful
D, how does the applicant compare to the interviewer’s preconceived impressions of him or her
E, the applicants sex, family status, religion, and age

22. Internal sources of human resource supply can include all the following except
A, promotions
B, demotions
C, new hires
D, transfers
E, job enlargement

23. 
The “halo effect”
A, refers to an interviewer’s ability to make immediate and correct judgments
B, is a situation where applicants are seated in a circle facing each other
C, often means that people are judged on information that is irrelevant
D, occurs only when they very best candidates are interviewed
E, is not a perceptual bias that has any impact in the interviewing process

24. In relation to union issues, legal decisions have held that the Charter
A, does include the right to strike
B, does include the right to bargain collectively
C, does include the right to bargain collectively, but not to strike
D, does not include either the right to strike nor to bargain collectively
E, has had no real impact on any major union issue

25. Human resource planning is also called
A, resource planning
B, human capital planning
C, employment planning
D, people planning
E, capital resource planning

26. The key objectives of a human resource management department can be categorized as
A, organizational objectives only
B, societal objectives and organizational objectives only
C, employee objectives only
D, employee objectives and societal objectives only
E, societal objective, organizational objective, and employee objectives

27. Computerization enables organizations to
A, improve their operational efficiency, regardless of other factors
B, make information available with great speed
C, get constantly accurate information
D, receive less information
E, no longer need to rely on people

28. The job identity section on a job description would typically include the following except
A, job title
B, job summary
C, job location
D, job grade and status
E, whom job reports to


29. One feature of employment advertising on television is 
A, that it is inexpensive
B, that the target audience is usually too broad
C, that like readers of classified ads, viewers are specifically watching for jobs
D, that it can often be offensive to viewers
E, that is usually contravenes the equity employment legislation

30. The courts have ruled that terminating someone’s employment due to their age
A, is always discriminatory
B, is not discriminatory for anyone over age of 55
C, is not discriminatory if the person has reached the normal retirement age for that profession
D, is only discriminatory
E, is not a factor to be considered

31. Key recruitment decisions in strategic human resource planning include all the following except
A, gaining competitive advantage from human capital
B, investing resources into recruitment
C, developing the benefits of a diverse workforce
D, focusing on employee development
E, current sales and budget figures

32. The advantage of replacement summaries over replacement charts in that the summaries are
A, more detailed
B, less detailed, thus easier to read
C, produced daily
D, use simpler language
E, replacement charts cannot be computerized

33. One poplar procedure that uses a variety of tolls for assessing a candidate’s future job behavior and managerial performance potential that is employed by some organizations in the selection process is
A, psychological testing
B, the assessment Centre
C, honesty and integrity testing
D, realistic job previews
E, drug testing


34. Managers or supervisors who retaliate in any way against employee who have brought complaints under the Human Rights Act
A, are committing a criminal act
B, may legally do so
C, may legally do so as long as employee doesn’t complain
D, may do so with the approval of the firm’s human resource department
E, may do so with the approval of the Human Rights Commission

35. Professional associations are often a poor source for recruiters because
A, many such associations regard recruiting as an activity that is beneath them
B, members of professional associations tend to be less informed about developments
C, publications of professional associations are legally forbidden to carry adverting of any type
D, such associations tend to represent people with relatively specific specialties
E, none of the answers are correct; within their fields professional associations are an excellent source of candidates

36. When an organization reduces its workforce through attrition this refers to
A, switching to part-time workers
B, internal transferring of employees
C, individually initiated departures
D, layoffs
E, outplacement analysis

37. In preparing a resume, all the following are fairly important except
A, grammar and syntax
B, suing specific words
C, personal goals
D, pervious addresses
E, education

38. Advantages of employee referrals as a form of recruiting may include all the following except
A, current employees may know others with similar skills
B, new recruits will likely know something about the organization
C, people tend to refer friends and friends tend to have similar habits and attitudes
D, such recruits often tend to work hard in order to now let down the one who referred them
E, usually increasing employee diversity


39. Some popular measures of the effectiveness of the recruiting function include the following except
A, cost per hire
B, quality of hires compared to costs and methods
C, quality of job descriptions and standards
D, offers to applicants ratio
E, time taken to fill a position

40. Recently the Supreme Court has decided in regards to same-sex couples that
A, sexual orientation is a prohibited ground for discrimination
B, only married same-sex couples must be treated the same way as heterosexual couples
C, sexual orientations is not a human rights issue
D, like heterosexual couples, businesses may refuse to hire both partners to work together
E, individual gays and lesbians are not protected, but gay and lesbian couples are

41. For interviews to have high reliability means that the interpretation of interview results should
A, vary form interviewer to interviewer
B, correlate positively with job performance and other criteria
C, be done on time as scheduled
D, be reviewed immediately by an human resource professional
E, be held in confidence until the candidate is actually hired

42. Moving employees between different jobs is called
A, job enrichment
B, job enlargement
C, job design
D, job rotation
E, team building

43. The technique where incumbents provide examples of behaviours required to do job effectively, and the way to do it is considered a(n)
A, Functional Job analysis
B, Occupational Information Network
C, Position Analysis Questionnaire
D, Critical Incident Method
E, Fleishman’s Job Analysis System


44. Giving a recruit an insight into how a job’s actual environment looks, feels and sounds is called a(n)
A, employee environment preview
B, realistic job preview
C, practical interview technique
D, employee matrix analysis
E, Dewey Decimal interview

45. A person who brings a charge of sexual harassment yet has been shown to have cooperated with the respondent
A, will be charged himself/herself
B, will no have the fact considered at the hearing
C, must show that cooperation was due to employment-related threats promises
D, is not required to have to verify any embarrassing behaviour or events
E, will not be entitled to a hearing

46. Task significance is an
A, organizational consideration of job design
B, ergonomic consideration of job design
C, employee consideration of job design
D, environmental consideration of job design
E, legal consideration of job design

47. Productivity refers to
A, ratio of an organization’s inputs to its outputs
B, ratio of an organization’s inputs to its inputs
C, ratio of an organization’s labour costs to its outputs
D, ratio of an organization’s labour costs to its revenue
E, ratio of an organization’s outputs to its labour costs

48. Proactive human resource strategies refers to
A, strategies that anticipate human resource problems
B, strategies that respond to human resource problems
C, strategies that encouraging employees to handle their won problems
D, strategies that predict future market share of the company
E, strategies that help the company adopt technological changes

49. The most common first response to an employee surplus is usually
A, job sharing
B, hiring freeze
C, early retirement offers
D, termination
E, overtime

50. All the following are features of control systems excepts
A, standards
B, measures
C, discipline
D, feedback
E, correction

51. One advantage of blind ads includes
A, less internal (to the organization) confidentiality
B, encouraging applications from people who want to work for that organization
C, reduction of telephone inquires
D, good (and free) organizational public relations
[bookmark: _GoBack]E, that they always attract only the best applicants
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