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The process of getting and keeping a job will help develop

1. youth work studies.
1. a reading list.
1. both personal and career skills.
1. hobbies.

Making decisions about the type of setting, type of work, location, pay, and schedule is the beginning of starting a

a. portfolio.
b. deadline.
c. job search.
d. job application.

A written summary of a person’s job goals, experience, education, skills, and achievements is a

e. portfolio.
f. résumé.
g. reference.
h. job application.

A résumé is typically presented in categories, such as

i. business name, job title, address, contact information, and deadline.
j. networking, employment agencies, job boards, and job fairs.
k. objective, education, work and volunteer experience, extracurricular activities, skills, and achievements.
l. photos, samples, and drawings.

When applying for a job, a paper or digital document where general information and employment history is included is a

1. portfolio.
1. résumé.
1. reference.
1. job application.
A short letter in which a job applicant introduces themself to the employer and expresses their interest in the job is a

m. portfolio.
n. résumé.
o. cover letter.
p. job application.

A collection of samples that showcases an applicant’s interests, talents, contributions, studies, and finest efforts is a(n)

1. objective.
1. cover letter.
1. résumé.
1. portfolio.

If applicants are unsure of which documents to bring to an interview, they should

1. skip the interview.
1. contact the interviewer.
n. not bring any documents.
o. bring multiple copies of all possible documents.

A job applicant can demonstrate professionalism at an interview by

a. answering interview questions as quickly as possible.
b. keeping their cell phone on, looking at it occasionally for messages.
c. greeting the interviewer with a firm handshake (when in person) and smile.
d. avoiding eye contact.

What is an interview tip for an applicant to make a good first impression?

a. Wear their most expensive clothes
b. Wear enough jewelry and perfume to stand out from other applicants
c. Wear dirty work clothes to show there is no fear in working hard
d. Wear clothes that are clean and appropriate for the job

What is the basis of good business etiquette?

a. Wearing expensive clothes
b. Being considerate and thoughtful
c. Maintaining a serious expression without a smile
d. Avoiding eye contact



“Are you certified in cardiopulmonary resuscitation?” is an example of which type of interview question?

a. Illegal
b. Closed
c. Indirect
d. Open-ended

“What makes you the right person for this job?” is an example of which type of interview question?

a. Illegal
b. Closed
c. Indirect
d. Open-ended

“Are you married?” is an example of which type of interview question?

a. Illegal
b. Closed
c. Indirect
d. Open-ended

Which type of question can be answered with a simple yes or no?

a. Closed
b. Indirect
c. Categorical
d. Open-ended

Which type of interview question encourages applicants to talk about themselves?

a. Indirect
b. Open-ended
c. Categorical
d. Qualitative

When an interview has ended and the applicant wants the job, they should

a. ask what the job pays.
b. pat the interviewer on the back.
c. ask about vacation and bonuses.
d. tell the interviewer that they want the job. 



When answering the question, “Why don’t you tell me a little about yourself?” the applicant should

a. be prepared to talk about family and friends.
b. provide a detailed autobiography of their life.
c. briefly describe their accomplishments, experience, and qualifications.
d. talk about their favorite movies, books, and hobbies. 

Before hiring a candidate, it is legal and common for employers to check out an applicant’s

a. family history.
b. medical history.
c. social media presence.
d. age.

Which is a question an applicant might ask an interviewer to show that they are prepared and genuinely interested in the job?

a. What will this position pay?
b. What kind of vacation does this company offer?
c. What happens in a typical workday?
d. Will there be any bonuses available with this position?

During an interview, what is the appropriate response to an interviewer’s question “Why do you want to work for this company?”

a. Inform the interviewer of negative things about a current employer.
b. Share a few things that are interesting about the company and express interest in working there.
c. Explain that a top goal for employment is to make a high salary and start negotiating salary.
d. Emphasize high grades and achievements.

After an interview, the applicant should write a thank-you note to the interviewer

a. as soon as possible.
b. one week later.
c. two weeks later.
d. only if a job offer is made. 

The thank-you note should

a. be informal and include emojis.
b. be short and confirm interest in the job.
c. show excitement with all-caps.
d. be one or two full pages in length.



Which form must all new hires fill out before they can start working?

a. W-2
b. I-9
c. IQ
d. FAFSA

All new hires must complete an I-9 form that verifies that the new hire

a. does not have a disability.
b. is old enough to work.
c. qualifies for the position.
d. is legally eligible to work in the United States.

What are used to evaluate someone’s ability in a given area?

a. Job applications
b. Assessment tests
c. Cover letters
d. Résumés

Typically, assessment tests are

a. time-consuming with many complex essay questions.
b. non-standard with different questions for each applicant.
c. simple, multiple-choice tests.
d. full of questions that have right and wrong answers.

During onboarding,

a. an employee gets promoted to a higher position.
b. a manager will tell an employee if they are meeting expectations.
c. a resignation should be done professionally.
d. a new employee will be integrated into their team.

A grant or financial aid awarded to a student to help them attend an educational institution is a(n)

a. donation.
b. loan.
c. endowment.
d. scholarship.



To qualify for financial aid at a school that receives federal funds, the student and their parent(s) need to complete which form?

a. I-9
b. W-2
c. FAFSA
d. 1099
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1. What are three examples of hard or soft skills that would be included in the skills section of a résumé?
[bookmark: _Hlk178840869]________________________________________________________________________________________________________________________________________

How does a candidate tailor a job application when applying for a job? Provide an example.
________________________________________________________________________________________________________________________________________

What are three things to research about a company when carefully preparing for a job interview?
________________________________________________________________________________________________________________________________________

What is a good way to prepare for the common interview question, “Tell me a little bit about yourself?”
________________________________________________________________________________________________________________________________________

What are some of the culinary majors that can be studied in the many culinary arts schools and programs?
________________________________________________________________________________________________________________________________________
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