e1.
All of the following are examples of the four functions that all managers perform EXCEPT:


a.
planning.


b.
organizing.


c.
leading.


d.
controlling.


e.
budgeting.

E2.
According to the text, all of the following are examples of general skill areas in which effective managers must be proficient EXCEPT:


a.
conceptual skills.


b.
interpersonal skills.


c.
technical skills.


d.
political skills.


e.
accounting skills.

B3.
Because managers rely on others to get things done, they must have good _______________ in order to communicate, motivate, delegate, and resolve conflicts.


a.
conceptual skills


b.
interpersonal skills


c.
technical skills


d.
political skills


e.
accounting skills

e4.
According to a recent research study, all of the following have been identified as a set of behaviors that explain over half of a manager's effectiveness EXCEPT:


a.
controlling the organization's environment and its resources.


b.
organizing and coordinating.


c.
providing for growth and development.


d.
motivating employees and handling conflicts.


e.
possessing advanced computer skills and knowledge.

A5.
Which of the following skills are mentioned in the text as often lacking in new managers as well as the majority of today's college graduates?


a.
Oral communication


b.
Written communication


c.
Technical skills


d.
Computer skills


e.
Organizing skills

b6.
According to the text, _______________ is the largest cause of workplace stress for subordinates.


a.
cash flow problems


b.
incompetent management


c.
workplace diversity


d.
low wage rates

d7.
_______________ is the process of monitoring activities to ensure that they are being accomplished as planned and correcting any significant deviations.


a.
Planning


b.
Leading


c.
Organizing


d.
Controlling


e.
Budgeting

c8.
All of the following are examples of a manager engaging in leading EXCEPT:


a.
when they clarify what is to be accomplished.


b.
when they motivate employees to work harder.


c.
when they identify and hire employees.


d.
when they direct the activities of others.


e.
when they help subordinates become more competent.

B9.
To become competent at any skill, a person needs to do all of the following EXCEPT:


a.
understand it both conceptually and behaviorally.


b.
accept that they are incapable of performing certain skills and move on.


c.
have opportunities to practice the skill.


d.
get feedback on how well he or she is performing the skill.


e.
use the skill often enough so that it becomes integrated into his or her behavioral repertoire.

D10.
According to the experiential learning model, the learning of skills is maximized when students get the opportunity to do which of the following?


a.
Watching


b.
Thinking


c.
Doing


d.
A combination of watching, thinking, and doing

e11.
According to the text, all of the following are components of emotional intelligence EXCEPT:


a.
self-awareness.


b.
managing emotions.


c.
motivating oneself.


d.
empathy.


e.
technical skill.

A12.
The basis for all components of emotional intelligence is _______________


a.
self-awareness.


b.
managing emotions.


c.
motivating oneself.


d.
empathy.


e.
technical skill.

A13.
Managers with high levels of _______________ learn to trust their "gut feelings" and realize that these feelings can provide useful information about difficult decisions.


a.
self-awareness


b.
passiveness


c.
communication


d.
empathy


e.
technical skill

a14.
At work, _______________ managers "like variety and action, tend to be faster, dislike complicated procedures, and usually communicate well."


a.
extroverted


b.
introverted


c.
sensor


d.
perceiving

b15.
Principles are more important to the _______________ than are people, and they often have a difficult time adapting to situations that cannot be understood intellectually.


a.
feeler


b.
thinker


c.
perceiver


d.
sustainer

d16.
All of the following assumptions are based on Theory X managers EXCEPT:


a.
employees inherently dislike work and, whenever possible, will attempt to avoid it.


b.
as employees dislike work, they must be coerced, controlled, or threatened with punishment to achieve goals.


c.
employees will shirk responsibility and seek formal direction whenever possible.


d.
the average person can learn to accept, and even seek, responsibility.


e.
most workers place security above all other factors associated with work and will display little ambition.

A17.
Based on the Johari Window, managers with a relatively large _______________ know and understand themselves because of the timely and accurate feedback they receive. They can also make appropriate changes when necessary.


a.
open area


b.
hidden area


c.
blind area


d.
unknown area

d18.
According to the text, all of the following are crucial reasons why ethics is important for managers EXCEPT:


a.
the manager's decisions set the standard for subordinates.


b.
the manager's decisions help create a tone for the organization as a whole.


c.
the behavior of managers is under increasing scrutiny.


d.
there is an overall trend for individuals becoming more unethical in their conduct.

A19.
If an organization wants managers to uphold high ethical standards, it should ______________.


a.
include an ethical dimension in the appraisal process


b.
focus only on economic outcomes in the appraisal process


c.
focus only on personality conflicts in the appraisal process


d.
include a bias in the appraisal process

d20.
All of the following are relevant questions to ask when faced with an ethical dilemma EXCEPT:


a.
Are there any legal questions?


b.
What are the precedents for this kind of decision?


c.
What do our rules and regulations say?


d.
What are the demographics of the individuals likely to be affected by the decision?

B21.
According to the text, the most significant stress-related illness in industrialized countries is likely _______________, which kills about 25 percent of male workers.


a.
high blood pressure


b.
coronary heart disease


c.
depression


d.
fatigue


e.
headaches

b22.
______________ is a feeling of exhaustion that develops when an individual simultaneously experiences too much pressure and too few sources of satisfaction.


a.
Job satisfaction


b.
Job burnout


c.
Job adaptation


d.
Job rotation

b23.
The relationship between stress and performance resembles which of the following?


a.
A U-curve


b.
An inverted U-curve


c.
A horizontal line


d.
A vertical line

c24.
Which of the following examples does NOT represent a situation in which the employee is likely to be experiencing too much stress?


a.
A reliable employee starts missing numerous workdays.


b.
A reliable employee begins exhibiting irritable and noncooperative behaviors.


c.
A reliable employee requests a job evaluation and asks for a raise.


d.
A reliable begins to appear absent minded.


e.
A reliable employee's work performance begins to decline.

B25.
According to the text, which of the following is recognized as the number one job role stressor?


a.
Cultural conflict


b.
Work overload


c.
Office politics


d.
Unethical behavior

b26.
Which of the following has been identified as the most stressful relationship aspect of a job for the majority of workers?


a.
Working with employees you don't like


b.
Working for a boss you don't like


c.
Work overload


d.
Office politics


e.
Role ambiguity

c27.
Hardy people _______________ change and have a _______________ for ambiguity.


a.
avoid; high tolerance


b.
avoid; low tolerance


c.
welcome; high tolerance


d.
welcome; low tolerance

b28.
The willingness to take responsibility for your own actions and thoughts without evaluating them is best described as _______________.


a.
living consciously


b.
self-acceptance


c.
self-responsibility


d.
self-assertiveness


e.
personal integrity

d29.
_______________ is being willing to stand up for your ideas in appropriate ways.


a.
Living consciously


b.
Self-acceptance


c.
Self-responsibility


d.
Self-assertiveness


e.
Personal integrity

a30.
People with _______________ believe that they make a difference and that their destinies are primarily under their own control.


a.
an internal locus of control


b.
an external locus of control


c.
self-assertiveness


d.
personal integrity


e.
self-acceptance

a31.
Altering your perception from being helpless, to being in control of altering the situation to cope with stressors yourself is known as _______________.


a.
reframing


b.
resiliency


c.
hardiness


d.
self-acceptance


e.
self-assertiveness

a32.
Which of the following best represents the types of strategies that include job redesign, selection and placement, training, team building, and work-family programs?


a.
Problem-focused strategies


b.
Cultural-focused strategies


c.
Emotion-focused strategies


d.
Political-focused strategies


e.
Ability-focused strategies

e33.
According to the text, careful job analysis can reveal all of the following EXCEPT:


a.
role ambiguity.


b.
overload.


c.
underutilization.


d.
poor working conditions.


e.
cultural conflict.

E34.
Which of the following is not recognized as a step in the planning process?


a.
Identifying the overall goal


b.
Analyzing the environment for opportunities and threats


c.
Analyzing your own resources for strength and weaknesses


d.
Formulating specific objectives


e.
Downsizing the organization

a35.
Strengths that represent unique skills or resources that can give the organization a competitive edge are called its _______________.


a.
distinctive competence


b.
operational competence


c.
strategic plans


d.
operational advantages

c36.
According to the text, goal setting serves four main purposes that include all of the following EXCEPT:


a.
provides a clear, documented statement of what you intend to accomplish.


b.
establishes a basis for measuring performance.


c.
creates the needed bureaucracy, which is necessary in every organization.


d.
knowing what is expected and desired provides positive motivation to achieve goals.


e.
knowing exactly where you're going is much more likely to get you there than trying many different solutions in a haphazard way.

D37.
Which of the following is NOT recognized as a basic characteristic that can guide an individual in defining and setting goals?


a.
Goals should be specific.


b.
Goals should be challenging.


c.
Goals should be set with a time limit for accomplishment.


d.
Goals should be established independently and then communicated to the employee.


e.
Goals should be designed to provide feedback to the employee.

B38.
Ideally, feedback on goal progress should be _______________ rather than ________________.


a.
provided externally; self-generated


b.
self-generated; provided externally


c.
general; specific


d.
autocratic; participative

d39.
Typically, work outcomes are measured in all of the following EXCEPT:


a.
physical units.


b.
time.


c.
money.


d.
culture.

D40.
All of the following are mentioned in the text as specific things managers can do to increase acceptance and commitment to goals EXCEPT:


a.
explain goal relevance to personal needs and values.


b.
provide managerial support.


c.
use participation.


d.
use coercion.


e.
convince employees that goal attainment is within their capabilities.

E41.
Which of the following is NOT mentioned as a specific behavior of an effective planner and goal setter?


a.
Formulates goals that contribute to the organization's mission


b.
Conducts SWOT analysis


c.
Determines distinctive competencies to formulate competitive strategies


d.
Establishes specific and challenging goals for each key task


e.
Independently sets employees' goals then communicates the goals to the individuals

c42.
All of the following are mentioned in the text as specific behaviors that are important to an effective planner and goal setter EXCEPT:


a.
Allows the subordinate to actively participate in goal setting


b.
Prioritizes goals for difficulty and importance


c.
Establishes general and easy goals to boost employee morale


d.
Specifies deadlines for each goal


e.
Builds in feedback mechanisms to assess goal progress

a43.
Which of the following separate and distinct steps is NOT a part of the control process?


a.
Setting goals and standards


b.
Measuring actual performance


c.
Comparing actual performance against a standard


d.
Taking managerial action to correct deviations or inadequate standards

e44.
The most frequently used sources of information for measuring actual performance include all of the following EXCEPT:


a.
personal observation.


b.
statistical reports.


c.
oral reports.


d.
written reports.


e.
cultural interaction.

D45.
A production manager in a manufacturing plant might have used all of the following control criteria EXCEPT:


a.
quantity of units produced per day.


b.
number of units produced per labor-hour.


c.
percent of units rejected by customers because of inferior quality.


d.
average dollar value per sale.

D46.
Which of the following best describes the rating method where the appraiser rates the employees on items along a continuum, but the points are examples of actual behaviors on the given job rather than general descriptions or traits?


a.
Written essays


b.
Critical incident essays


c.
Graphic rating scales


d.
Behaviorally anchored rating scales


e.
Regression comparisons

c47.
According to the text, all of the following are common potential errors that can invalidate the accuracy of an appraisal EXCEPT:


a.
bias.


b.
leniency.


c.
self-acceptance.


d.
central tendency.


e.
recency emphasis.

A48.
_______________ is the grouping of ratings at the positive end of the performance scale instead of spreading them throughout the scale.


a.
Leniency


b.
Central tendency


c.
Recency emphasis


d.
Halo effect


e.
Horns effect

d49.
Which of the following often occurs when a manager has positive feelings about an employee causing him or her to rate the employee very positively on all criteria because of outstanding performance in one specific area, which has impressed the manager?


a.
Focusing on activities


b.
Central tendency


c.
The recency emphasis


d.
The halo effect


e.
The horns effect

b50.
Which of the following is not mentioned in the text as a course of action that managers can take in the final step of the control process?


a.
They can do nothing.


b.
They can correct the planned performance.


c.
They can correct the actual performance.


d.
They can revise the standard.

D51.
Examples of corrective actions that managers will want to take if the source of variation from anticipated results is deficient performance include all of the following EXCEPT:


a.
a change in work methods.


b.
reorganization of work groups.


c.
provide employees with training.


d.
give the employee a raise.

A52.
Which of the following is NOT a major reason that explains why a large number of managers are reluctant to give performance feedback to employees?


a.
Managers are incapable of conducting fair and effective performance evaluations.


b.
Managers are often uncomfortable discussing performance weaknesses with employees.


c.
Many employees tend to become defensive when their weaknesses are pointed out.


d.
Employees tend to have an inflated assessment of their own performance.

E53.
All of the following are reasons why it is important to be skilled at giving feedback in a performance interview EXCEPT:


a.
feedback can induce a person who previously had no goals to set some.


b.
where goals exist, feedback tells people how well they're progressing toward those goals.


c.
if the feedback indicates inadequate performance, this knowledge may result in increased effort.


d.
feedback often induces people to raise their goal sights after attaining a previous goal.


e.
providing feedback gives managers the opportunity to "get even" with unproductive employees.

A54.
Research indicates that negative feedback is most likely to be accepted when it comes from a _______________ source or if it is _______________ in form.


a.
credible; objective


b.
credible; subjective


c.
noncredible; objective


d.
noncredible; subjective

e55.
All of the following are guidelines that should be following in the question-and-discussion stage of the appraisal process EXCEPT:


a.
keep it goal oriented.


b.
make it well timed.


c.
minimize threats.


d.
obtain employee participation.


e.
criticize both performance and the person.

C56.
Which of the following skills are NOT important to the effective performance appraiser?


a.
Uses specific objectives previously set with employees as standards to measure progress against


b.
Puts the employee at ease and explains the purpose of the feedback interview


c.
Encourages and supports while maximizing threats


d.
When giving negative feedback, criticizes performance, not the person

b57.
All of the following are skills that are important to the effective performance appraiser EXCEPT:


a.
obtains employee participation and encourages self-evaluation.


b.
uses general examples to support ratings.


c.
has the employee summarize the feedback to insure understanding.


d.
creates a future plan of development with the person receiving the feedback.

E58.
All of the following are related steps in the decision making stage of the rational problem-solving process EXCEPT:


a.
establish decision making criteria.


b.
develop action alternatives.


c.
evaluate alternatives.


d.
decide on a plan.


e.
clarify objective.

A59.
According to the text, ______________ provide documented statements of what an individual intends to accomplish and the bases for measuring performance.


a.
objectives


b.
policies


c.
procedures


d.
rules


e.
plans

a60.
Standard responses based on procedures that have been effective in the past are known as _______________.


a.
programmed decisions


b.
nonprogrammed decisions


c.
innovative problem solutions


d.
unorthodox solutions

a61.
An example of a(n) _______________ is the reordering of supplies as soon as inventory on hand falls below a certain quantity.


a.
programmed decision


b.
nonprogrammed decision


c.
innovative problem solution


d.
unorthodox solution

a62.
_______________ is a pictorial representation of all the steps of a process.


a.
A flowchart


b.
A Gantt chart


c.
A perceptual map


d.
A decision tree

c63.
According to the text, although a problem may have various sources, the major causes can usually be summarized under the four "M" categories, which include all of the following EXCEPT:


a.
manpower.


b.
methods.


c.
manipulation.


d.
machines.


e.
material.

B64.
_______________ exists when decision makers are unable to assign any probabilities to the consequences associated with an alternative.


a.
Certainty


b.
Uncertainty


c.
Known risk


d.
Predictability

b65.
According to the text, most managers exhibit _______________ when they reach satisfactory rather than "perfect" decisions.


a.
perfect rationality


b.
bounded rationality


c.
minimizing


d.
maximizing

c66.
Although the goal of the decision making model is to optimize decision outcomes, _______________ describes the majority of daily managerial decision making.


a.
maximizing


b.
minimizing


c.
satisficing


d.
perfect rationality

e67.
A(n) _______________ is a graphic planning and control method that breaks down a project into separate tasks and estimates the time needed for their completion.


a.
decision support system


b.
management information system


c.
decision tree


d.
organizational chart


e.
Gantt chart

a68.
The follow-through process includes all of the following sequential steps EXCEPT:


a.
being passive in the plan implementation.


b.
establishing the criteria for measuring success.


c.
monitoring the results obtained.


d.
taking corrective action when necessary.

B69.
In which of the following levels of decision participation would a manager who solves the problem using only information personally available, or solicited from subordinates fall into?


a.
Enhanced


b.
Autocratic


c.
Consultative


d.
Group

c70.
All of the following factors need to be considered when deciding how much participation to use when making a decision EXCEPT:


a.
the quality requirements.


b.
the degree that it is necessary for subordinates to accept the decision.


c.
the ethical requirements.


d.
the time required to make the decision.

C71.
Which of the following is NOT an advantage of group problem solving?


a.
Diversity of viewpoints


b.
Increased understanding


c.
Coordinated goals


d.
Increased acceptance


e.
Better implementation

a72.
All of the following are disadvantage of group problem solving EXCEPT:


a.
coordinated goals.


b.
time consuming.


c.
social pressures to conform.


d.
domination by few.


e.
ambiguous responsibility.

B73.
Groupthink can be avoided if a leader does all of the following EXCEPT:


a.
remains neutral.


b.
discourages criticism.


c.
asks for new ideas.


d.
brings in outside consultants to present alternative views.

D74.
According to the text, which of the following is NOT a symptom of groupthink?


a.
Collective rationalization


b.
Self-censorship


c.
Mind guarding


d.
Self-acceptance


e.
Pressures to conform

d75.
All of the following are characteristics of managers who generate creativity EXCEPT:


a.
they are willing to absorb risk by subordinates.


b.
they can live with half-developed ideas.


c.
they are good listeners.


d.
they dwell on mistakes.


e.
they are enthusiastic and invigorating.

B76.
All of the following are rules for effective brainstorming EXCEPT:


a.
promote the goal of quantity of ideas no matter how far-fetched.


b.
allow criticism or evaluation of ideas as they are generated.


c.
allow only one idea at a time from each person.


d.
encourage people to build on each other's ideas.

A77.
In the _______________, participants do not meet together but interact through a series of written judgments and suggestions.


a.
Delphi technique


b.
nominal group technique


c.
autocratic group technique


d.
consultative group technique

d78.
Which of the following group interactions can be helped by such mechanisms as electronic mail and groupware?


a.
"Same timeÄÄsame place"


b.
"Same placeÄÄdifferent time"


c.
"Same timeÄÄdifferent place"


d.
"Different timeÄÄdifferent place"

d79.
All of the following are mentioned in the text as skills that are important to the creative problem solver EXCEPT:


a.
deciding who should participate in decision making based on quality, acceptance, and time.


b.
avoiding problems in group decision making by remaining neutral, encouraging critical evaluation, and asking for new ideas.


c.
encouraging creativity by absorbing risks, listening, and committing resources.


d.
applying techniques to promote individual problem solving.

B80.
_______________ refers to the way tasks are combined to form complete jobs.


a.
Job rotation


b.
Job design


c.
Job enrichment


d.
Job enlargement

a81.
Historically, job design was concerned with making jobs _______________


a.
smaller and more specialized.


b.
smaller and less specialized.


c.
larger and less specialized.


d.
larger and more specialized.

A82.
Although early results indicated that the scientific management approach did make workers more efficient and productive in the short term, research suggests that repetitive jobs also lead to all of the following EXCEPT:


a.
higher self-esteem.


b.
dissatisfaction.


c.
poor mental health.


d.
no opportunities for growth.

C83.
The _______________ approach attempts to overcome the drawbacks of specialization by horizontally expanding a job by increasing the job scope.


a.
job design


b.
job rotation


c.
job enlargement


d.
job enrichment


e.
job scope

e84.
Which of the following attempts to design more meaning and challenge into jobs by adding planning and evaluating responsibilities?


a.
Job design


b.
Job rotation


c.
Job specialization


d.
Job enlargement


e.
Job enrichment

d85.
According to the text, all of the following represent core job dimensions based to the job characteristics model EXCEPT:


a.
skill variety.


b.
task identity.


c.
task significance.


d.
delegation.


e.
feedback.

B86.
Which of the following core dimensions of the job characteristics model refers to the degree to which a job requires completion of a whole and identifiable piece of work?


a.
Skill variety


b.
Task identity


c.
Task significance


d.
Autonomy


e.
Feedback

d87.
According to the job characteristics model, the degree to which a job provides substantial freedom and discretion to the worker in scheduling tasks and in determining how the work will be carried out is referred to as _______________.


a.
skill variety


b.
task identity


c.
task significance


d.
autonomy


e.
feedback

a88.
An auto repair shop operator who does electrical repairs, rebuilds engines, does body work, and handles customer complaints is best described by which of the following core dimensions of the job characteristics model?


a.
High skill variety


b.
Low skill variety


c.
High autonomy


d.
Low autonomy


e.
Low task significance

c89.
A cabinetmaker who designs a piece of furniture, selects the wood, builds the object, and finishes it to perfection is best described by which of the following core dimensions of the job characteristics model?


a.
High autonomy


b.
Low autonomy


c.
High task identity


d.
Low task identity

d90.
Which of the following core dimensions of the job characteristics model best describes "sweeping hospital floors"?


a.
High skill variety


b.
Low skill variety


c.
High task significance


d.
Low task significance


e.
High autonomy

b91.
_______________ is the degree to which individuals want personal and psychological development.


a.
Culture-need strength


b.
Growth-need strength


c.
Safety-need strength


d.
Diversity-need strength

d92.
High motivation, high-quality performance, and high satisfaction occur when workers experience all of the following critical psychological states EXCEPT:


a.
they believe they're doing something meaningful because their work is important to other people.


b.
they feel personally responsible for how the work turns out.


c.
they learn how well they perform their jobs.


d.
they are afraid to take risk for fear of losing their jobs.

A93.
Which of the following best describes the rewards a person derives directly from performing a job?


a.
Intrinsic rewards


b.
Extrinsic rewards


c.
Exploratory rewards


d.
Flexible rewards


e.
Spot rewards

a94.
According to the text, the central element of the _______________ model says that what others tell us about their jobs is important.


a.
social information processing


b.
ego processing


c.
power processing


d.
internal information processing

d95.
All of the following are suggestions, derived from the job characteristics model, that specify the types of changes in jobs that are most likely to lead to improvements in each of the five core dimensions EXCEPT:


a.
combine tasks.


b.
create natural work units.


c.
establish client relationships.


d.
use coercion.


e.
expand jobs vertically.

A96.
According to the text, managers should expect a group to perform at a high level when all of the following exist EXCEPT:


a.
the group task requires members to use a variety of relatively low-level skills.


b.
the group task is a whole and meaningful piece of work with a visible outcome.


c.
the outcomes of the group's work on the task have significant consequences for other people.


d.
the task provides group members with autonomy in deciding how they do the work.


e.
work on the task generates regular, trustworthy feedback about how well the group is performing.

D97.
Group composition is critical to the success of the work group. Therefore, managers should attempt to ensure that all of the following are TRUE EXCEPT:


a.
individual members have the necessary expertise to do the work.


b.
the group is large enough to get the job done.


c.
members possess interpersonal as well as task skills.


d.
membership is very specialized in terms of talents and perspectives.

D98.
The many potential benefits of flextime include all of the following EXCEPT:


a.
improved motivation and morale.


b.
reduced absenteeism.


c.
the ability of the organization to recruit higher-quality and more diverse employees.


d.
a more centralized management structure.

D99.
Which of the following types of workers is LEAST appropriate to use telecommuting?


a.
Computer programmers


b.
Salespeople


c.
Scientists


d.
Firefighters

d100.
According to the text, all of the following questions represent issues regarding workers who telecommute EXCEPT:


a.
Are employees who work from home disadvantaged in office politics?


b.
Do distractions in the home significantly reduce productivity?


c.
Will those workers for whom telecommuting is not viable feel jealousy toward those who can telecommute?


d.
Are employees who work from home younger than those who work at the office?

E101.
Which of the following is NOT a characteristic of an effective job designer?


a.
Decides how the skill variety, task identity, task significance, autonomy, and feedback could be improved in each case


b.
Seeks to enrich the jobs by strengthening the five core dimensions of the job characteristics model


c.
Considers work-schedule options


d.
Tries to improve employees' perception of their jobs


e.
Practices the scientific management approach

b102.
Employee selection involves choosing the right person for the job and is vital to any organization because of all of the following reasons EXCEPT:


a.
success depends in large measure on attracting and retaining competent people.


b.
younger employees are more productive than older employees.


c.
a manager's performance will always hinge on how subordinates perform.


d.
hiring is costly.


e.
lawsuits over discriminatory staffing policies cost companies millions of dollars.

B103.
The _______________ tells what a jobholder does, how it is done, and why it is done.


a.
job specification


b.
job description


c.
interview


d.
job analysis

a104.
Which of the following identifies the qualifications needed to perform a job satisfactorily?


a.
Job specifications


b.
Job description


c.
Interview


d.
Job analysis

d105.
According to the text, the most common reason employees are unhappy on the job is _______________.


a.
low salary


b.
poor ambiance


c.
technical incompetence


d.
not getting along with peers

d106.
All of the following are advantages of an internal search for potential job candidates EXCEPT:


a.
low cost.


b.
builds employee morale.


c.
candidates are familiar with the organization.


d.
wide distribution.

B107.
According to the text, all of the following describe recruiting trends that have surfaced in recent years EXCEPT:


a.
organizations are showing more creativity by using alternative sources to increase the diversity of applicants.


b.
organizations are now using demographic segmentation to select the workers who best fit a job.


c.
the increased reliance on temporary-help firms as a source of new employees.


d.
using the Internet for recruitment.

A108.
_______________ means measuring the same thing consistently.


a.
Reliability


b.
Accuracy


c.
Efficiency


d.
Validity


e.
Effectiveness

b109.
Which of the following performance-simulation tests can measure a candidate's managerial potential?


a.
Work sampling


b.
Assessment centers


c.
Job rotation


d.
Job enlargement

d110.
All of the following are suggestions for managers to make the interview more valid and reliable EXCEPT:


a.
use a standardized evaluation form.


b.
take notes during the interview.


c.
structure a fixed set of questions for all applicants.


d.
encourage short interviews that lead to rapid decision making.

D111.
According to Lee Iacocca, former CEO of the Chrysler Corporation, which of the following is not one of the three words that all business operations can be reduced to?


a.
People


b.
Product


c.
Profit


d.
Policies

d1112.
According to the text, groups can be defined as two or more people who have all of the following characteristics EXCEPT:


a.
meet regularly over a period of time.


b.
perceive themselves as a distinct entity distinguishable from others.


c.
share common values.


d.
strive for individual objectives among themselves.

D113.
Teams are groups that meet all of the following criteria EXCEPT:


a.
committed to a common purpose.


b.
committed to a set of performance goals.


c.
committed to an approach for which they hold themselves mutually accountable.


d.
committed to keeping the demographics of group members selective and specific.

D114.
Which of the following best describes the key characteristic found in America's 100 best companies?


a.
High salaries


b.
Experienced managers


c.
Experienced employees


d.
Effective teamwork

d115.
According to the text, which of the following is NOT one of the three types of skills needed by a team to perform effectively?


a.
Technical expertise


b.
Problem-solving skills


c.
Decision-making skills


d.
Computer skills


e.
Interpersonal skills

d116.
Which of the following is NOT an example of a specific team goal?


a.
Responding to all customers within twenty-four hours


b.
Cutting production-cycle time by 30 percent over the next six months


c.
Maintaining equipment at a level of zero downtime every month


d.
Increasing market share for the organization's product category

b117.
When teams focus only on group-level performance targets, and ignore individual contributions and responsibilities, team members often engage in _______________.


a.
social diversity


b.
social loafing


c.
social interaction


d.
social extrapolation


e.
social regression

d118.
All of the following represent questions that should be considered when allocating roles and responsibilities EXCEPT:


a.
Who's good at administering and maintaining systems?


b.
Who's good at initiating change?


c.
Who's good at whipping up enthusiasm?


d.
Who's good at recording information during group meetings?


e.
Who's good managing details of implementation?

D119.
Several research-based theories suggest that most teams progress in sequence through all of the following stages of team development EXCEPT:


a.
forming.


b.
storming.


c.
norming


d.
conforming.


e.
adjourning.

A120.
Which of the following best describes the two variables that can be observed to determine a team's development stage?


a.
Productivity and morale


b.
Productivity and gender


c.
Culture and gender


d.
Culture and morale


e.
Politics and economics

a121.
During the _______________ stage of team development, a lot of uncertainties exist about the group's purpose, structure, and leadership. Members are concerned about exploring friendship and task potentials.


a.
forming


b.
storming


c.
norming


d.
performing


e.
adjourning

d122.
A major concern in the _______________ stage of team development is loss of enthusiasm and sustaining momentum.


a.
forming


b.
storming


c.
norming


d.
performing


e.
adjourning

c123.
The _______________ stage of team development is characterized by increasing levels of morale, harmony, and task competence as team members learn to work together.


a.
forming


b.
storming


c.
norming


d.
performing


e.
adjourning

c124.
All of the following are examples of collaborating behaviors EXCEPT:


a.
encouraging participation and open communication.


b.
integrating team purpose.


c.
identifying goals and standards.


d.
examining team functioning to reduce obstacles.


e.
encouraging and valuing different perspectives.

A125.
In becoming aware of and diagnosing ineffective team functioning, all of the following are key indicators to watch for EXCEPT:


a.
communicating inside the group.


b.
overdependency on the leader.


c.
unrealized decisions.


d.
hidden conflicts.


e.
subgroups.

E126.
According to the text, all of the following are critical obstacles that often prevent teams from being high performers EXCEPT:


a.
weak sense of direction.


b.
infighting.


c.
shirking of responsibilities.


d.
lack of trust.


e.
lack of older and more experienced members.

C127.
According to the text, action plans should include all of the following EXCEPT:


a.
a statement of the problem.


b.
the recommended solution.


c.
a mission statement.


d.
people responsible for implementing action.


e.
deadlines for results.

B128.
Which of the following is not mentioned in the text as a suggestion to overcome obstacles and help teams to reach their full potential?


a.
Clarify goals


b.
Encourage teams to go for the big win


c.
Build mutual trust


d.
Use coercion

d129.
The _______________ is the planning document that guides what you hope to accomplish at a meeting.


a.
policy manual


b.
employee handbook


c.
business plan


d.
agenda

a130.
_______________ is often resorted to when the decision is important and the group seems deadlocked.


a.
Voting


b.
Delegating


c.
Reaching a consensus


d.
Appointing

a131.
According to the text, which of the following is NOT a recommended guideline for conducting effective meetings?


a.
Allow the final agenda to be agreed on during the group meeting.


b.
Establish specific time parameters for the group to begin and end.


c.
Control the discussion of the group.


d.
Encourage problem solving during the group meeting.


e.
Reach a consensus.

D132.
All of the following are characteristics of an effective team builder EXCEPT:


a.
insures that all members agree on a common team mission and goal.


b.
establishes specific, measurable, and realistic goals for each member of the team.


c.
develops agreement on a common approach for achieving goals.


d.
makes sure that members are accountable only for their own performance.

E133.
Which of the following is NOT a characteristic of an effective team builder?


a.
Facilitates the exploration of team process and structure issues before beginning on the task


b.
Adapts leadership style to facilitate team development


c.
Applies the rational problem-solving process to determine and overcome obstacles to team effectiveness


d.
Prepares for team meetings by setting objectives and planning the agenda


e.
Controls team meetings by using a team liaison

c134.
According to the text, all of the following are dimensions or characteristics that distinguish organizational cultures EXCEPT:


a.
innovation and risk taking.


b.
attention to detail.


c.
demographic characteristics.


d.
outcome orientation.


e.
team orientation.

A135.
Evidence indicates that _______________ are associated with high organizational performance.


a.
strong cultures


b.
high-paid executives


c.
weak cultures


d.
technological advances

b136   According to the text, company founders create culture in all of the following ways EXCEPT:


a.
they hire and keep employees who think and feel the way they do.


b.
they always keep controlling interest in their company.


c.
they indoctrinate and socialize the employees they hire to their way of thinking.


d.
they act as a role model and his or her personality becomes central to the culture of the organization.

B137.
Which of the following best describes repetitive activities that express and reinforce the key values of an organization?


a.
Stories


b.
Rituals


c.
Material symbols


d.
Language

c138.
All of the following are examples of material symbols given to certain employees as a means to transmit culture EXCEPT:


a.
size of offices.


b.
elegance of furnishings.


c.
additional responsibilities.


d.
reserved parking spaces.


e.
use of the company gym.

C139.
According to the text, which of the following is NOT a suggested way to learn about an organization's culture?


a.
Observe physical surroundings.


b.
Ask to sit in on a team meeting.


c.
Ask different people different questions and compare their answers.


d.
Listen to the language.


e.
Note to whom you're introduced and how they act.

A140.
Employees in which of the following organizational cultures stay within a narrow specialty and are promoted after they thoroughly master a new job?


a.
An academy


b.
A convoy


c.
A club


d.
A baseball team


e.
A fortress

c141.
In which of the following types of organizational culture are employees trained as generalists and promoted on the basis of seniority?


a.
An academy


b.
A convoy


c.
A club


d.
A baseball team


e.
A fortress

c142.
According to the text, all of the following are managerial activities that play an especially important role in sustaining culture EXCEPT:


a.
selection practices.


b.
top management's behavior.


c.
technological advancement.


d.
socialization.

A143.
Which of the following statements is most TRUE regarding culture?


a.
A culture commonly takes a long time to form, but once established, it's tough to change.


b.
A culture commonly takes a long time to form, but once established, it's fairly easy to change.


c.
A culture commonly takes a short time to form, but once established, it's tough to change.


d.
A culture commonly takes a short time to form, but once established, it fairly easy to change.

D144.
Cultural change is most likely to occur in an organization when the following conditions exist EXCEPT:


a.
a dramatic crisis.


b.
turnover in leadership.


c.
young and small organization.


d.
strong culture.

C145.
Which of the following is not a characteristic of an effective manager of organizational culture?


a.
Identifies existing organizational culture


b.
Assesses how people fit into specific cultures


c.
Prefers to react to factors within his or her control


d.
Instills desirable values and norms in subordinates


e.
Makes appropriate changes in organizational culture when needed


d.
Esteem

e. Self-actualization

E146.
The need for fulfillment by becoming the person we feel we have the potential for becoming is best described by which of the following according to Maslow's hierarchy?


a.
Physiological


b.
Safety


c.
Social


d.
Esteem


e.
Self-actualization

d147.
Which of the following behavioral characteristics does NOT describe the achievement-motivated person?


a.
Achievement-motivated people like to receive frequent feedback.


b.
Achievers prefer a moderate level of difficulty or challenge.


c.
High achievers like to feel that they are in reasonable control of an outcome.


d.
Achievement-motivated people prefer to receive vague feedback about how well they are doing.

A148.
According to the text, _______________ is the ability to influence others to behave as you want.


a.
power


b.
delegation


c.
factoring


d.
centralization

a149.
According to the text, managers with high _______________ temper their influence over others with inhibition of self-control.


a.
institutional power needs


b.
personal power needs


c.
capital power needs


d.
expert power needs


e.
referent power needs

e150.
Which of the following types of people are prone to show concern for the feelings of others and to be sympathetic to opposing views?


a.
People with a high need to survive


b.
People with a high need for safety


c.
People with a high need for power


d.
People with a high need to achieve


e.
People with a high need for affiliation

b151.
_______________ theories of motivation explain how and why workers select behaviors and how they determine whether their choices were successful.


a.
Content


b.
Process


c.
Factor


d.
Diversity

b152.
According to the text, _______________ include praise from a supervisor, a promotion or pay raise, or the grade received on a term paper.


a.
intrinsic rewards


b.
extrinsic rewards


c.
formal rewards


d.
informal rewards

a153.
According to the text, _______________ suggests that motivation is moderated by the perceived fairness or discrepancy between personal contributions and rewards relative to others.


a.
equity theory


b.
factor theory


c.
benefit theory


d.
process theory

b154.
The fastest way to establish a desirable behavior is through _______________ reinforcement.


a.
intermittent


b.
continuous


c.
formal


d.
informal

b155.
Which of the following is NOT a characteristic of an effective motivator?


a.
Rewards in a timely manner


b.
Administers rewards based on individual preference


c.
Ties pay to performance


d.
Empowers employees to achieve
