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Worksheet: Chapter 13 The Job Search, Résumés, and Cover Letters 1. Which of the following statements is most accurate? a. You can expect to have had five to seven jobs over the course of your career. b. Because you are likely to change jobs often, you need not train now for a specific career. c. You make better career decisions if you match your interests to specific career requirements. d. The Web provides all the career data you need to gather. 2. Which of the following statements about the changing nature of jobs in today’s workplace is least accurate? a. Since most organizations are moving toward a more flattened structure, more people will be employed in permanent positions. b. Much of the work today is completed by teams or outsourced to people outside the organization. c. Most new jobs today are created by smaller companies. d. The idea of a lifelong career with a single company has become obsolete. 3. Most job candidates locate their jobs through: a. classified newspaper ads. b. networking. c. the Internet. d. college placement centers. 4. If you are using the Internet to search for a job, what is most likely your best source? a. Use a large Web site such as Monster.com because you will find hundreds of thousands of jobs there. b. Check the job openings listed on individual company Web sites. c. Check newspaper classified ads that are placed online. d. Put your résumé on your own Web site and let employers find you. 5. Which of the following is the best career objective for a résumé? a. To obtain an entry-level position in the accounting field. b. To obtain a challenging position where I can use my skills and abilities. c. To work for a company that provides good benefits and room for advancement. d. To obtain an accounting position with responsibilities in accounts payable, accounts receivable, and payroll. By: NOU Pharath (Mr.)
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6. Which of the following statements about the Work Experience section of your résumé is least accurate? a. Work experience should always be listed before education. b. Your employment should be listed in reverse chronological order. c. Use action verbs to describe your work experience so that you sound forceful and persuasive. d. In addition to technical skills, list communication, management, and interpersonal skills. 7. Of the following statements describing employment achievements, which is most effective? a. Supervised and trained employees. b. Operated a variety of office equipment. c. Supervised 45 employees in three different branch locations. d. Knowledgeable in a variety of computer software packages. 8. Which of the following statements demonstrates use of an action verb? a. Competent in Internet research skills. b. Processed all accounts receivable for large department. c. Responsible for hiring, training, and evaluating staff. d. All of these statements use action verbs. 9. In the Education section of your résumé, you should: a. list all the college courses you have taken to give the employer a complete picture. b. include relevant seminars attended and workshops completed. c. list only colleges where you have completed a degree or certificate program. d. never include information about financing your own education since this is personal information. 10. If a company scans résumés by computer: a. you have no way of knowing it. b. you should use fancy graphics and fonts to make your résumé more appealing. c. you should emphasize keywords on your résumé. d. your résumé will never be seen by a human being. 11. Which of the following is the main advantage of placing your résumé online? a. You can include clickable hyperlinks to extra information and examples of your work. b. Online résumés can be easily altered for different positions. c. An online résumé can be viewed whenever it is convenient for an employer. d. An online résumé suggests that you have people skills. By: NOU Pharath (Mr.)
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12. Which of the following is the most effective opening sentence in a cover letter for a job that has been announced? a. You need a designer and I need a job; it’s the perfect match! b. At the suggestion of Mr. Ric Messner of your IT Department, I submit to you details of my 12 years’ experience in multimedia for your Web designer opening. c. Please consider my application for the available position of Web designer. d. Does your company have an opening for a Web designer with three years of experience? 13. Which of the following is the best closing sentence for an application letter? a. I will be available for an interview on Tuesday, March 11, at 10 a.m. b. To add to your team a well-trained, knowledgeable accountant with proven analytical and communication skills, call me at (555) 555-1234 to arrange an interview. c. Please feel free to call me any time at your earliest convenience. d. I hope to hear from you soon to set up an interview for the accountant position. 14. Which of the following statements about the persuasive résumé is most accurate? a. Don’t bother to prepare a résumé until you are in the job market. b. An effective résumé guarantees a job offer. c. The goal of a persuasive résumé is to land a job. d. If you identify weak areas, puff them up a bit to make the résumé more persuasive. 15. One trend in employment is telecommuting. Telecommuting means: a. changing technology and adapting to alternate work strategies. b. working from home or other remote locations. c. holding meetings with remote employees using teleconferencing. d. performing work duties using wireless connectivity. 16. In the new workplace you can expect to work on teams that complete special projects and then disband. a. True b. False 17. The increase in job listings on the Internet has made personal contact less important. a. True b. False 18. The goal of preparing a persuasive résumé is to obtain an interview. a. True b. False By: NOU Pharath (Mr.)
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19. The most popular résumé style with recruiters is the combination résumé because it highlights both job history and capabilities. a. True b. False 20. You should limit the length of your résumé to one page. a. True b. False 21. Résumés that are targeted to specific positions have the best chance of being read. a. True b. False 22. In order to be ethical, you should list every position you have had in your career on your résumé. a. True b. False 23. It is important to provide both personal and professional references when applying for a position. a. True b. False 24. Your résumé emphasizes what you have done; your application letter stresses what you can do for the employer. a. True b. False 25. Even if an advertisement doesn’t request one, include a persuasive cover letter with your résumé. a. True b. False
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