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Multiple Choice Questions


1.   ________ involves considering what you enjoy doing, your work style, and work experiences.
a. The resumé
b. Self-assessment 
c. Psychoanalysis
d. Counseling

2. Having thoroughly assessed yourself, you can expect ________.
a. to find the job you will spend the rest of your life doing
b. to change jobs every few years 
c. to realize that you don’t like working
d. to start in a management position

3. Which of the following is not a way of “tapping into the hidden job market”?
a. Unannounced visits to the company you want to work for 
b. Cold calls
c. Job-prospecting letters
d. Networking

4. Employers rarely use resumés to ________. 
a. screen out applicants
b. decide whom to interview
c. gather standardized data on applicants
d. decide whom to hire 

5. When organizing a resumé, which of the following should come right after the objective statement?
a. Education
b. Work experience
c. Most noteworthy qualification 
d. List of skills

6. When formatting your resumé, be sure to avoid ________.
a. headings for sections
b. active verbs
c. space between sections
d. typos 

7. When should you include your GPA (Grade Point Average) in your resumé?
a. When it’s better than average
b. Always
c. When it’s high 
d. Never

8. You’ve been called in to an interview, but you don’t know what the company is paying. You should ________.   
a. establish the salary at the beginning of the interview so you aren’t wasting time
b. ask questions about salary, benefits, and vacation at the end of the interview
c. ask briefly about salary, but focus on what you can do for the company
d. None of the above.

9. If you have not heard back from the employer after the interview, ________.  
a. you should write a follow-up letter showing your serious interest
b. you should write a persuasive follow-up letter reviewing your qualifications
c. you should write a follow-up letter giving your feedback about the interview
d. None of the above.

10. Suzanne is looking for a job, so she has been going through the newspapers and job-hunting websites.  What else should she do?			
a. Join the local environmental group.	
b. Send out unsolicited letters to interesting employers.	
c. Consult an employment agency.
d. All of the above.

11. A resumé should not include the following information ________.  
a. languages you speak
b. your age
c. your award at the pie-baking contest
d. All of the above.

12. A Career Objective is ________.
a. a standard statement about your planned career path
b. a statement about how you would fit in with the company
c. a statement about how your planned career path fits in with the company
d. None of the above.

13. You aren’t sure how, in your resumé, to treat the year you took off work to travel in Australia. 
a. Don’t highlight it, but be prepared to discuss it in an interview.
b. Suggest that the trip had connections to your career.
c. Highlight it as a personal growth experience.
d. None of the above.

14. ________ should never appear in your resumé.  
a. Your children’s talent in art and music
b. The victories of the amateur hockey team you coach
c. Your skill in weaving baskets in traditional folk art style
d. All of the above.

15. How long should a resumé be?  
a. Never more than one page
b. Rarely less than two pages
c. Rarely more than one page
d. As long as necessary

16. A Chronological Resumé is not the best format for ________.  
a. people who took a year off to go to Australia
b. people who want to emphasize their technical skills
c. people who just graduated from college
d. All of the above.

17. A Functional Resumé is a good consideration for ________. 
a. people with many extracurricular activities
b. people with limited work experience
c. people with new career paths
d. All of the above.

18. The downside of a Combination Resumé is that ________.  
a. the layout can be confusing
b. it does not focus on relevant skills
c. it does not provide a complete record of employment
d. All of the above.

19. Which of the following is true?  
a. You need to print your resumé on impressive paper.
b. You need to avoid looking unreliable by changing your resumé.
c. You need to change your resumé constantly.
d. None of the above.

20. To submit a resumé by email, you should not ________.  
a. attach the resumé to your email message
b. include a cover letter
c. avoid graphic highlighting and formatting
d. All of the above.

21. In a scannable resumé, you should ________.  
a. leave plenty of blank space
b. use italics for subheadings
c. use as many pages as necessary
d. None of the above.

22. The application or cover letter should ________.  
a. add to the information in the resumé
b. interpret the information in the resumé
c. allude to the information in the resumé
d. detail the entire resumé in sentence form

23. Your cover letter should be structured with ________.  
a. long, well-written paragraphs
b. short, to the point paragraphs
c. bullets and graphic highlighting
d. a fancy font

24. In the opening of a solicited application letter, it is inappropriate to ________.  
a. discuss your personal values
b. mention the name of a mentor in the company
c. request an interview
d. All of the above.

25. In the middle of a solicited application letter, you should ________. 
a. use action verbs to describe your interests
b. use strong adjectives to describe your previous employers
c. use action verbs to describe your experience
d. None of the above.

26. Jose has always wanted to work for Dynamik Inc., but there have never been any job openings. He has decided to send in a job-prospecting letter. How should he structure his letter?   
a. Attention grabber, build interest, and contact information
b. Introduction, reduce resistance, and goodwill
c. Attention grabber, explanation, and contact information
d. None of the above.

27. Formatting and layout in an email application letter should be ________.  
a. well-planned and attractive
b. simple and dignified
c. kept to a minimum
d. complicated

28. In most resumés, you should list the jobs you had in what order?
a. The most important job first
b. The most recent job first 
c. The first job you had first
d. However you want

29. The work experience section of the resumé does not include ________.
a. the supervisor’s name 
b. the month and year of employment
c. the city and province where company is located
d. promotions

30. By law, employers are allowed to ask for which of the following information?
a. How old you are
b. If you have any long-term health problems
c. Whether or not you are married
d. Which country you were born in 

31. The “standard” resumé style is the ________ resumé. 
a. visual
b. chronological 
c. combination
d. functional

32. Which of the following is not a good general tip for resumés?
a. Use brightly-colored paper.
b. Modify the resumé for each application.
c. Have both a paper version and an e-mail–friendly version for each job.
d. Don’t exaggerate your qualifications.

33. If you include references with your resumé, do ________.
a. contact the references first
b. indicate the references’ relationship to you 
c. include the name of the company where the reference works
d. include the job title of the reference

34. When creating a scannable resumé, format by using ________.
a. horizontal lines
b. white space 
c. hollow bullets
d. textured paper

35. Cover letters should not ________.
a. be identical for every application, except for the date 
b. be completely free of spelling errors 
c. minimize the use of the first person
d. be in the same font as the resumé

36. What is the primary purpose of a solicited application/cover letter?
a. To get the job
b. To show your interest in the job
c. To get an interview 
d. To show your varied vocabulary

37. Which of the following would make the best opening for a cover letter?
a. Are you hiring right now?
b. With ten years of experience in accounting, I am an excellent candidate for the Accounts Payable position advertised in the Vancouver Sun on February 15. 
c. I am writing because I’m interested in the job you posted.
d. Please consider this letter my application for the Accounting position advertised yesterday.

38. In the middle paragraphs of the cover letter, do not ________.
a. mention everything you’ve done 
b. summarize your skills
c. emphasize your strongest skills
d. give examples of how you acquired your skills

39. When e-mailing a resumé, ________.
a. omit the cover letter
b. send the cover letter as an attachment
c. cut and paste the text of the cover letter into the e-mail 
d. use the same format as for the paper version

40. When preparing for an interview, ________.
a. always wear a suit
b. a strong cologne is better than no cologne
c. dress as you would for a formal party
d. wear clothes that are slightly more formal than you would wear on the job 

41. Which of the following is not typically asked during an interview?	
a. Which church do you attend? 
b. Describe a time when you had a problem with a co-worker and how you handled it.
c. What attracted you to our company?
d. Why should we hire you instead of one of the other applicants?

42. Making negative remarks about previous employers ________.
a. shows that you are choosy about whom you work for
b. explains why you left the job
c. suggests that you have interpersonal communication problems 
d. proves that you are a good judge of character

43. During an interview, do not ________.
a. interrupt the interviewer 
b. have a firm handshake
c. make eye contact
d. speak grammatically correctly

44. Once the interview is over, ________.
a. you have to take the job if it’s offered to you
b. the job search process is over
c. send a thank-you letter the next day 
d. expect to negotiate your salary

45. Follow-up employment messages do not include ________.
a. job application letters 
b. reference request letters
c. job acceptance letters
d. job refusal letters





Answers


Multiple Choice

1. b
2. b
3. a
4. d
5. c
6. d
7. c
8. c
9. a
10. d
11. b
12. c
13. a
14. a
15. c
16. d
17. d
18. a
19. c
20. a
21. a
22. b
23. b
24. c
25. c
26. a
27. c
28. b
29. a
30. d
31. b
32. a
33. b
34. b
35. a
36. c
37. b
38. a
39. c
40. d
41. a
42. c
43. a
44. c
45. a
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