Human Resource Management, Global Edition, 13e (Mondy)

Chapter 4  Job Analysis, Strategic Planning, and Human Resource Planning

4.1  Multiple-Choice Questions

1) A firm's ________ should focus on possible catastrophes, ranging from natural calamities such as hurricanes to smaller events such as water leaks. 

A) disaster plans

B) readiness efforts

C) contingency resolution efforts

D) sustainability efforts

Answer:  A

Explanation:  A) A firm's disaster plans should focus on possible catastrophes that range from natural calamities such as hurricanes, earthquakes, and floods to smaller events such as a building fire, water leak, or computer crash. Even the recent financial crash would be a factor to consider in disaster planning. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

2) The systematic process of determining the skills, duties and knowledge required for performing jobs in an organization is referred to as a job ________.

A) description

B) specification

C) qualification

D) analysis

Answer:  D

Explanation:  D) Job analysis is the process used to determine the skills, tasks, and knowledge related to a particular job. Job specifications indicate the minimum skills needed by a person who holds a certain job.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

3) In today's workplace, ________ expedites the recovery of computer-related data that is essential to business operations. 

A) blue-ray DVDs

B) the cloud

C) social networking

D) USB drives

Answer:  B

Explanation:  B) Technology such as cloud has been a boom in rapid recovery of computer-generated data. Disaster recovery using the cloud is much more cost effective and simpler than traditional disaster recovery solutions.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  1

4) Which term refers to a group of tasks that must be performed if an organization is to achieve its goals? 

A) occupational specialty

B) job

C) position

D) post

Answer:  B

Explanation:  B) A job consists of a group of tasks that must be performed for an organization to achieve its goals. A job may require the services of one person, such as that of the president, or the services of 75, as might be the case with machine operators in a large firm. A position is the collection of tasks and responsibilities performed by one person; there is a position for every individual in an organization.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

5) Which of the following refers to the collection of tasks and responsibilities performed by one person?

A) job

B) position

C) job cluster

D) work group

Answer:  B

Explanation:  B) A position is the collection of tasks and responsibilities performed by one person; there is a position for every individual in an organization. A job may require the services of one person or many people. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

6) In a workgroup consisting of a supervisor, two analysts, and four clerks, how many jobs and positions are involved? 

A) 3 jobs; 7 positions

B) 6 jobs; 1 position

C) 7 jobs; 3 positions 

D) 1 job; 6 positions 

Answer:  A

Explanation:  A) A position is the collection of tasks and responsibilities performed by one person; there is a position for every individual in an organization. A job may require the services of one person or many people. In this case, there are 3 jobs, supervisor, analyst, and clerk, and there are 7 positions.

Diff: 2

Chapter:  4

Skill:  Application

LO:  1

7) Jessie, an HR specialist, has been assigned the task of performing a job analysis for a new position created at the firm. Which of the following questions is LEAST relevant to the job analysis that Jessie will conduct? 

A) Where is the job to be accomplished? 

B) What qualifications are needed to perform the job? 

C) When is the job to be completed? 

D) What is the national hourly rate for this job?

Answer:  D

Explanation:  D) Job analysis provides a summary of a job's duties and responsibilities, its relationship to other jobs, the knowledge and skills required, and working conditions under which it is performed. The national hourly rate for a job is less relevant to a job analysis.

Diff: 3

Chapter:  4

Skill:  Application

LO:  1

8) Which of the following is NOT a time when job analysis is performed? 

A) when new jobs are created 

B) when an organization is founded

C) when jobs are changed significantly 

D) when an organization faces a downturn 

Answer:  D

Explanation:  D) Job analysis is performed on three occasions: (1) when the organization is founded and a job analysis program is initiated for the first time; (2) when new jobs are created; and (3) when jobs are changed significantly as a result of new technologies, methods, procedures, or systems. Job analysis is less likely to be performed when a company experiences lower sales. 

Diff: 3

Chapter:  4

Skill:  Concept

LO:  1

9) Why are most job analyses conducted?

A) creation of new jobs 

B) obsolescence in jobs

C) changes in the nature of jobs

D) requirements of upper management

Answer:  C

Explanation:  C) Job analysis is primarily performed because of changes in the nature of jobs as a result of new technologies or procedures. The creation of new jobs explains a smaller percentage of job analyses.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  1

10) Job analysis information is used to prepare ________.

A) job requisitions

B) budget reports

C) job specifications

D) corporate assessments

Answer:  C

Explanation:  C) Job analysis is most often performed because of changes in the nature of jobs and is used to prepare both job descriptions and job specifications. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

11) A document that provides information regarding the tasks, duties, and responsibilities of the job is referred to as a ________.

A) job analysis

B) job description

C) job specification

D) job document

Answer:  B

Explanation:  B) The job description is a document that provides information regarding the essential tasks, duties, and responsibilities of the job. The minimum acceptable qualifications a person should possess in order to perform a particular job are contained in the job specification. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

12) Which of the following provides the minimum acceptable qualifications that a person should possess to perform the job?

A) job title

B) job description

C) job specification

D) job evaluation

Answer:  C

Explanation:  C) The minimum acceptable qualifications a person should possess in order to perform a particular job are contained in the job specification. The job description is a document that provides information regarding the essential tasks, duties, and responsibilities of the job. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

13) How does job analysis primarily benefit an HR manager? 

A) improves public relations 

B) adheres to federal standards

C) provides guidelines for staffing

D) outlines labor negotiation requirements

Answer:  C

Explanation:  C) Without up-to-date job descriptions and specifications, a firm would have to recruit and select employees for jobs without having clear guidelines. A job analysis is unlikely to improve PR. Although a job analysis is important when considering the legality of employment and labor relations, it does not have to adhere to federal or union standards. 

Diff: 3

Chapter:  4

Skill:  Application

LO:  1

14) Job description information benefits HR management in all of the following ways EXCEPT ________. 

A) supporting the legality of employment practices

B) specifying safety and health issues

C) mandating staffing diversity

D) identifying training needs

Answer:  C

Explanation:  C) A well written job description helps support the legality of promotions, transfers, and demotions and identifies health issues related to a job. Training and development needs also stem from a job description. However, minority hiring practices are not mandated by job descriptions.

Diff: 3

Chapter:  4

Skill:  Concept

LO:  3

15) All of the following EXCEPT ________ are included in job specifications. 

A) knowledge

B) skills

C) responsibilities

D) abilities

Answer:  C

Explanation:  C) The minimum acceptable qualifications (knowledge, skills, and abilities) a person should possess in order to perform a particular job are contained in the job specification. 

Diff: 3

Chapter:  4

Skill:  Concept

LO:  3

16) Which document clarifies the importance of a well-prepared job analysis?

A) Federal Register # 12 

B) Uniform Guidelines on Employee Selection Procedures 

C) EEOC Register of Guidelines 

D) OFCCP Federal Register 

Answer:  B

Explanation:  B) The importance of job analysis is well documented in the Uniform Guidelines on Employee Selection Procedures. Job analysis data are needed to defend decisions involving termination, promotion, transfers, and demotions. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  1

17) What studies are conducted to determine how long it takes for a task to be performed? 

A) job analysis 

B) work measurement 

C) job evaluation 

D) work process 

Answer:  B

Explanation:  B) Work measurement studies are often needed to determine how long it takes to perform a task. Such studies are conducted for the purpose of preparing a job analysis.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  2

18) In which of the following occupations, would observation be the least useful method of job analysis? 

A) forklift operator

B) financial analyst

C) assembly line worker

D) baggage handler

Answer:  B

Explanation:  B) Observation alone is usually an insufficient means of conducting job analysis when mental skills are dominant in a job. Observing a financial analyst at work would not reveal much about the requirements of the job.

Diff: 2

Chapter:  4

Skill:  Application

LO:  2

19) Monica is an HR manager who needs to conduct a job analysis quickly and economically. Which method should Monica use? 

A) questionnaire

B) observation

C) interview

D) employee recording

Answer:  A

Explanation:  A) Questionnaires are typically quick and economical to use. The job analyst may administer a structured questionnaire to employees, who identify the tasks they perform. Observations, interviews, and employee recordings require more time and money than questionnaires. 

Diff: 2

Chapter:  4

Skill:  Application

LO:  2

20) A ________ is a comprehensive job analysis approach that concentrates on the interaction between the work, the workers, and the organization.

A) functional job analysis 

B) position analysis questionnaire

C) guidelines-oriented job analysis 

D) fundamental analysis schedule

Answer:  A

Explanation:  A) Functional job analysis (FJA) is a comprehensive job analysis approach that concentrates on the interactions among the work, the worker, and the organization. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  2

21) Mario, an HR specialist at General Motors, needs to conduct a job analysis for the position of an assembly line operator. Which job analysis method would be most appropriate for Mario to use? 

A) simulation 

B) observation 

C) benchmarking

D) employee recording 

Answer:  B

Explanation:  B) The observation method is used primarily to gather information on jobs emphasizing manual skills, such as those of an assembly line operator. When using the observation method, the job analyst watches the worker perform job tasks and records his or her observations.

Diff: 2

Chapter:  4

Skill:  Application

LO:  2

22) Mario, an HR specialist at General Motors, needs to conduct a job analysis for the position of a financial analyst position. Which job analysis method is LEAST appropriate for Mario to use? 

A) interview

B) employee recording

C) questionnaire

D) observation

Answer:  D

Explanation:  D) The observation method is used primarily to gather information on jobs emphasizing manual skills, such as those of an assembly line operator. A financial analyst performs more mental than physical activity, so the observation method would be least appropriate.

Diff: 2

Chapter:  4

Skill:  Application

LO:  2

23) The HR department at Top Choice Manufacturing has been asked to collect job analysis information about general worker behaviors rather than tasks. Which job analysis method would be most appropriate?

A) position analysis questionnaire

B) functional job analysis

C) personal interview

D) observation

Answer:  A

Explanation:  A) The PAQ is a structured job analysis questionnaire that uses a checklist to collect data about general worker behaviors instead of tasks. The functional job analysis focuses assesses specific job outputs and identifies job tasks in terms of task statements. Both interviews and observations collect task related information.

Diff: 2

Chapter:  4

Skill:  Application

LO:  2

24) Which of the following is a true statement regarding job analysis methods? 

A) A single analysis method is typically used to ensure consistency.

B) Analysts often use a combination of methods for accurate job descriptions or specifications.

C) Questionnaires minimize employee exaggeration. 

D) Observation is the best method for all jobs.

Answer:  B

Explanation:  B) A combination of methods is preferred to a single one. Questionnaires are subject to employee exaggeration, and observation is only beneficial with physically demanding jobs.

Diff: 3

Chapter:  4

Skill:  Concept

LO:  2

25) The people who participate in job analysis should include, at a minimum, the employee and the ________.

A) immediate supervisor

B) human resource manager

C) human resource department

D) job analysis committee

Answer:  A

Explanation:  A) Although more individuals may be involved in a job analysis, the fewest would include the employee and his or her immediate supervisor. Large firms may require HR specialists to join the employee and supervisor with the job analysis. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

26) Outside consultants would most likely be hired to conduct job analyses when an organization ________.

A) is unusually large

B) is highly profitable 

C) lacks technical expertise 

D) lacks global sales offices 

Answer:  C

Explanation:  C) Organizations that lack the technical expertise may use outside consultants to perform job analysis. Large organizations may have one or more job analysts, but in small organizations line supervisors may be responsible for job analysis.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

27) The person who conducts job analysis is interested in gathering ________.

A) data on what is involved in performing a particular job

B) information about the competitive marketplace for talent

C) information about what it's like to work for a particular company

D) data to reveal hiring trends in various industries

Answer:  A

Explanation:  A) The person who conducts job analysis is interested in gathering data on what is involved in performing a particular job.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

28) What document should provide concise statements of what employees are expected to do on the job and indicate what employees do, how they do it, and the conditions under which the duties are performed?

A) job specification 

B) job description 

C) job identification 

D) job evaluation 

Answer:  B

Explanation:  B) A job description should provide concise statements of what employees are expected to do on the job, how they do it, and the conditions under which the duties are performed. Concise and accurate job descriptions are the starting point for most HR tasks.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

29) Which of the following is LEAST likely to be included in a job description? 

A) major duties performed 

B) percentage of time devoted to each duty 

C) performance standards to be achieved 

D) specific details about benefits and compensation

Answer:  D

Explanation:  D) A job description should provide concise statements of what employees are expected to do on the job, how they do it, and the conditions under which the duties are performed. Job descriptions are not likely to include information about benefits and salary. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

30) Which section in the job description includes the job title, the department, the reporting relationship, and a job number or code? 

A) job summary 

B) job identification 

C) duties performed 

D) job specification 

Answer:  B

Explanation:  B) The job identification section of a job description includes the job title, the department, the reporting relationship, and a job number or code. A good title will closely approximate the nature of the work content and will distinguish that job from others. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

31) The job identification section of the job description includes the ________.

A) required skills of the job

B) size of company

C) reporting relationship 

D) primary duties and tasks

Answer:  C

Explanation:  C) The job identification section includes the job title, the department, the reporting relationship, and a job number or code. Skills, company size, and duties are not included in the job identification section.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

32) Which of the following helps ensure that a job description does not become obsolete? 

A) providing the job requisition number

B) including the job analysis date

C) providing an overview of the job 

D) listing the major job duties 

Answer:  B

Explanation:  B) The job analysis date is placed on the job description to aid in identifying job changes that would make the description obsolete. This practice ensures periodic review of job content and minimizes the number of obsolete job descriptions.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

33) In the job description, which element provides a concise overview of the job? 

A) job summary 

B) job identification 

C) purpose statement 

D) performance standards

Answer:  A

Explanation:  A) The job summary provides a concise overview of the job. It is generally a short paragraph that states job content. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

34) All of the following are items typically included in the job specification EXCEPT ________.

A) educational requirements

B) required compensation

C) physical capabilities

D) personality traits

Answer:  B

Explanation:  B) Items typically included in the job specification are factors that are job-related, such as educational requirements, experience, and job-related personality traits and physical abilities. Compensation is not likely to be covered in a job specification.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

35) The Standard Occupational Classification (SOC) of 2010 does not ________.

A) reflect actual changes in the nature or organization of work activities in the economy

B) allow organizations to seek greater recognition for their members' occupations

C) allow organizations to seek a higher profile for their members' occupations

D) include sweeping changes in the descriptions of nearly all current occupations

Answer:  D

Explanation:  D) The federal government updates job descriptions for all U.S. workers in more than 800 occupations every 10 years. The 2010 SOC replaced the federal government's job descriptions for U.S. workers for the year 2000 system. The SOC descriptions are based on actual changes in the nature or organization of work activities being performed in the economy. Professional organizations and labor groups can use the SOC system to seek recognition or a higher profile for their members' occupations by gaining a separate listing or reclassification. Most current occupations will be unaffected except perhaps for a change in the description's wording. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  4

36) The primary reason for reviewing job analysis results with employees is to ________. 

A) gain their acceptance

B) comply with state laws

C) negotiate their salary

D) comply with union requirements

Answer:  A

Explanation:  A) After jobs have been analyzed and the descriptions written, the results should be reviewed with the supervisor and the worker to ensure that they are accurate, clear, and understandable. The courtesy of reviewing results with employees helps to gain their acceptance.

Diff: 3

Chapter:  4

Skill:  Concept

LO:  4

37) What is a comprehensive government developed database of worker attributes and job characteristics? 

A) G*NET 

B) Job Identification Network 

C) O*NET 

D) Job Analysis System 

Answer:  C

Explanation:  C) O*NET, the Occupational Information Network, is a comprehensive, government-developed database of worker attributes and job characteristics. It is the nation's primary source of occupational information.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  4

38) One of the primary advantages of O*NET is that it ________. 

A) provides a list of all federal and state job openings 

B) serves as a recruiting tool for small and large firms

C) maintains current job requirement information

D) tracks changes in the U.S. job market

Answer:  C

Explanation:  C) O*NET, the Occupational Information Network, is a comprehensive, government-developed database of worker attributes and job characteristics. It is the nation's primary source of occupational information. Its flexible design captures rapidly changing job requirements. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

39) The ________ contains job descriptions for all U.S. workers in more than 800 occupations.

A) Standard Occupational Classification (SOC)

B) Occupational Position Paper (OPP)

C) Workplace Status Assessment (WSA)

D) Federal Employment Guide (FEG)

Answer:  A

Explanation:  A) The federal government updates job descriptions for all U.S. workers in more than 800 occupations every 10 years. The 2010 SOC replaced the federal government's job descriptions for U.S. workers for the year 2000 system.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  4

40) The ________ is the essential foundation for facilitating career counseling, education, employment, and training activities.

A) Job Almanac

B) Public Broadcasting Network

C) Occupational Information Network

D) Small Business Administration

Answer:  C

Explanation:  C) The Occupational Information Network (O*NET) provides the essential foundation for facilitating career counseling, education, employment, and training activities by containing information about knowledge, skills, abilities; interests; general work activities; and work context.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

41) Job analysis for team members is typically more ________. 

A) impossible to define

B) broadly defined

C) simple to define

D) narrowly defined

Answer:  B

Explanation:  B) With team design, there are no narrow jobs. Today, the work that departments do is often bundled into teams. The members of these teams have a far greater depth and breadth of skills than would have been required in traditional jobs. Such job analysis is not simple, but it is not impossible either.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

42) Which law requires employees to be categorized as exempt or nonexempt? 

A) Fair Labor Standards Act 

B) Equal Pay Act 

C) Civil Rights Act 

D) Americans with Disabilities Act 

Answer:  A

Explanation:  A) According to the Fair Labor Standards Act, employees are categorized as exempt or nonexempt. Job analysis is basic to this determination. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

43) Which worker would receive time and a half for working more than 40 hours per week? 

A) union 

B) managers 

C) exempt 

D) nonexempt 

Answer:  D

Explanation:  D) According to the Fair Labor Standards Act, employees are categorized as exempt or nonexempt. Nonexempt workers receive time and a half for overtime, while exempt workers, such as managers, do not receive overtime pay. Whether or not an employee is a union member is irrelevant.

Diff: 2

Chapter:  4

Skill:  Application

LO:  4

44) When pay differences exist, ________ can be used to show whether jobs are substantially equal in terms of skill, effort, responsibility, or working conditions. 

A) job specifications 

B) job descriptions 

C) performance analyses 

D) specification descriptions 

Answer:  B

Explanation:  B) According to the Equal Pay Act, when pay differences exist, job descriptions can be used to show whether jobs are substantially equal in terms of skill, effort, responsibility, or working conditions. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

45) The ABC Company requires all maintenance supervisors to have a high school diploma, but the firm has never conducted a job analysis for the position to ensure that the standard is essential to performing the job. As a result, the ABC Company is most vulnerable to ________. 

A) labor union strikes

B) criminal investigations

C) discrimination lawsuits

D) OSHA fines

Answer:  C

Explanation:  C) Placing a selection standard in the job specification without having determined its necessity through job analysis makes the firm vulnerable in discrimination suits. When job analysis is not performed, defending certain qualifications established for the job is usually difficult based on the Civil Rights Act.

Diff: 3

Chapter:  4

Skill:  Application

LO:  4

46) Under which Act are job descriptions required to specify elements of the job that endanger health or are considered unsatisfactory or distasteful by the majority of the population? 

A) Occupational Safety and Health Act 

B) Fair Labor Standards Act 

C) Americans with Disabilities Act 

D) Civil Rights Act 

Answer:  A

Explanation:  A) According to OSHA, job descriptions must indicate elements of a job that are dangerous, unsatisfactory, or distasteful to most people. Firms can defend themselves by showing workers job descriptions in advance.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

47) Under which Act are employers required to make reasonable accommodations for workers with disabilities who are able to perform the essential functions of a job? 

A) Americans with Disabilities Act 

B) Fair Labor Standards Act 

C) Occupational Safety and Health Act 

D) Civil Rights Act 

Answer:  A

Explanation:  A) According to the ADA, employers must make reasonable accommodations for disabled workers who can perform essential job functions. Reasonable accommodations involve modifying the work environment to make it accessible for all employees.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

48) The EEOC defines ________ as any modification or adjustment to a job, an employment practice, or the work environment that makes it possible for an individual with a disability to enjoy an equal employment opportunity. 

A) modification adjustment 

B) reasonable accommodation 

C) essential accommodation 

D) functional accommodation 

Answer:  B

Explanation:  B) According to the ADA, employers must make reasonable accommodations for disabled workers who can perform essential job functions. Reasonable accommodations involve modifying the work environment to make it accessible for all employees.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

49) According to many experts, which of the following best explains the growth of human resources as a profession? 

A) increasing size of the global workforce

B) rising number of entrepreneurial businesses

C) increasing need to comply with equality laws

D) rising cost of health insurance and technology

Answer:  C

Explanation:  C) HR as a profession grew as it moved into the administrative and compliance arena. There were forms to complete such as the EEO-1 and managers to educate as to hiring standards to avoid.

Diff: 3

Chapter:  4

Skill:  Concept

LO:  5

50) In recent years, HR professionals have increasingly been expected to ________. 

A) serve as strategic planners 

B) handle administrative tasks

C) implement federal guidelines

D) act as employee advocates

Answer:  A

Explanation:  A) Today, HR professions are increasingly expected to take on the role of being a strategic partner with upper management. No longer is an administrative and compliance role acceptable as their primary jobs. HR executives have become a strategic partner in achieving organizational plans and results. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

51) According to recent surveys, CEOs expect HR professionals to ________.

A) outsource most clerical tasks

B) understand corporate finances 

C) focus on recruiting at universities 

D) assist employees with grievance suits

Answer:  B

Explanation:  B) CEOs expect HR to understand the business and especially its finances and profits. HR executives have become strategic partners in achieving organizational plans and results, so they need to have a thorough understanding of all aspects of the business. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

52) Burton Pharmaceuticals is a fast-growing drug company based in Dallas. Top executives at Burton realize that human capital plays an essential role in the continued success of the firm, and they want HR to participate in strategic planning. Which of the following questions is LEAST relevant to determining whether HR currently plays a strategic role at Burton? 

A) Is HR rated by Burton's customers?

B) Is HR present at Burton's restructuring discussions? 

C) Does Burton's HR provide an annual report on its ROI?

D) Does HR utilize current technology in recruiting Burton employees?

Answer:  D

Explanation:  D) The rating HR receives from customers and the participation of HR in strategy and restructuring meetings are both indicators that the firm's HR is involved strategically. An annual report from HR regarding return on investment would also indicate a strategic involvement. Technology used by Burton's HR in recruiting is important to hiring practices but not to strategic planning. 

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  5

AACSB:  Reflective Thinking

53) Burton Pharmaceuticals is a fast-growing drug company based in Dallas. Top executives at Burton realize that human capital plays an essential role in the continued success of the firm, and they want HR to participate in strategic planning. Which of the following, if true, best supports the argument that HR should be more involved in strategic planning at Burton? 

A) Burton plans to acquire another drug company within the next six months. 

B) Burton recently settled a lawsuit related to charges of unfair hiring practices. 

C) Burton primarily hires sales representatives who have medical backgrounds.

D) Burton experienced a small profit loss last quarter due to increased competition.

Answer:  A

Explanation:  A) Acquiring another firm would expand the number of employees at Burton, which means that HR should be involved in the process to ensure that human capital is used appropriately. Lawsuits, employee backgrounds, and competitors are less relevant to HR becoming involved in strategic planning at Burton.

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  5

AACSB:  Reflective Thinking

54) Burton Pharmaceuticals is a fast-growing drug company based in Dallas. Top executives at Burton realize that human capital plays an essential role in the continued success of the firm, and they want HR to participate in strategic planning. Which of the following, if true, suggests that HR is already involved in strategic planning at Burton? 

A) HR representatives attend merger and acquisition discussions.

B) HR handles all compliance issues related to OSHA and the ADA.

C) HR regularly updates job analysis and job specification information.

D) HR representatives monitor employee training needs and interests.

Answer:  A

Explanation:  A) Attending merger and acquisition meetings suggests that HR participates in strategic planning. Legal compliance, job specifications, and training are important issues that are relevant to any HR department, but they do not indicate that Burton's HR department is involved in strategic planning.

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  6

AACSB:  Reflective Thinking

55) What is the process called by which top management determines overall organizational purposes and objectives and how they are to be achieved? 

A) objective planning 

B) organizational planning 

C) strategic planning 

D) tactical planning 

Answer:  C

Explanation:  C) Strategic planning is the process by which top management determines overall organizational purposes and objectives and how they are achieved. It is an ongoing process that quickly changes in order to gain a competitive advantage.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

56) Which of the following is NOT a step in the strategic planning process? 

A) assessing the organization 

B) determining financial outlays

C) determining the organizational mission 

D) setting specific objectives and direction

Answer:  B

Explanation:  B) Strategic planning at all levels of the organization can be divided into four steps: (1) determination of the organizational mission, (2) assessment of the organization and its environment, (3) setting of specific objectives or direction, and (4) determination of strategies to accomplish those objectives. The strategic planning process described here is basically a derivative of the SWOT (strengths, weaknesses, opportunities, and threats) framework that affects organizational performance, but it is less structured. Assessing financial outlays is important to the success of a firm but does not relate to strategic planning.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

57) What is the first step in the strategic planning process? 

A) setting specific objectives 

B) implementing long-term goals 

C) assessing the business environment 

D) determining the organizational mission 

Answer:  D

Explanation:  D) Strategic planning at all levels of the organization can be divided into four steps: (1) determination of the organizational mission, (2) assessment of the organization and its environment, (3) setting of specific objectives or direction, and (4) determination of strategies to accomplish those objectives. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

58) The marketing department at ABC Widget Company has been assigned the task of developing a strategic plan. The marketing team has completed the first three steps of strategic planning. Which of the following steps does the marketing department need to take in order to complete the strategic planning assignment? 

A) determine the strategies needed to accomplish specific objectives

B) evaluate the organizational mission of the ABC Widget Company

C) establish short-term and long-term directions for the group

D) assess the primary competitors of the ABC Widget Company

Answer:  A

Explanation:  A) Strategic planning at all levels of the organization can be divided into four steps: (1) determination of the organizational mission, (2) assessment of the organization and its environment, (3) setting of specific objectives or direction, and (4) determination of strategies to accomplish those objectives. 

Diff: 3

Chapter:  4

Skill:  Application

LO:  5

AACSB:  Reflective Thinking

59) Which of the following serves as the basis for the strategic planning process? 

A) SWOT

B) O*NET

C) AAP

D) ATS

Answer:  A

Explanation:  A) The strategic planning process is basically a derivative of the SWOT (strengths, weaknesses, opportunities, and threats) framework that affects organizational performance, but it is less structured. Strategic planning involves determining the firm's mission, assessing the firm's structure, setting objectives, and developing strategies.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

60) Which of the following terms refers to a unit's continuing purpose, or reason for being? 

A) mission 

B) goal 

C) objective 

D) policy 

Answer:  A

Explanation:  A) The first step in the strategic planning process is to determine the corporate mission. The mission is a unit's continuing purpose, or reason for being. The corporate mission is the sum total of the organization's ongoing purpose.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

61) The owners of a start-up company are in the process of developing a corporate mission statement. Which of the following questions is LEAST likely to help them create an effective mission statement? 

A) Should we emphasize financial stability to employees?

B) What are the greatest threats to the success of the firm?

C) Should we maximize profit and shareholders' dividends?

D) What is upper management attempting to accomplish?

Answer:  B

Explanation:  B) The corporate mission is the sum total of the organization's ongoing purpose. Arriving at a mission statement should involve answering the questions: What are we in management attempting to do for whom? Should we maximize profit so shareholders will receive higher dividends or so share price will increase? Or should we emphasize stability of earnings so employees will remain secure? Threats to the firm's success are addressed later in the strategic planning process.

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  5

AACSB:  Reflective Thinking

62) In strategic planning, the purpose of a SWOT analysis is to assess the organization's ________. 

A) information technology 

B) anticipated long-term goals 

C) perceived value and structure

D) internal and external environment

Answer:  D

Explanation:  D) Once the mission has been determined, the organization should assess its strengths and weaknesses in the internal environment and the threats and opportunities from the external environment (often referred as a SWOT analysis). Making strategic plans involves information flows from both the internal and the external environments.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

63) What is the desired end result of any activity called? 

A) policy

B) mission

C) objective

D) procedure

Answer:  C

Explanation:  C) Objectives are desired end results and they typically have four characteristics. They should be expressed in writing, be measurable, be specific as to time, and be challenging but attainable.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

64) Which of the following is NOT a characteristic of an objective? 

A) measurable 

B) universal in nature 

C) expressed in writing 

D) challenging but attainable 

Answer:  B

Explanation:  B) Objectives are desired end results and they typically have four characteristics. They should be expressed in writing, be measurable, be specific as to time, and be challenging but attainable. People and organizations have different objectives, so they are not universal.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

65) Which of the following should most likely be accomplished before setting an objective?

A) cost benefit analysis of every alternative

B) SWOT analysis of all competitors

C) performance analysis of each employee

D) job analysis for each position 

Answer:  A

Explanation:  A) Objectives should be developed only after a cost-benefit analysis of each alternative is considered. Strategic objectives might be directed at factors such as profitability, customer satisfaction, financial returns, technological leadership, and operating efficiency. 

Diff: 3

Chapter:  4

Skill:  Concept

LO:  5

66) What primarily determines which type of organizational structure is best for a company? 

A) age of the firm 

B) needs of the firm

C) product or service

D) corporate competition

Answer:  B

Explanation:  B) A company's organizational structure (illustrated by its organizational chart) is determined by the needs of the firm. It may be informal and highly changeable in small, uncomplicated businesses. By contrast, large, diverse, and complex organizations usually have a highly formalized structure.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

67) The duties of today's HR professionals are moving from a transactional to a strategic model. As such, they work toward ________.

A) keeping track of government regulations

B) supporting day-to-day operational processes

C) solving strategic problems in the organization

D) solving transactional problems in the organization

Answer:  C

Explanation:  C) Today, HR professions are increasingly taking on the role of being a strategic partner with upper management. In this role, HR professionals are moving from a transactional to a strategic model, and they work toward solving strategic problems in the organization.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

68) The systematic process of matching the internal and external supply of people with job openings anticipated in the organization over a specified period of time is referred to as ________.

A) strategic planning

B) personnel forecasting

C) human resource planning

D) human capital supply analysis

Answer:  C

Explanation:  C) Human resource planning (workforce planning) is the systematic process of matching the internal and external supply of people with job openings anticipated in the organization over a specific period of time. In a recent SHRM survey, the primary focus of companies now is workforce planning. Through workforce planning, organizations attempt to predict future human resource needs.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

69) According to a recent poll, 53 percent of companies are either already using or plan to use ________ to identify skills gaps in their workforce.

A) workforce planning

B) employee training 

C) succession planning

D) work sampling

Answer:  A

Explanation:  A) A recent poll found that 53 percent of the respondents conducted, or planned to conduct, a strategic workforce planning assessment to identify skills gaps.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

70) What activity precedes the human resource planning process? 

A) HR forecasting 

B) strategic planning 

C) HR demand analysis 

D) labor supply analysis 

Answer:  B

Explanation:  B) HR planning is preceded by strategic planning. HR planning would be difficult if top management did not first determine the organization's purposes and objectives.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

71) What are the two components of human resource planning?

A) demand and objectives

B) strategy and requirements

C) requirements and availability

D) availability and objectives

Answer:  C

Explanation:  C) Human resource planning has two components: requirements and availability. A requirements forecast involves determining the number, skill, and location of employees the organization will need at future dates in order to meet its goals. The determination of whether the firm will be able to secure employees with the necessary skills, and from what sources, is called an availability forecast.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

72) Steve is an HR specialist at Cisco Systems. Steve needs to determine the number, skill, and location of employees that Cisco will need in 12 months in order to achieve the firm's strategic plan. Which of the following would best meet Steve's needs? 

A) requirements forecast 

B) labor supply analysis 

C) availability forecast 

D) sales forecasting 

Answer:  A

Explanation:  A) A requirements forecast involves determining the number, skill, and location of employees the organization will need at future dates in order to meet its goals. The determination of whether the firm will be able to secure employees with the necessary skills, and from what sources, is called an availability forecast.

Diff: 2

Chapter:  4

Skill:  Application

LO:  5

73) Which of the following involves determining whether the firm will be able to secure employees with the necessary skills and from what sources these individuals may be obtained?

A) planning forecast

B) requirement forecast

C) strategic forecast

D) availability forecast

Answer:  D

Explanation:  D) The determination of whether the firm will be able to secure employees with the necessary skills, and from what sources, is called an availability forecast. A requirements forecast involves determining the number, skill, and location of employees the organization will need at future dates in order to meet its goals. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

74) A firm becomes aware of having a surplus or shortage of employees as a result of comparing ________. 

A) availability and tasks

B) tasks and performance

C) skills and requirements

D) requirements and availability

Answer:  D

Explanation:  D) When employee requirements and availability have been analyzed, the firm can determine whether it will have a surplus or shortage of employees. Ways must be found to reduce the number of employees if a surplus is projected. If a worker shortage is forecast, the firm must obtain the proper quantity and quality of workers from outside the organization. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

75) What is the primary reason for implementing human resource planning on a continuous basis? 

A) employing temporary workers

B) changing business environments

C) selling goods to overseas customers

D) recruiting workers on Internet job sites

Answer:  B

Explanation:  B) Because conditions in the external and internal environments can change quickly, the human resource planning process must be continuous. Changing conditions could affect the entire organization, thereby requiring extensive modification of forecasts. 

Diff: 3

Chapter:  4

Skill:  Concept

LO:  5

76) AAA Technology manufactures 2,000 cell phones each week, which requires 20,000 hours of work from assemblers during a 40-hour week. How many assemblers does AAA need each week? 

A) 200

B) 400

C) 500

D) 800

Answer:  C

Explanation:  C) AAA can calculate how many employees are needed to produce 2,000 phones each week by dividing the number of hours of work by the work week (20,000/40). Therefore, AAA needs 500 assemblers to produce 2,000 cell phones each week.

Diff: 3

Chapter:  4

Skill:  Application

LO:  6

77) Which of the following is a forecasting technique that uses the organization's current level of employment as the starting point for determining future staffing?

A) bottom-up approach

B) zero-base forecasting

C) the Delphi technique

D) simulation

Answer:  B

Explanation:  B) The zero-base forecasting method uses the organization's current level of employment as the starting point for determining future staffing needs. In the bottom-up forecast, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  6

78) What forecasting technique involves an analysis to determine whether the firm can justify filling an open position? 

A) bottom-up approach 

B) simulation 

C) Delphi technique 

D) zero-base forecasting 

Answer:  D

Explanation:  D) The key to zero-base forecasting is a thorough analysis of human resource needs. If an employee retires, is fired, or leaves the firm for any other reason, the position is not automatically filled. Instead, an analysis is made to determine whether the firm can justify filling it. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  6

79) In ________, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed.

A) simulation forecasting

B) zero-base forecasting

C) cycle forecasting

D) bottom-up forecasting

Answer:  D

Explanation:  D) In the bottom-up forecast, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed. The zero-base forecasting method uses the organization's current level of employment as the starting point for determining future staffing needs. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  6

80) Wilson Marketing, Inc. uses the bottom-up forecasting method. Who is considered the most knowledgeable about employment requirements at the firm? 

A) HR managers

B) statisticians

C) unit managers

D) stockholders

Answer:  C

Explanation:  C) In the bottom-up forecast, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed. It is based on the reasoning that the manager in each unit is most knowledgeable about employment requirements. Beginning with the lowest-level work units in the organization, each unit manager makes an estimate of personnel needs for the period of time encompassed by the planning cycle. 

Diff: 2

Chapter:  4

Skill:  Application

LO:  6

81) What relationship tends to exist between demand (sales volume) and the number of employees needed? 

A) positive 

B) highly negative 

C) unrelated 

D) somewhat negative 

Answer:  A

Explanation:  A) One of the most useful predictors of employment levels is sales volume. The relationship between demand and the number of employees needed is a positive one. As sales decrease, so does the number of employees. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  7

82) According to your textbook, ________ of small business owners say they're prepared for succession planning.

A) 31%

B) 75%

C) 15%

D) 40%

Answer:  A

Explanation:  A) Succession planning is often neglected in small businesses because it is generally thought of in terms of replacing CEOs and key executives within larger businesses. But, succession planning is just as, or more, important for small businesses. A problem, however, is that only 31 percent of small business owners say their businesses are extremely or very prepared for such an event.

Diff: 3

Chapter:  4

Skill:  Concept

LO:  7

AACSB:  Use of IT

83) Which of the following is NOT an action firms take when a shortage of workers is forecasted? 

A) explore new recruiting methods

B) encourage early retirements 

C) offer compensation incentives 

D) provide training programs 

Answer:  B

Explanation:  B) When firms are faced with a shortage of workers, organizations will have to intensify their efforts to recruit the necessary people to meet the needs of the firm. Some possible actions include innovative recruiting, compensation incentives, and training. Early retirements would create a greater shortage of workers.

Diff: 2

Chapter:  4

Skill:  Application

LO:  7

84) Which of the following is NOT an alternative to laying off employees? 

A) implementing a restricted hiring policy

B) lowering employment standards 

C) mandating reduced hours 

D) downsizing the workforce

Answer:  B

Explanation:  B) Lowering employment standards is a method for dealing with a shortage of workers rather than a surplus. Restricted hiring policies, reduced hours, and layoffs are methods for handling worker surpluses.

Diff: 2

Chapter:  4

Skill:  Application

LO:  7

85) The process of ensuring that a qualified person is available to assume a key managerial position once the position is vacant is referred to as ________.

A) strategic planning

B) departure planning

C) succession planning

D) skill planning

Answer:  C

Explanation:  C) Succession planning is the process of ensuring that qualified persons are available to assume key managerial positions once the positions are vacant. This definition includes untimely deaths, resignations, terminations, or the orderly retirements of key managerial personnel. The goal is to help ensure a smooth transition and operational efficiency, but the transition is often difficult.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  7

86) Which term refers to using software and the corporate network to automate paper-based human resource processes that require a manager's approval, record-keeping or input, and processes that support the manager's job? 

A) HRIS support 

B) manager self-service 

C) HRIS self-service 

D) human resource management service 

Answer:  B

Explanation:  B) HR software is increasingly available to permit managers to perform tasks that were previously done by HR. Manager self-service (MSS) is the use of software and the corporate network to automate paper-based human resource processes that require a manager's approval, record-keeping or input, and processes that support the manager's job. MSS handles basic administrative tasks and strategic activities.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

87) AAA Services has developed and implemented an MSS system. Which of the following would LEAST likely be handled by the system? 

A) arranging transfers 

B) awarding pay increases

C) providing online courses 

D) approving travel expenses

Answer:  C

Explanation:  C) Manager self-service (MSS) is the use of software and the corporate network to automate paper-based human resource processes that require a manager's approval, record-keeping or input, and processes that support the manager's job. MSS handles tasks such as arranging employee transfers, awarding pay increases, and approving expenses. Online courses would not be handled by an MSS.

Diff: 2

Chapter:  4

Skill:  Application

LO:  8

AACSB:  Use of IT

88) The term ________ describes processes that automate transactions that used to be labor-intensive for both employees and HR professionals.

A) total self-service 

B) automated self-service 

C) company self-service 

D) employee self-service 

Answer:  D

Explanation:  D) Employee self-service (ESS) consists of processes that automate transactions that previously were labor-intensive for both employees and HR professionals. ESS applications can free up valuable HR staff time, reducing administrative time and costs.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

AACSB:  Use of IT

89) The process of determining the specific tasks to be performed, the methods used in performing these tasks, and how the job relates to other work in the organization refers to ________.

A) job design

B) job analysis

C) job enrichment

D) job enlargement

Answer:  A

Explanation:  A) Job design is the process of determining the specific tasks to be performed, the methods used in performing these tasks, and how the job relates to other work in the organization. Job enrichment and job enlargements are methods of implementing job design. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

90) Which term refers to basic changes in the content and level of responsibility of a job so as to provide greater challenges to the worker?

A) job rotation

B) job analysis

C) job enrichment

D) job enlargement

Answer:  C

Explanation:  C) Job enrichment consists of basic changes in the content and level of responsibility of a job so as to provide greater challenges to the worker. Job enrichment provides a vertical expansion of responsibilities. Job rotation and job enlargement are other methods of job design.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

91) Which of the following terms refers to the strategic attempt to optimize the use of human capital? 

A) talent management

B) social networking

C) job enlargement

D) onboarding

Answer:  A

Explanation:  A) Talent management is a strategic endeavor to optimize the use of human capital, which enables an organization to drive short- and long-term results by building culture, engagement, capability, and capacity through integrated talent acquisition, development, and deployment processes that are aligned to business goals.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

92) Who first advocated the concept of job enrichment? 

A) Frederick Herzberg 

B) Victor Vroom 

C) Abraham Maslow 

D) Robert Noe 

Answer:  A

Explanation:  A) Herzberg was a proponent of job enrichment. Job enrichment provides workers with a vertical expansion of responsibilities.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

93) Which of the following terms refers to increasing the number of tasks a worker performs, with all of the tasks at the same level of responsibility? 

A) job design

B) job rotation

C) job enrichment 

D) job enlargement 

Answer:  D

Explanation:  D) Job enlargement adds variety by having workers perform more tasks at the same level of responsibility. Job rotation, job enrichment, and job enlargement are methods of job design.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

94) Audrey is a recent college graduate who was hired by a computer manufacturing firm. Each week, Audrey will be assigned to a different department in order to broaden her understanding of the firm and help her understand a variety of jobs. In which of the following is Audrey most likely participating? 

A) job rotation

B) job evaluation

C) job enrichment

D) job enlargement

Answer:  A

Explanation:  A) Job rotation moves employees from one job to another to broaden their experience. Higher-level tasks often require this breadth of knowledge. Rotational training programs help employees understand a variety of jobs and their interrelationships, thereby improving productivity.

Diff: 2

Chapter:  4

Skill:  Application

LO:  8

95) Which term refers to the fundamental rethinking and radical redesign of business processes to become more competitive?

A) reengineering 

B) total process quality 

C) total quality management 

D) management by objectives 

Answer:  A

Explanation:  A) Reengineering is the fundamental rethinking and radical redesign of business processes to achieve dramatic improvements in critical contemporary measures of performance, such as cost, quality, service, and speed. Reengineering focuses on the overall aspects of job designs, organizational structures, and management systems. It stresses that work should be organized around outcomes as opposed to tasks or functions.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  9

96) As an HR specialist at a large auto manufacturer, you have noticed that many of the technicians employed by your firm are bored with their jobs, not meeting performance goals, and frequently absent. Which of the following would most likely resolve some of these problems among technicians?

A) implementing a job rotation program

B) conducting a new job analysis

C) initiating a hiring freeze

D) downsizing the firm

Answer:  A

Explanation:  A) Job rotation is often used by organizations to relieve boredom, stimulate better performance, reduce absenteeism, and provide additional flexibility in job assignments. Rotational training programs help employees understand a variety of jobs and their interrelationships, thereby improving productivity. 

Diff: 3

Chapter:  4

Skill:  Application

LO:  9

97) The strategic endeavor to optimize the use of human capital is called ________.

A) workforce equilibrium

B) constructivism

C) talent management

D) management recruitment

Answer:  C

Explanation:  C) Talent management is a strategic endeavor to optimize the use of human capital, which enables an organization to drive short- and long-term results by building culture, engagement, capability, and capacity through integrated talent acquisition, development, and deployment processes that are aligned to business goals.

Diff: 3

Chapter:  4

Skill:  Concept

LO:  9

98) Talent management enables an organization to drive short-term and long-term results by building all of the following EXCEPT ________.

A) culture

B) entrenchment

C) capacity

D) capability

Answer:  B

Explanation:  B) Talent management is a strategic endeavor to optimize the use of human capital, which enables an organization to drive short- and long-term results by building culture, engagement, capability, and capacity through integrated talent acquisition, development, and deployment processes that are aligned to business goals.

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  9

AACSB:  Reflective Thinking

99) All of the following EXCEPT ________ are key components of global talent management.

A) a level playing field

B) performance management

C) compensation and rewards

D) leadership and development

Answer:  A

Explanation:  A) Talent management attempts to ensure that the right person is in the right job at the right time. Six key components of talent management include recruitment, compensation and rewards, performance management, succession management, engagement and retention, and leadership development.

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  9

AACSB:  Reflective Thinking

100) Reengineering stresses that work should be organized around ________.

A) functional units as opposed to corporate titles

B) inputs as opposed to results

C) tasks or functions as opposed to outcomes

D) outcomes as opposed to tasks or functions

Answer:  D

Explanation:  D) Reengineering focuses on the overall aspects of job design, organizational structures, and management systems. Reengineering organizes work around outcomes as opposed to tasks or functions.

Diff: 3

Chapter:  4

Skill:  Critical Thinking

LO:  9

AACSB:  Reflective Thinking

4.2  True/False

1) A firm's disaster plans should focus on natural calamities, such as earthquakes and floods, but not on smaller incidents like building fires or computer crashes.

Answer:  FALSE

Explanation:  A firm's disaster plans should focus on possible catastrophes that range from natural calamities such as hurricanes, earthquakes, and floods to smaller events such as a building fire, water leak, or computer crash. Even the recent financial crash would be a factor to consider in disaster planning.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

2) Job planning is the systematic process of determining the skills, duties, and knowledge required for performing jobs in an organization. 

Answer:  FALSE

Explanation:  Job analysis is the term for determining the skills and duties needed for a job. The tasks needed to perform a job are identified through job analysis.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

3) A job consists of a group of tasks that must be performed for an organization to achieve its goals. 

Answer:  TRUE

Explanation:  A job consists of a group of tasks that must be performed for an organization to achieve its goals. A job may require the services of one person, such as that of the president, or the services of 75, as might be the case with machine operators in a large firm.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  1

4) A position may require the services of ten to twelve people depending on the size of the organization. 

Answer:  FALSE

Explanation:  A job consists of a group of tasks that must be performed for an organization to achieve its goals. A job may require the services of one person, such as that of the president, or the services of 75, as might be the case with machine operators in a large firm. A position is the collection of tasks and responsibilities performed by one person rather than multiple people.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  1

5) In a work group consisting of a supervisor, two senior clerks, and four data processing clerks, there are three jobs and four positions. 

Answer:  FALSE

Explanation:  A job consists of a group of tasks that must be performed for an organization to achieve its goals. A position is the collection of tasks and responsibilities performed by one person rather than multiple people. In this case, there are three jobs and seven positions.

Diff: 2

Chapter:  4

Skill:  Application

LO:  1

6) Job analysis is most often performed because of changes in the nature of jobs. 

Answer:  TRUE

Explanation:  Job analysis is performed on three occasions: (1) when the organization is founded and a job analysis program is initiated for the first time; (2) when new jobs are created; and (3) when jobs are changed significantly as a result of new technologies, methods, procedures, or systems. Job analysis is most often performed because of changes in the nature of jobs. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  1

7) Using questionnaires is typically a quick, economical job-analysis method. 

Answer:  TRUE

Explanation:  Questionnaires are typically quick and economical to use for job analysis. The job analyst may administer a structured questionnaire to employees, who identify the tasks they perform. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  2

8) The observation method is primarily used to gather information when mental skills play a dominant role in a job.

Answer:  FALSE

Explanation:  The observation method is primarily used to gather information on jobs emphasizing manual skills.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

9) Job specifications provide information regarding the essential tasks, duties, and responsibilities of the job. 

Answer:  FALSE

Explanation:  The minimum acceptable qualifications a person should possess in order to perform a particular job are contained in the job specification. The job description is a document that provides information regarding the essential tasks, duties, and responsibilities of the job. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

10) The structure of job analysis questionnaires eliminates the possibility of employees exaggerating their tasks and responsibilities. 

Answer:  FALSE

Explanation:  Questionnaires are typically quick and economical to use. However, some employees may tend to exaggerate the significance of their tasks, suggesting more responsibility than actually exist.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

11) The job identification section of the job description includes the job title, the department, the reporting relationship, and a job number or code. 

Answer:  TRUE

Explanation:  The job identification section includes the job title, the department, the reporting relationship, and a job number or code. A good job title will closely approximate the nature of the work content and will distinguish that job from others. 

Diff: 1

Chapter:  4

Skill:  Concept

LO:  3

12) The job summary approximates the nature of the work content and will distinguish that job from others.

Answer:  FALSE

Explanation:  The job provides a concise overview of the job.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  3

13) According to the Equal Pay Act, exempt workers must be paid time and a half when they work more than 40 hours per week. 

Answer:  FALSE

Explanation:  According to the Fair Labor Standards Act, workers are either exempt or nonexempt. Nonexempt workers must be paid time and a half for overtime, but overtime pay is not required for exempt employees.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  4

14) Job descriptions are required by OSHA to specify elements of the job that endanger health or are considered unsatisfactory or distasteful by the majority of the population. 

Answer:  TRUE

Explanation:  According to the Occupational Safety and Health Act, job descriptions are required to specify elements of the job that endanger health or are considered unsatisfactory or distasteful by the majority of the population. Showing the job description to the employee in advance is a good legal defense for the employer.

Diff: 2

Chapter:  4

Skill:  Application

LO:  4

15) Human resource planning is the process by which top management determines overall organizational purposes and objectives and how they are to be achieved. It is an ongoing process that is dynamic and ever changing. 

Answer:  FALSE

Explanation:  Strategic planning rather than HR planning is the process by which top management determines overall organizational purposes and objectives and how they are achieved. Strategic planning is ongoing as firms seek a competitive advantage. HR planning involves matching internal and external job candidates with positions.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

16) Strategic planning at all levels of the organization can be divided into four steps: (1) determination of the organizational mission, (2) assessment of the organization and its environment, (3) setting of specific objectives or direction, and (4) determination of strategies to accomplish those objectives. 

Answer:  TRUE

Explanation:  Strategic planning is the process by which top management determines overall organizational purposes and objectives and how they are achieved. Strategic planning is ongoing as firms seek a competitive advantage through these four steps.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

17) The mission of a firm involves determining the principles on which management decisions will be based.

Answer:  TRUE

Explanation:  The corporate mission is the sum total of the organization's ongoing purpose. Mission determination also requires deciding on the principles on which management decisions will be based. Will the corporation be honorable or dishonorable, ruthless or considerate, devious or forthright, in dealing with its various constituencies.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

18) Human resource planning is a minor concern for most organizations especially during difficult economic periods. 

Answer:  FALSE

Explanation:  In a recent SHRM survey, the primary focus of companies now is workforce planning. Through workforce planning, organizations attempt to predict future human resource needs. The recession of 2008/10 caused workforce planning to become even more important to organizations. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

19) An availability forecast involves determining the number, skill, and location of employees the organization will need at future dates in order to meet its goals. 

Answer:  FALSE

Explanation:  A requirements forecast involves determining the number, skill, and location of employees the organization will need at future dates in order to meet its goals. The determination of whether the firm will be able to secure employees with the necessary skills, and from what sources, is called an availability forecast.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  5

20) When employee requirements and availability have been analyzed, the firm can determine whether it will have a surplus or shortage of employees. 

Answer:  TRUE

Explanation:  When employee requirements and availability have been analyzed, the firm can determine whether it will have a surplus or shortage of employees. Ways must be found to reduce the number of employees if a surplus is projected. If a worker shortage is forecast, the firm must obtain the proper quantity and quality of workers from outside the organization. In this case, external recruitment and selection are required.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  5

21) In the zero-based forecasting method, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed.

Answer:  FALSE

Explanation:  In the bottom-up forecast, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed. The zero-base forecasting method uses the organization's current level of employment as the starting point for determining future staffing needs.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  6

22) Flexible work hours, telecommuting, child-care centers, and signing bonuses are compensation incentives used by firms during high-demand situations. 

Answer:  TRUE

Explanation:  Firms competing for workers in a high-demand situation may have to rely on compensation incentives. Premium pay is one obvious method; however, this approach may trigger a bidding war that the organization cannot sustain for an extended period. To offset the bidding war, some organizations have signing bonuses to entice individuals to join the firm. More subtle forms of rewards may be required to attract employees to a firm, such as four-day workweeks, flexible working hours, telecommuting, part-time employment, and child-care centers. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  7

23) Innovative recruiting, compensation incentives, and training programs are used by firms when a surplus of employees is forecasted. 

Answer:  FALSE

Explanation:  New types of recruiting, compensation packages, and training programs are offered by firms during times of employee shortages. When a surplus exists, firms are more likely to downsize or reduce worker hours.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  7

24) A hard freeze means that a firm is only hiring to fill critical positions.

Answer:  FALSE

Explanation:  A hard freeze means that no new workers are hired to replace a vacated position. A soft freeze means that the company is only hiring to fill critical positions.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  7

25) ABC Manufacturing is financially struggling during an economic downturn. As a result, HR and managers are evaluating every position at ABC to determine the ones that the firm cannot survive without and continuing to hire only for those positions. ABC is most likely implementing a smart freeze. 

Answer:  TRUE

Explanation:  A new term, smart freeze, entered the HR vocabulary with the recession of 2008/10. HR and managers evaluate every position to determine the ones the company could not survive without and those that are difficult to fill and continue to hire them. Some companies are even laying off some marginal workers in critical positions and seeking more qualified workers to fill these positions.

Diff: 2

Chapter:  4

Skill:  Application

LO:  7

26) Encouraging workers to use their vacation time, offering early retirement packages, and increasing the use of contingent workers are commonly used alternatives to layoffs. 

Answer:  FALSE

Explanation:  As a way to avoid layoffs, many firms encourage employees to use vacation time or take early retirement. However, firms reduce rather than increase the use of contingent workers to avoid layoffs.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  7

27) Succession planning is the process of ensuring that qualified persons are available to assume key managerial positions once the positions are vacant. 

Answer:  TRUE

Explanation:  Succession planning ensures that qualified people are in place to lead a firm when resignations or retirements result in vacant managerial positions. Succession planning helps ensure that a firm maintains operational efficiency.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  7

28) According to experts, the tenure for CEOs is lengthening. 

Answer:  FALSE

Explanation:  The premature firing of CEOs is no longer a rare event. CEOs are being terminated more quickly than in the past. Estimates are that the tenure for CEOs will continue to grow shorter, which explains why succession planning is increasingly important.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  7

29) Employee self-service (ESS) consists of processes that automate transactions that previously were labor intensive for both employees and HR professionals.

Answer:  TRUE

Explanation:  Employee self-service (ESS) consists of processes that automate transactions that previously were labor intensive for both employees and HR professionals. Employee self-service systems are more popular than ever and widely accepted by employees and employers.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

30) The current trend with succession planning is to focus exclusively on top executive positions. 

Answer:  FALSE

Explanation:  In recent years, succession planning is going much deeper into the workforce. In the past, top executive positions were the only focus of succession planning. However, most firms now expand succession planning to middle management. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  7

31) Worker self-service is the use of software and the corporate network to automate paper-based human resource-related processes that require a manager's approval, record-keeping or input, and processes that support the manager's job. 

Answer:  FALSE

Explanation:  Manager self-service involves using software to automate tasks that require manager approval like pay increases and transfers. Employee self-service automates transactions that were once labor-intensive.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

AACSB:  Use of IT

32) Implementing manager self-service is simple because such systems require little change in organizational culture and are readily accepted by all levels of management. 

Answer:  FALSE

Explanation:  The decision to develop an MSS system may be easy, but implementation has been difficult. At times, the culture of the organization has to change, and that takes time. There is the difficulty of getting people to accept a new way of doing things. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

AACSB:  Use of IT

33) Manager self-service consists of processes that automate transactions that used to be labor-intensive for both employees and HR professionals. 

Answer:  FALSE

Explanation:  Manager self-service involves using software to automate tasks that require manager approval like pay increases and transfers. Employee self-service automates transactions that were once labor-intensive.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

AACSB:  Use of IT

34) Job design is the process of determining the specific tasks to be performed, the methods used in performing these tasks, and how the job relates to other work in the organization. 

Answer:  TRUE

Explanation:  Job design involves determining what tasks need to be accomplished, how to accomplish them, and how a job relates to other aspects of a company. Job enrichment, job enlargement, and job rotation are methods of job design.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  8

35) Frederick Herzberg outlined five principles related to job enlargement. 

Answer:  FALSE

Explanation:  Herzberg advocated job enrichment rather than job enlargement. He described five principles to follow when implementing job enrichment, which involves expanding the responsibilities of a worker.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

36) With job enrichment, employees should be given more authority over their work and provided with timely feedback on their performance. 

Answer:  TRUE

Explanation:  Job enrichment is a job design method that is intended to give the worker a feeling of achievement and responsibility. Principles of job enrichment include giving workers more authority and offering timely feedback. 

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

37) Job development involves increasing the number of tasks a worker performs, all of which are at the same level of responsibility.

Answer:  FALSE

Explanation:  Job enlargement involves increasing the number of tasks a worker performs, all of which are at the same level of responsibility.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  8

38) Job rotation (cross-training) moves employees from one job to another to broaden their experience.

Answer:  TRUE

Explanation:  Job rotation (cross-training) moves employees from one job to another to broaden their experience. Rotational training programs help employees understand a variety of jobs and their relationships.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  9

39) The main purpose of talent management systems is ensuring that the best people are in the most appropriate jobs at all times. 

Answer:  TRUE

Explanation:  Talent management integrates HR topics such as compensation, recruiting, performance management, learning management, career development, and succession planning. It attempts to ensure that the right person is in the right job at the right time.

Diff: 1

Chapter:  4

Skill:  Concept

LO:  9

40) The primary purpose of reengineering is to implement incremental changes within an organization. 

Answer:  FALSE

Explanation:  Reengineering essentially involves the firm rethinking and redesigning its business system to become more competitive. Incremental change is not what is desired; instead, radical changes are wanted that will alter entire operations at one time. Essentially, the firm must rethink and redesign its business system from the ground up.

Diff: 2

Chapter:  4

Skill:  Concept

LO:  12

4.3  Essay Questions

1) Why is it important in today's business environment to have a sound job analysis system? What methods are available for collecting job analysis data? 

Answer:  In today's rapidly changing work environment, the need for a sound job analysis system is critical. New jobs are being created, and old jobs are being redesigned or eliminated. A job analysis that was conducted only a few years ago may now be obsolete. Some have even suggested that changes are occurring too fast to maintain an effective job analysis system. Job analysis has traditionally been conducted in a number of different ways because organizational needs and resources for conducting job analysis differ. Questionnaires, observation, interviews, and employee diaries are the most common methods for collecting job analysis information.

Diff: 3

Chapter:  4

Skill:  Synthesis

LO:  1, 3

2) What are the primary reasons for conducting a job analysis? What individuals in an organization typically conduct the job analysis? 

Answer:  Job analysis is performed on three occasions: (1) when the organization is founded and a job analysis program is initiated for the first time; (2) when new jobs are created; and (3) when jobs are changed significantly as a result of new technologies, methods, procedures, or systems. Job analysis is performed for the purposes of staffing, training, performance appraisals, compensation, safety, labor relations, and legal issues. The people who participate in job analysis should include, at a minimum, the employee and the employee's immediate supervisor. Large organizations may have one or more job analysts, but in small organizations line supervisors may be responsible for job analysis. Organizations that lack the technical expertise may use outside consultants to perform job analysis.

Diff: 2

Chapter:  4

Skill:  Synthesis

LO:  1, 3

3) What type of information is necessary for a job analysis? How can a job analysis provide a legal defense for a firm's employment practices? What specific laws require a thorough job analysis?

Answer:  The job analyst identifies the job's actual duties, responsibilities, and essential functions. Information is collected regarding work activities; worker-oriented activities; and the types of machines, tools, equipment, and work aids used in the job. In addition, the job analyst looks at job-related tangibles and intangibles, such as the knowledge needed, the materials processed, and the goods made or services performed

A properly prepared job analysis is particularly important for supporting the legality of employment practices. Job analysis data are needed to defend decisions involving termination, promotion, transfers, and demotions. Effective job analysis is essential to sound human resource management as an organization recruits, selects, and promotes employees. Legislation requiring thorough job analysis includes the Fair Labor Standards Act, Equal Pay Act, Civil Rights Act, Occupational Safety and Health Act, and Americans with Disabilities Act.

Diff: 3

Chapter:  4

Skill:  Synthesis

LO:  2, 3, 4

4) In a brief essay, discuss how technological tools, such as O*NET and HR databases, benefit HR managers.

Answer:  Technology has vastly changed how HR managers perform their duties. O*NET, the Occupational Information Network is a flexible, easy-to-use database system that provides a common language for defining and describing occupations. Its flexible design also captures rapidly changing job requirements. It provides the essential foundation for facilitating career counseling, education, employment, and training activities by containing information about knowledge, skills, abilities; interests; general work activities; and work context. An HR database contains employee information which permits management to make HR decisions. Information that might appear in such databases includes work history, experience, skills, certifications, and training. The employee information that is included in such databases can affect virtually any topic related to the management of human resources. HR databases allow HR managers to match internal employees to appropriate positions.

Diff: 3

Chapter:  4

Skill:  Synthesis

LO:  4, 6

AACSB:  Use of IT

5) Identify and discuss zero-base forecasting and bottom-up forecasting. 

Answer:  The zero-base forecast uses the organization's current level of employment as the starting point for determining future staffing needs. If an employee retires, is fired, or leaves the firm for any reason, the position is not automatically filled. Instead, an analysis is made to determine whether the firm can justify filling it. Equal concern is shown for creating new positions when they appear to be needed. The key to zero-base forecasting is a thorough analysis of human resource needs. Frequently, the position is not filled and the work is spread out among remaining employees, as often is the case with firms that downsize. Plans may also involve outsourcing or other approaches as an alternative to hiring.

In the bottom-up forecast, each successive level in the organization, starting with the lowest, forecasts its requirements, ultimately providing an aggregate forecast of employees needed. It is based on the reasoning that the manager in each unit is most knowledgeable about employment requirements. Beginning with the lowest-level work units in the organization, each unit manager makes an estimate of personnel needs for the period of time encompassed by the planning cycle. As the process moves upward in the company, each successively higher level of management in turn makes its own estimates of needs, incorporating the input from each of the immediately preceding levels. The result, ultimately, is an aggregate forecast of needs for the entire organization. This process is often highly interactive in that estimated requirements from the previous level are discussed, negotiated, and re-estimated with the next level of management as the forecast moves upward through the organization. The interactive aspect of managerial estimating is one of the advantages of this procedure because it forces managers to justify their anticipated staffing needs.

Diff: 3

Chapter:  4

Skill:  Synthesis

LO:  6

6) What is strategic planning? What role can HR professionals play in strategic planning?

Answer:  Strategic planning is an ongoing process that is constantly changing in order to find a competitive advantage. Strategic planning attempts to position the organization in terms of the external environment. Companies always need to look for ways to stay competitive, gain market share, and be the first to innovate a new product or service.

Today, HR professions are increasingly taking on the role of being a strategic partner with upper management. In this role, HR professionals are able to focus on matters that are truly important to the company as a whole. They can help the CEO and CFO understand the role human capital plays in the organization and the way it combines with business processes to expand or shrink shareholder value. HR professionals are integrating the goals of HR with the goals of the organization and focusing on expanding its strategic and high-level corporate participation with an emphasis on adding value.

Diff: 3

Chapter:  4

Skill:  Synthesis

LO:  5

7) What is succession planning? How has succession planning changed in recent years? 

Answer:  Succession planning is the process of ensuring that qualified persons are available to assume key managerial positions once the positions are vacant because of untimely deaths, resignations, terminations, or retirements. The goal is to help ensure a smooth transition and operational efficiency. In recent years, succession planning is going much deeper into the workforce. In the past, succession planning focused on the top level of the company but not the levels where all the work was performed. Firms are moving away from traditional succession planning and expanding succession planning programs into middle management. 

Diff: 3

Chapter:  4

Skill:  Application

LO:  7

8) What is manager self-service (MSS)? Why is implementing an MSS system often difficult?

Answer:  Manager self-service is the use of software and the corporate network to automate paper-based human resource processes that require a manager's approval, record-keeping or input, and processes that support the manager's job. The decision to develop an MSS system may be easy, but implementation has been difficult. At times, the culture of the organization has to change, and that takes time. There is the difficulty of getting people to accept a new way of doing things. Managers have gotten used to telling the HR department to handle the transactions that MSS now requires managers to perform. Some view an MSS as extra work placed on managers. 

Diff: 3

Chapter:  4

Skill:  Application

LO:  8

9) In a brief essay, explain the difference between job enrichment and job enlargement.

Answer:  There is a clear distinction between job enrichment and job enlargement. Job enlargement is defined as increasing the number of tasks a worker performs, with all of the tasks at the same level of responsibility. Job enlargement involves providing greater variety to the worker. For example, instead of knowing how to operate only one machine, a person is taught to operate two or even three, but no higher level of responsibility is required. Job enrichment consists of basic changes in the content and level of responsibility of a job so as to provide greater challenges to the worker. Job enrichment provides a vertical expansion of responsibilities. The worker has the opportunity to derive a feeling of achievement, recognition, responsibility, and personal growth in performing the job. 

Diff: 3

Chapter:  4

Skill:  Application

LO:  8

10) What is talent management?

Answer:  Talent management is a strategic endeavor to optimize the use of human capital, which enables an organization to drive short- and long-term results by building culture, engagement, capability, and capacity through integrated talent acquisition, development, and deployment processes that are aligned to business goals. Six key components of talent management include recruitment, compensation and rewards, performance management, succession management, engagement and retention, and leadership development. Talent management attempts to ensure that the right person is in the right job at the right time.

Diff: 3

Chapter:  4

Skill:  Synthesis

LO:  9
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