100 QUESTIONS ,MGT 211:HUMAN RESOURCE MANAGEMENT

Section 1 (1 mark each)

A. State True or False,

Q.1 Hrm is the sub set of management. [ruc
Q.2 Hrm is affected by economy. I rue
Q.3 Hrm should assume all countries have the same culture. False

Q.4 Hrm is dual nature, True

Q.5 Temporary services and employee leasing is recruiting alternatives. True

Q.6 Permits employees to review personnel files in privacy act 1974. True

Q.7 Technology and information technology have little impact of hrm.false

Q.8 Employee empowerment increases worker involvement and productivity. lrue
Q.9 Hr planning must be separate from the organizations overall strategy. False
Q.10 Job analysis is a systematic exploration of the activities within a job. True

Q.11Job design is how a position and its task are organised. True

Q.12 The initial screening is the first step in the selection process. True

Q.13The civil rights act of 1991 included the glass ceiling act. True

Q.140bserving job candidates not only for what they say but for how they behave. True
Q.15 Hrm can play a vital role in enforcing ethical codes of conduct . True

Q.16Job design is how a position and its task are organised.True

Q.17 The initial screening is the first step in the selection process. True

Q.18 The civil rights act of 1991 included the glass ceiling act. True

Q.19 Observing job candidates not only for what they say but for how they behave. True
Q.20 HRM can play a vital role in enforcing ethical codes of conduct . True
Q.21 Frederick Taylor is often regarded as the father of scientific management-True

Q.22 Rightsizing is a strategy companies use to balance their labour supply-True

Q.23 selection is the process in which managers e :
o ngage in to develo | of : :
for open positions-False p a pool of qualified candidates

Q.24 Human resource management helps emplo
yees understand aft : " s
economic condition-True atter countries political and

Q.25 Job design is how a position and its tasks are organized-Trye
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Q.27 Resistance from employees 1 . &
eas training has broad prospective” False

Q.28 Education has narrow pmspcctiv-: wher

Q.29 Lay off is permanent separation of emplnye::-! rue

1 1 ept- 1 TUC
Q.Eﬂ Training 15 spc-':iﬁc and dcw'lupmn:nt 15 10 1mpart nvcrﬂll concep I
' « 1N 0 dischar e-] rue
Q.31 Employee is eligible for pf, gratmty, galary arrears etc. 1 case i g

Q.32The equal pay act (1970) came into force 1n 1975-1rue

Q.33The sex discrimination act (1975) came into force in 1975-True

Q.34Today’s work force is composed of diverse groups. 11u¢

Q.35 Employee empowerment iNCTeases worker involvement and prﬂdu:;tivity. True

Q.36 Four external influences on HRM environment, laws, labour unions, management thought. True

Q.37 Give an immediate response, give ample warning, be consistent, be impersonal is called HOT-

STOVE rule. True
Q.38 Socialization is a process of adaptation t0 a new work role .True

Q.39 Job analysis normally occurs as part of the process 10 match applicants to vacancies-False

Q.40A newspaper advertisement placed by a company fo
advertising- False

0.4l Individual career development helps employees, identify their
) goals and the z
o steps to achieve

Q.42 Mentors are typically senior- level employees who provide a su
+ s ' ﬂrl = -
employees by offering insight into-1rue pport system for junior

Q.43Your employer 15 ultimately responsible for your career path-False

Q.44 Establishment is the first traditional career stage-False

Q.45The Holland vocational model identifies six vocational themes-True

Q.46 Intrinsic rewards come from the job itself, extrinsic rewards come from outside the ;
Q.47 Wages, bonuses, and pension plans are examples of financial rewards-True e job- True
Q.48 The job evaluation is the source of company’s compensation programs-True
Q.49 Smoking bans work best when they take a “cold turkey” approach-False

Q.50 OSHA applies to almost every U.S business engaged In interstate commerce-T
e~ lrue

Q.51 Short term disability programs is company’s sick-leave plan. True

r tale sales staff is an example of third party
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Section

Tick the correct option (MCOQ) 52 wha is the full form of hrm?

A Human resource I nanagementb Humanistie resource Management
¢ Human relation management
J. Humane resource management

Q.53 what is the full form SHRM?.

g A.Strategic human resource management
b. Superior human resource management
¢. Sophisticated human resource management
d. Soft human resource management
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Q.54 what is the full form of HRP?.

A.Human resource planning
b. Human resource penetration

¢. Human resource punctuald. Human resource personality
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Q.55 Full form of EEOQ,

A.Equal employment oportunity
b. Equal equivalent opportunity
¢. Equal eliminate opportunity
d. Equal employee opportunity

Q.56 what is the full form of HRMS?. j
A.Human resource information systemb. Human resource information sharingc. Human resource
information strategyd.Human resource information science 3
Q.57 the most common violations requiring disciplinary action is tl
a. Attendance & job behaviour
b. Attendance & honesty
c.Botha& b

D. None of the above

Q.58 which of the following is not external source of recruitment?

MIT Y =1

A. Advertisement

b. Promotion c.employment agencies 2

d.Employee referrals 3

Q.59 Human resource planning is essential because of frequent............ 7. :"

A. Complaints =

b. Labour turnover

c. Employee training s

d. Competition J
=
~
-



Q.60The hr planning at the national level is generally done by........

A Consultant
b.Managers

¢. Council

d. Government

Q.61 ........is a written record of the duties responsibilities and condition of the job.

A. Human resource information system
b. Skill inventory

¢. Job analysis

d. Job description

Q. 62The focus of human resource management revolves around.
A. Machine b. Motivation
¢. Money

D. Men

Q.63The first step in the human resource planning process is:

A. Forecasting
b. Goal setting

Programme implementations
d. Program evaluation

Q.53 three types of comprehensive interviews are traditional, panel.......-.

A Situational b. Internal
c. External
d. Verbal

Q.64 There three types validity are content, construct and

------------

A. Criterion-related
b. Cut score

None of the above
d. All of the above

Q.65 what test elements help predict which applicants will be successful on the job?

A.Reliability b. Validity
¢. Cut score
d. All of the above

Q. 66The focus of human resource management revolves around.
a. Machine b. Motivation

¢. Money

d. Men

Q.67 The first step in the human resource planning process is:
a. Forecasting

b. Goal settingc Programme implemﬂltlﬁunﬁ
d. program evaluation
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Q.68 Three types of comprehensive interviews are traditional, panel.........

a. Situational b, Internal

¢, External
d. Verbal

Q.69 There three types validity are content, construct and ...

a, Criterion-related

b. Cut score
¢. None of the above
d. All of the above

d. All of the above

Q.71Which one of the following becomes a creative factor in production?
A .land

b. Capital

c. Consumer

d.Human resource

Q.72 The focus of human resource management revolves around
A Machine

b. Motivation

d.Men

Q.73 Demand for human resources and management is created by
aExpansion of industry




Q.76 Human resource management is primarily concerned with
a, Sales
b.Dimension of people
¢. External environment
d. Cost discipline
Q.77 The purpose of training is to increase
a. Productivity

b. Production
c.Sales

d .Motivation

Q.78Whichof the following involves learning?
a. Motivation

b. Morale
tz.'I‘,mumg and development
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Q.84What is meant by RPO?

a. Recruitment process outsourcing

b. Retirement process outsourcing

¢. Recruitment process output

d. Recruitment procedure outsourcing

Q.85 Human resource management helps improve

a. Production

b. Productivity
¢ .Profits

d. Power
Q.86Which of the following is not a method of on the job training?

a .Mentoring

b .Job rotation

¢. Training

d. Simulation

Q.87Which of the following is a cause of grievances?

a. Increments

b. Promotions

¢. Recovery of dues

d. All of these

Q.88Which of the following is an operative function of human resource management?

a. Discipline

b. Transfer

c. Induction

d.All of these

Q.89Which of the following method cannot be applied to forecast human resource planning?
a. Work study method

b. low models

¢. Management judgment

d. None of these
Q.90 VRS stand for

a.Voluntary retirement scheme

b, Voluntary retirement service
¢. Voluntary retention scheme
d. Voluntary retrenchment service
Q.91 The first step in the selection process is

a. lmitial screening interview
b. Test

¢. Application submission

d. Sign the contract



Q.92 Decreases in internal supply 18 difficult to forecast in:

a. Voluntary quits

b. Transfers

¢. Layoft

d. Sabbaticals

Q.93 High performance work practices include, such activities ag-—--=======.
a. Self-managed teams

b. Closed communication

¢. Centralized decision making

d. Firm job assignment

Q.94 Labor unions use-—-------—to protect the rights of their members.
a. Functional operations

b. New product development

¢. Collective bargaining

d. Process

Q.95The beginning point for any human resource planning process is the examination of the
current human resource status by making a -=-—---—--

a. Strategic plan

b. Human resource inventory

¢. Product evaluation

d. Analysis of customer demand

Q.96An assessment that defines the jobs and behaviors necessary to perform the job is known as a

a. Job description
b. Job specification
c. Job definition

d. Job analysis
Q.97 A written

A5 ==——————=

statement of what a job holder does, how it is done, and why it is done is known

a. Job specification

b. Departmentalizatiﬂn

c. Job definition " i
d. Job dcscriptian.QSWhich is the following is a disadvantage of recruiting of colleges

a. Limited supply

b. Limited to entry level position

¢. Work force diversity

d. Unqualified candidates




Q.99 —-----—=Indicates how consistent a selection device measures a eriterior
a. Operational scoring

b. Qualification

¢. Reliability

d. Validity

Q.100What training method involves employees _pmﬁciplﬁnﬂn role playing, simulations, or face
to face type of training?

a. Experiential exercises

b. Job rotation

¢. Mentoring & coaching

a. Management by objective
b. Job analysis




Gection 11

Short answering gueslinns
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102.How can you explain, human resource management.
ons workforce.it 18 responsible for

mentof an organizati
d rewarding of employee.
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Human resource management 1S the manage
the selm:liun,aﬂractinn.tmining,nssessmﬁnlmn
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103.What is job analysis?
es with a job.it is basic technical procedure.that is

Job analysis is asystematic exploration of the activiti

used to define the duties, responsibilities and accountabilities of a job.
Gl 5 hasn s anl s 3928 233505 A1, adad) A o1 Y (ad Adilay e A agiall il A iala ) Sl
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104.Explain the meaning of recruiting.

Recruiting is the discovering of potential candidates for actual or anticipated organizational
vacancies. it is linking activities-bringing together those with jobs to fill and those seeking jobs.
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105. Describe how changing skill requirements affect hrm.

Hrm has to provide extensive employee training. This training can be in the form of remedial help for
those who have skill deficiencies or specialized training dealing with technology changes.
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106. What is title v11 of the 1964 civil right act?

Tittle v11 of civil rights act state that it is illegal to discriminate against individuals based on race,
religion, colour, sex, or national origin.
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107.write four basic function of hrm.?

1. staffing (il sall
2. training and development s skailly & )5l

3. motivation &l

4. maintanence, 4all




108. Write the name of four hr department area?
1. employment Jaall

2, training <l

3. compensation (e sl

4. employee relation. (uds sl Ll

109. What is the family and medical leave act of 19937

Federal legislation that provides emplo i unpai
: yees with up to 12 i
family members or their own medical reasons. ¥ e PR e
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89.what is fair credit reporting act of 19717,
An acts the requires employers to notify employees that their credit is being checked.
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90.what are the four most common violations requiring disciplinary action??
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2.job behaviours Jasl) S sl

3.outside activities s ) LYl

4. dishonesty 5wl p=

110, What is weighted application form?

Jevant application information determine the likelihood

A special type of application form that uses re S
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111. What is the conditional job offer?

becomes permanent after certain conditions are met conditionally job offers

A tentative job offer that
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112. What are the three types of validity:
The proven relationship of a selection device to relevant criterion.

1. Content validity.
2. Construct validity

3. Criterion related validity
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113. Describe the benefits of online recruiting?”

Internet recruiting provides business with low cost and unprecedented access to potential employee’s
world-wide online recruiting also helps increase diversity and find people with unique talent.
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114. Write a short notes on the selection devices

Selection devices provides managers with information that will help them predict whether an

applicant will prove to be a successful job performer.
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115. Describe the importance of human resource management?

HRM is responsible for the people dimension of the organization.it responsible for hiring competent
people, training them helping them perform at high level, and providing mechanisms to ensure that

these employees maintain their productivity affiliation with the organization.
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116. What is the conditional job offer?

A tentative job offer that becomes permanent after certain conditions are met conditionally job offers

typically come from HRM representative.
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117. What are the three types of validity?

The proven relationship of a selection device to relevant criterion
I. Content validity.

2. Construct validity

3. Criterion related validity

118. Write a short notes on the selection devices

Selection devices provides managers with infi ; ,
: ; ormation that will th i
applicant will prove to be a successful job | help them predict whether an
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119. Explain who is responsible for managing carrers?
The respﬁnslblhl}r for managing a career belongs to the individual. The organizational role is to
provide assistance and information to the employee, but it is not responsible for growing an
employee’s career.
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120. Explain the six step in the appraisal process.
isal with the employee
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121. Write a short notes on nirinsic rewards and extrinsic rewards.

Intrinsic rewards:-satisfaction derived from the job itself, such as pride in one s work, a feeling of

accomplishment, or being a part of a team.
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Extrinsic rewards:-benefits provided by the employer, usually money, promotion, or benefits.
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122. Write a five steps of occupational safety and health administration (OSHA) priority enforcement
Process.

Occupational safety and health administration (OSHA) has established five step priority enforcement
process consisting of imminent danger, serious accidents, employee complaints, inspection of targeted

industries, and random inspections.
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123. Describe the importance of human resource management?

HRM is responsible for the peopledimension of the organization. It is responsible for hiring
competent people, training them, helping them perform at high levels, and providing mechanism to
ensure that these employees maintain their productive affiliation with the organization.
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124. What is outsourcing’
Sending work “outside” the organization to be done by individuals not employed full time with the
organization.
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125. Explain the coverage of the family and medical leave act.

The family and medical leave Act grants up to 12 weeks of unpaid leave for family or medical
matters. The employees own illness, to care for a sick family member, with a guarantee of retaining

an employee’s job when he or she returns from leave.
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126. Explain legal and ethical issue involved in monitoring employees?

Employers have extensive rights to monitor employees in the workplace including use of phones-
mail, and internet. Technology available to track employee actions is increasing, including
sophisticated computer use tracking, RFID, and GPS technology.
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127. Define the term job analysis.

Job analysis is a sys thematic exploration of the

o . activity : s
job’s duties, responsibilities, and accountabilities ities surrounding and within a job.it defines the
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2. ldentity the three purposes of performance Management systems

The three purpose of management systems are feedback, development

i : and doc ion.
design to support employees, appraisers, and organizations. umentation. They are
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129. Explain how an organization can create a healthy work site.

Crealun% a healthy work site involves removing any harmful substance, such as asbestos, germs, mold,
fungi, cigarette smoke, and so forth, thus limiting employee exposure.
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130. Describe the components of collective bargaining.

Collective bargaining typically refers to the negotiation, administration, and interpretation of a written
agreement between two parties that covers a specific period of time.

Section 4

Answer any one essay type question

131. Define human resource planning.

Human resource planning is the process by which an organization ensure that it has the right number
and kinds of people, at the right place, at the right time, capable of effectively and efficiently
completing these tasks that will help the organization achieve its overall objective.

Human resource planning is one of the most important elements in a successful hrmprogramme .the
purpose of human resource planning is to assess where the organization is, where it is going.
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132.what is primary source of recruiting employees?

The principal source for recruitment employee include,
inrumalscarch.ndvuniscmcnt.cmpluym:r::t‘cn‘:llJr:mmmcndalinns. .
Emplu:rmcntagcncics,suhuul,cﬂllugc §,UN1vVe rsilicﬁ.pmfcssiunﬂlurganizatiun. onlinerecruiting,
and independent contractors to be good sources of employees.

temporaryemployees,
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133. Describe the eight step selection process.

Selection activities follow a standard pattern, beginning with an initial screening interview and

conducting with the final employment decision
The selection process typically consist of eight step
1. Initial screening interview

2. Completion of the application form

3. Pre-employment test

4. Comprehensive interview

5. conditional job offer

6. Background investigation.

7. medical&physical examination

8. job offer
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134. Explain the principal sources for recruiting employees.

The principal sources for recruiting employees include internal search, advertisements, employee

referrals. recommendation, employment agencies, temporary leasing services, schools, colleges

‘universities, professional organizations, online recruiting, and casual or unsolicited applicants,
ontinue to be good sources of

employee leasing, temporary employees and independent contractors ¢

employee..
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135. Describe the importance of human resource mana

136. What is sexual haracerment®
s sexual harassment? Explain two type of sexual harassment

Anything of a sexual nature that creates a

- condition of employment, an employment consequence, Or a
hostile or offensive environment 1

Gasaa ol Lilae Ly ol (Laadl S8 Aoty  Jaall e e e 35y o L Ragls (53 6 8 4
1.Guid pro quo harassment-some type of sexual behaviour is expected as a condition of employment.
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2. Hostile environment harassment-offensive and unreasonable situations in the work place that
interfere with the ability to work.
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137.Describe the important implication of the employee retirement income security act, ERISA.

The employment retirement income security act has had a significant effect on retirement programs.
Its primary empbhasis is to ensure that employees have a vested right to their retirement monies, the
appropriate guidelines are followed in the event of a retirement plan termination, and that employees

understand their benefits through the summary plan description.
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138. Explain the principal sources for recruiting employees.

The principal sources for recruiting employees include internal search, advertisements, employee
referrals, recommendation, employment agencies, temporary leasing services, schools, colleges
uniw;s;ﬁu professional organizations, online recruiting, and casual or unsolicited applicants,
;mpluyu leasing, temporary employecs an
employee..
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d independent contractors continue to be good sources of
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139. Describe how technology is changing HRM.

Technology is having a major impact on HRM. It’s giving all employees instant access to information
and changing the skill requirements of employees.it deals with such activities as recruiting and
selecting employees ;motivating and paying individuals, training and developing employees, and
handling a legal and ethical matters.
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140, Describe major types of retirement programs offered by organizations.

The most popular types of retirement benefits offered today are social security, defined benefit

pension plans, and defined contribution plans including money purchase pension plans, profit-sharing
plans, individual retirement accounts, and 401(k) s.
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