Getting a Job Unit Exam Key
Name: __________________________________

Date: _________________________

Multiple Choice

1. Which of the following should not be included on your resume?


A. Phone number


B. Marital status


C. Volunteer experience


D. Leadership experience

2. There are two styles of cover letters. They are:


A. Block and Script


B. Script and Modified Script


C. Block and Modified Block


D. Block and Stylized

3. You can research a company using this resource:


A. Company internet site


B. Local Chamber of Commerce


C. Library Books


D. All of the above

4. Employers should not ask you about…


A. Your religion

B. Your contact information

C. Your educational background

D. Employers should ask all of the above.

5. Cover letters serve the following purpose:

A. Introduce yourself to the employers


B. Highlight your accomplishments


C. Get employers and award judges to read your resume


D. All of the above

6. When gathering references, you should get the following information to include on a reference list:


A. Job title


B. Contact information


C. How you met the reference

D. A and B only

7. A job application serves the following purpose:

A. One-page overview of your education, employment, and volunteer history

B. Test of your communication skills, literacy, and penmanship

C. Describes why you want the job

D. All of the above

True and False

1. __F__ Your objective statement should stay the same on your resume, no matter the job you’re applying for.

2. __T__ If you get a job offer and want to accept it, you should ask for a day to think about it.

3. __T__ Use reverse chronological order when listing educational and work experiences.
4. __F__ Always list references at the bottom of your resume.

5. __F__ Men and women should wear bright colors at job interviews so they will be remembered by the interview panel.

6. __F__ Always address your cover letter to “To Whom it May Concern.”

7. __F__ If you’ve ever been convicted of a crime, it is okay to lie about it on your job application.

Short Answer

1. Describe how the four paragraphs in a cover letter should be set up.

· First paragraph – reason for writing

· Second paragraph – point out qualifications

· Third paragraph – call attention to resume

· Fourth paragraph – ask for appointment
2. List four categories of information that could be included on a resume.
· Personal information

· An objective statement

· Educational background

· Work experience

· Awards, honors, and achievements

· Volunteer projects and involvement

· Leadership roles in extracurricular activities

· Special skills that differentiate you in the job field
3. What are three do’s and three don’ts when it comes to writing a resume?
	DON’T…

Use a template — create your own format instead
	DO…
Use a professional-sounding e-mail address and voicemail

	List your work phone or e-mail, as it implies you are job searching on your employer’s time
	Use uniform formatting

	Refer to yourself in the first or third person
	Keep it short, down to one page

	Use vague terms such as “large” or “many”
	Use numbers when they are appropriate to clearly describe accomplishments, such as “led a team of five sales representatives”



	Include your salaries from previous employment
	Use short, bulleted statements instead of complete sentences

	List personal references
	Say, “References are available upon request”

	Send in a photograph of yourself
	Proofread and edit several times

	Include your GPA if it is low
	Use neutral-colored paper other than white 

	Include marital status, gender or ethnicity
	Start all sentences with strong action verbs

	List jobs or experiences that are not relevant to what you're applying for
	List the official name of your degree or curriculum track

	Leave out anything relevant


	Use an objective statement that is clarifying and effective

	Let it exceed one page in length
	


4. Instead of putting references’ information on your resume, what should you say?

References available upon request
5. Describe five ways to give a good first impression using body language.

· Proper handshake

· Proper introduction

· Good  posture

· Neat appearance: 

· Eye Contact

· Speak Clearly
6. Explain the difference between an employer and an employee.

An employee is person working for another person or a business firm for pay, while the employer is a person or business that hires one or more people, especially for wages or salary.
7. Explain what a background check is.

A background check is something employers do to verify the accuracy of the information provided on a resume or job application.
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