Business Communication Final Exam Study Guide

1) Applicant tracking systems help employers by

2) Approximately ________ percent of all job openings in the U.S. are never advertised.

3) The hidden job market is

4) Many novice job seekers do not recognize that successful networking requires

5) The immediate purpose of a résumé is to

6) The primary difference between a résumé and a CV is that the CV is likely to be ________ than the résumé.

7) The most common way to organize a résumé is

8) If you are still a student and have little work experience, your résumé should emphasize

9) When you describe your work experience on your résumé, you should

10) When listing activities and achievements, you should probably avoid mentioning

11) Do not include on your résumé items that could encourage discrimination, such as

12) Which of the following is not a common problem that employers see in résumés?

13) To achieve the best physical appearance for your résumé, you should

14) When e-mailing your résumé to a prospective employer, you should

15) When posting your résumé on websites such as Monster.com, you should

16) Your cover letter should

17) The main difference between solicited and unsolicited application letters is in

18) In the middle section of a job application letter, you

19) In the final section of a job application letter, you should

20) Generally speaking, the best way to connect with small businesses is

21) Most employers interview an applicant ________ time(s) before deciding to make a job offer.

22) Employers use preliminary screening interviews to

23) During a screening interview, your best approach is to

24) Your goal in the initial screening interview is to

25) In the second round of interviews, your best approach is to

26) If you are asked back for a final job interview, the interviewer will most likely be concerned with

27) An interview in which a job candidate is criticized or provoked is a type of

28) Interviews in which job candidates are asked how they would respond to various on-the-job

scenarios are known as ________ interviews.

29) In general, employers are looking for two things: proof that a candidate can handle a specific job and

30) When choosing the clothing you will wear for an interview, the best policy is to

31-50) Read the employee description below and complete the following tasks on a separate sheet of paper: 

Create a goal to change undesirable behavior using the S. M. A. R. T. process (5 points). 
Write out a :01 minute praise (7 points).

Write out a :01 minute reprimand (8 points).

