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Multiple Choice 

Identify the choice that best completes the statement or answers the question. 
 

____ 1. One of your co-workers has been sharing confidential information with others outside the company.  If you 

are unsure of the company rules relating to this, you should (EB4) 

a. contact the company personnel manager 
to report the employee who made the 

mistake 

c. refer to the company policy manual 

b. ask co-workers for an interpretation of 

how to handle the situation 

d. write a letter to your supervisor so that 

you will be cleared of any responsibility 

 

 
____ 2. If the supervisor on duty gives you a task you do not understand, you should (ED2) 

a. get a co-worker who is more experienced 
to complete the task 

c. try to figure it out on your own 

b. tell your supervisor you do not know how 

to do it and ask him to assign a co-worker 
the task 

d. ask your supervisor for further clarification 

 

 
____ 3. What general communication skills are most employers looking for in their employees? (EI4) 

a. public speaking skills c. effective speaking, listending, reading and 
writing skills 

b. ability to make presentations using 

PowerPoint 

d. basic math and writing skills 

 

 
____ 4. Which of the following subjects is illegal for a  potential employer to ask during the hiring process? (EK5) 

a. availability to work nights or weekends c. work experience 

b. if you have a disability d. education level 

 

 
____ 5. Which of the following is not considered an important skill for the workplace? (EE2, EF2) 

a. ability to work in teams c. ability to work independently and never 
work with anyone 

b. working well with people from diverse 
backgrounds 

d. providing excellent customer service 

 

 
____ 6. Working at a steady pace while on the job is an excellent example of (ED4) 

a. productivity c. taking care of the companies equipment 

b. lacking pride on the job d. none of the above 
 

 
____ 7. When an employee does not listen well on the job, which work habit best describes the one that the 

employee is lacking?  (EA1) 
a. cooperation c. loyalty 

b. interest and enthusiasm d. honesty 
 

 
____ 8. Vanessa was criticizing the company that she works for in public. She was lacking ________. (EB5) 
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a. cooperation c. honesty 
b. interest and enthusiasm  d. loyalty 

 

 
____ 9. Jason thoroughly thought through the problem last week, and made the right decision. His maturity really 

showed through his good _________. (EH2) 

a. judgment c. performance  
b. loyalty d. satisfaction 

 

 
____ 10. John’s supervisor notices that Hohn is very involved and excited about his job. What characterisitic is John 

exhibiting? (EC5) 

a. cooperation c. interest 
b. honesty d. loyalty  

 

 
____ 11. Personal ethics are developed throughout your life from (EB3) 

a. your relationships with family. c. your relationships with teachers. 

b. your relationships with friends. d. all of the above. 
 

 
____ 12. David always remembers to wear his googles when he is welding on the job. David’s behavior is a good 

example of what employer expectation? (EN2) 

a. productivity c. safety consciousness 
b. quality of work d. care of equipment 

 

 
____ 13. If Allie decided to turn in my project as her own. I would be considered (EB2) 

a. a friend. c. a victim. 

b. a stakeholder. d. none of the above. 
 

 
____ 14. In the letter of application, make sure to (EK4) 

a. sell yourself. c. both a and b.  
b. say hello. d. none of the above. 

 

 
____ 15. You only have one chance to (EK5) 

a. complete an application. c. make a first impression. 
b. revise your resume. d. none of the above. 

 

 
____ 16. Employers expect their employees to (EN1) 

a. make good judgments on the job. c. take care of the company’s equipment. 

b. be mindful of saftey issues on the job. d. all of the above. 
 

 
____ 17. Dan recieved a 100% award at his company’s end of the year banquet. The 100% award is given to all the 

employees that have not missed work for the year. Which work habit best describes the reasons Dan 
recieving the 100% award?  (EA2) 

a. attendance and punctuality c. interest and enthusiasm 
b. cooperation d. honesty 
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____ 18. Sally arrives at work everyday eager to begin her job.  She shows a strong interest or _______ toward her 

job. (EA3) 

a. cooperation c. loyalty 
b. enthusiasm d. pride 

 

 
____ 19. Sally’s boss has asked her to be dishonest to a customer.  Sally is struggling with the request but decides 

to do it so she does not lose her job.  The cause of Sally’s unethical behavior is (EB3) 

a. she does not like the customer anyway c. she is working in an unethical business 
environment 

b. the expectation of not getting caught d. she wants to impress her boss 

 

 
____ 20. All of the following apply to completing a job application correctly EXCEPT for (EK4) 

a. have all of the information you need ready c. answer every question fully 
b. follow directions completely d. leave questions blank if you do not want 

to answer them 

 

 
____ 21. Evaluations normally take place (EL6, EL7) 

a. once per year c. on a continuous basis 
b. every six months d. none of the above 

 

 
____ 22. A plate fell off the shelf and broke as Jackie was cleaning the showroom for her employer.  She could have 

thrown the pieces to the plate away and never mentioned the accident.  Instead, she chose to tell her boss 

about it.  What characteristic did Jackie show her boss that she possessed? (EB2) 
a. cooperation c. honesty 

b. interest and enthusiasm d. loyalty 
 

 
____ 23. When one takes certain steps to acquire something one wants or needs, one is said to be (EF3) 

a. working hard c. planning 
b. working toward a goal d. none of the above 

 

 
____ 24. Susan seems to be satisfied with what she has accomplished.  Her attitude toward her work is that of 

______ (EC5) 
a. enthusiasm c. pride 

b. loyalty d. productivity 

 

 
____ 25. Harry arrives 15 minutes early every morning.  The younger employees need to follow in his footsteps 

when it comes to (EA2) 
a. attendance c. pride 

b. cooperation d. punctuality 

 

 
____ 26. The supervisor is counting the number of bowling balls that Brian makes daily.  The supervisor is keeping 

an eye on Brian’s  (EH1) 
a. cooperation c. interest 

b. enthusiasm d. productivity 
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____ 27. Performance evaluations help employees (EL6) 

a. become better workers c. both a and b 
b. identify their strengths and weaknesses d. none of the above 

 

 
____ 28. Lanisha does an excellent job of following instructions.  Her behavior and attitude on the job is an example 

of (EF3) 

a. cooperation c. honesty 
b. interest and enthusiasm d. loyalty 

 

 
____ 29. John is a young businessman that is interested in getting promoted.  He will do anything to get ahead.  

What causes John to have this attitude? (EK2) 

a. John is young. c. John is most interested in personal 
advancement. 

b. John wants to provide for his family. d. John’s attitude is ethical. 

 

 
____ 30. Jim is always very supportive of his employer and all his co-workers.  He is always positive and promotes 

his employer in the community.  Jim’s ______ to the company is very reasurring. (EC3) 
a. cooperation c. judgment  

b. honesty d. loyalty 
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MULTIPLE CHOICE  

 
 1. ANS: C PTS: 1 STA: EB4 

 

 2. ANS: D PTS: 1 STA: ED2 

 

 3. ANS: C PTS: 1 STA: EI4 

 

 4. ANS: B PTS: 1 STA: EK5 

 

 5. ANS: C PTS: 1 STA: EE2, EF3 

 

 6. ANS: A PTS: 1 STA: ED4 

 

 7. ANS: B PTS: 1 STA: EA1 

 

 8. ANS: D PTS: 1 STA: EB5 

 

 9. ANS: A PTS: 1 STA: EH2 

 

 10. ANS: C PTS: 1 STA: EC5 

 

 11. ANS: D PTS: 1 STA: EB3 

 

 12. ANS: C PTS: 1 STA: EN2 

 

 13. ANS: C PTS: 1 STA: EB2 

 

 14. ANS: A PTS: 1 STA: EK2 

 

 15. ANS: C PTS: 1 STA: EK5 

 

 16. ANS: D PTS: 1 STA: EN1 

 

 17. ANS: A PTS: 1 STA: EA2 

 

 18. ANS: B PTS: 1 STA: EA3 

 

 19. ANS: C PTS: 1 STA: EB3 

 

 20. ANS: D PTS: 1 STA: EK4 

 

 21. ANS: C PTS: 1 STA: EL6, EL7 

 

 22. ANS: C PTS: 1 STA: EB2 

 

 23. ANS: B PTS: 1 STA: EF3 

 

 24. ANS: C PTS: 1 STA: EC5 

 

 25. ANS: D PTS: 1 STA: EA2 

 

 26. ANS: D PTS: 1 STA: EH1 

 

 27. ANS: C PTS: 1 STA: EL6 

 

 28. ANS: A PTS: 1 STA: EF3 

 

 29. ANS: C PTS: 1 STA: EK2 

 

 30. ANS: D PTS: 1 STA: EC3 


