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Demonstrate Employability Characteristics of a Successful Worker in the Modern Workplace - EXAM

	1. Tom wants to apply for a job.  He unsure what a resume includes.  Which of the following is not included in a resume
A. Contact Information
B. Skills
C. Experiences
D. Pet’s Names
2. Susie is creating a resume.  She is not sure how long her resume should be.  How long should your resume be?
E. 3-4 pages
F. 1-2 pages
G. Half a page
H. 5 pages
3. Seeking to obtain a management n personal training and development where I can utilize my interpersonal and comunication skills.  What is wrong with this objective?
A. No errors
B. Spelling errors
C. Punctuation errors
D. Not a correct resume objective

	4. Which of the following is not an appropriate reference?
E. Teacher
F. Former Employer
G. Greeter at the Wal-Mart
H. Counselor
5. Peter is unsure if he should send a cover letter.  There are no directions to not send one.  What should he do?
A. Send a cover letter with resume
B. Send only a resume
C. Send only a cover letter
D. Send nothing
6. What best describes Invited Cover letter?
E. The most common type of cover letter 
F. Written in response to an advertisement
G. Very effective and branches from networking efforts Answer

H. An invitation to a party



	7. What should your salutation be on your cover letter?
A. Hello Mr. Baker
B. Good Day Mr. Baker
C. Dear Mr. Baker
D. Howdy Mr. Baker
8. Josie is applying for a job in which she really would like to receive.  On her cover letter, she is portraying herself as overqualified.  What should she do?
E. Leave it the way it is
F. Make herself seem more overqualified
G. Make herself seem like a better fit for the company
H. Don’t apply at all
9. Bobby wants to apply in the Animal Science department.  Bobby walks in and says, “Do you got any applications?”  What should he have said?

A. Good afternoon, can I get an employment application?

B. What’s up, can I get an application?

C. Hey Sweet Thing, can I get a application?

D. Don’t change anything it was perfect


	10. Jessica has been convicted of a crime.  What should she write on her employment application?

E. No I have never been convicted of a crime

F. Yes but it was only a little crime

G. Yes and explain in more detail of her crime

H. Yes and it was an accident

11. Out of the following, which one is a mistake to avoid on your employment application?

A. Signed and dated application
B. Be honest

C. Write in black or blue ink

D. Crossed out words

12. The best word to describe: knowing how to act in a variety of social situations or following socially acceptable behavior
E. Communication skills
F. Business etiquette
G. Friends
H. Application


	13. Jennifer is spreading gossiping with fellow coworkers in the office?  What manner could she use to correct this problem?
A. Good sense of humor
B. Be nice to everyone
C. Avoid gossip
D. Do not put other down
14. Rachel came to work in sweatpants, and a tank top.  What should she do differently?
E. Come to work dressed professionally
F. Nothing she looks great
G. Add flip flops
H. Wear a hat to cover her unwashed hair
15. Jamie receives a call from a man who is very upset and is yelling at her with inappropriate language.  How should she hand this situation?
A. Yell back
B. Hang up the phone
C. Be courteous and firm
D. Not say anything
16. Scott is writing an email to his supervisor, explaining his concerns with his work environment. The following is an example email from Scott. 

I NEED A NEW OFFICE SPACE.  I FEEL THAT I AM WORKING IN VERY UNSAFE CONDITIONS.

What is this email portraying?

E. Soft tones
F. Shouting
G. Normal expression
H. Indecisive 

	


 17. Explain the key components included in a resume.
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________


18. A resume includes contact information.  Show how to correctly write your contact information.
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



19. What should the first two paragraphs of a cover letter include?
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



20. What should the last two paragraphs of a cover letter include?
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________


21. List three tips for completing an employment application.
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



22. List four mistakes to avoid when completing an employment application
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



23. Explain three basic manners to keep in mind when at work.
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



24. List all activities that should not be done on the internet at work.
	________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________



25. Explain the importance of a resume, a cover letter, an employment application and business etiquette in the workplace. 
	


