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Dedicated to:


You lucky ones, who have discovered what you’re best at!


The memorable past: the late Barry Gale, son Adam Ross Gale, grandson Vinnie Marco Simone.


The precious present: my significant other, Henry Norr Kalow, for making my life complete.


Family members and friends—each of you have a very special place in my heart.





Preface


Since 1982, when the first edition of Discover What You’re Best At was published, hundreds of thousands of people have benefited from the National Career Aptitude System, and many of these readers have written to us to report on their success. Whenever possible, we tried to incorporate their suggestions as we continued to test and retest the efficiency of the system. The 30th anniversary edition of Discover What You’re Best At was thus built on the success of the first edition, but its basic intention remains unchanged. The book goes beyond all other career books that merely identify your interests: instead our system actually helps you to discover your abilities. It is unique because it contains a self-administered and self-scored career-aptitude evaluation system designed to help you identify your career strengths, set realistic career goals, and familiarize yourself with over a thousand different careers. Discover What You’re Best At contains an objective, time-and-money-saving system that will make you more effective in selecting the right career or job.


For thirty years, Barry Gale traveled about 75,000 miles each year to lecture, explain the National Career Aptitude System (NCAS), and administer the test for the thousands of clients who have used our career-selection program. We subscribed to the philosophy that you must know what you are capable of doing before you know where you are going with your career, lest you end up going nowhere at all. We believe that knowledge of your aptitudes is the single most important factor in selecting your career.


And most people are not aware of their aptitudes, their worth or true potentials. Some place unfair limits on their capabilities as they continuously replay a mental tape that says, “I’m probably not good enough.” Others, just as unrealistic, think they can accomplish everything just because they say they want to. This book will address both of these problems.


The NCAS is based on principles similar to those endorsed by state and national vocational-guidance associations, as well as other aptitude and screening tests used by schools, business, industry, and professional licensing examiners. It goes farther than those systems, however, by being a much more complete career guide: as well as the tests, we have incorporated scoring techniques that actually point you to a specific group or cluster of careers, along with a detailed description of each career within those clusters.


In preparing the 30th anniversary revision, I was most aware that new technologies have emerged and spawned new job titles. As many as possible have been added, and you now have access to an expanded Career Directory that contains more than 1,200 career descriptions.


As times change, requirements for entrance to certain jobs also change. For example, in the past a bachelor’s degree in library science was sufficient for most library positions. Today nearly all librarians need a graduate degree. Such changes in educational requirements are reflected in this revised and updated edition.


The adage “If it ain’t broke, don’t fix it” certainly applies to the six aptitude tests and the scoring system. Based on information from more than a million satisfied readers and clients, this timeless classic needed only minor adjustments and slight fine-tuning.


Whether you are contemplating entering the job market for the first time or considering a career or job change, Discover What You’re Best At should help you focus on a career that is right for you—one that will be every bit as fulfilling and rewarding as you deserve.


I wish you much success.


—Linda Gale





PART I


THE
NATIONAL
CAREER
APTITUDE
SYSTEM







WHY THE NCAS IS FOR YOU





We know you’re reading this book because you’re concerned about your future: you want to find the right job, and you know that it must happen by careful choice, not by haphazard chance.


Perhaps you’ve recently completed your formal education and now are seeking your first or second job. All too often we find that young adults make these initial selections on a wing and a prayer and with little understanding of their potential. Well, this book will remedy that.


Perhaps you’re reentering the work force after several years as a homemaker. You need to translate your worthy experiences into salable skills needed in today’s marketplace. Knowledge of your strengths and capabilities will direct you toward a career that is right for you.


Perhaps you’re contemplating a job change because your current position inhibits your personal growth, limits your ability to do your best, or does not provide sufficient recognition or rewards.


Perhaps you’re one of the five out of six who finds yourself in your job by accident. That’s right, not by thorough career planning but by accident. You somehow stumbled into it. And now you know you’re in the wrong job.


Whatever your present situation, you know that the decision you’re about to make is too important to leave to luck, a whim, or what your best friend thinks you should do. You’ll find a professional system in this book that really works; one that will give you a new, decisive, and exciting way to clearly view yourself, to determine your career strengths and to set appropriate goals. You’ll have a much better sense of which job options are available to you and which careers are apt to be the most satisfying and rewarding. After using our system you will be well on the way to making one of the best decisions of your life—choosing the career that is most likely to guarantee your success. We want to help you select a career rather than settle for one.



YOUR VALUE SYSTEM DETERMINES YOUR JOB SATISFACTION





To help you identify what is currently important to you, here’s a list of commonly held job-related values. As you look them over, you’ll discover that you instinctively feel some are more important than others for your overall job satisfaction.


Accumulating large amounts of money


Being in an environment that involves frequent change


Being involved in work that contributes to the advancement of moral standards I feel are important


Belonging to an organization or group


Creatively coming up with new ideas


Having day-to-day contact with the public


Having the independence to decide for myself what needs to be done


Helping other people directly


Performing a job that requires physical strength and stamina


Performing similar tasks each day


Receiving considerable recognition for my work


Setting my own time schedule


Taking extended vacations


Taking risks as part of my work


Traveling much of my working time


Working as a member of a team


Working primarily by myself


Working primarily for myself


Working where I can pursue the leisure activities I enjoy most


Working where my abilities are pitted against those of others


Working where there is an adequate salary and considerable security


Working with definite deadlines


Whatever career satisfaction means to you, the National Career Aptitude System (NCAS) is designed to help you find success by putting you on the right job track. Think of this book as a unique career system, one that will help you Discover What You’re Best At.



DO NEW TECHNOLOGIES CREATE NEW JOBS?



Neuropharmacologist, Biomedical-Engineering Technician, Computer Forensic Investigator, Photogrammetrist, Electro-Optics Physicist.


These job titles describe occupations that have emerged or may emerge as a result of changing technologies. Will many of us engage in new occupations in the near future, or is the change more subtle than that?


The introduction of a new technology is often accompanied by predictions of major changes in the workplace. In the past few decades, microcomputers were said to herald a new occupation: word processor. Yet as it turned out, word-processing software became a new tool for secretaries and other professionals. Lasers were expected to create a multitude of laser-technician jobs, but for the most part they simply became tools for welders, surgeons, and others.


Certainly some new occupations have arisen, but more often than not new technologies result in new tools for existing jobs. Virtually every occupation is changing, and what is critical is the adaptation to new skill requirements among all workers. Looking back over the past thirty years since Discover What You’re Best At was first published, most workers have seen changes in their jobs that resulted from technology. For example, the job of researcher has changed from processing scant data in a cumbersome way—punch cards and mainframes—to processing reams of data with nearly immediate turnaround on a computer. The task is no longer finding a little information on a subject; it is sifting through too much information to pull out what is pertinent.


Other people have seen the impact of new technology on managing retail inventory, diagnosing malfunctions in an auto engine, and improving methods of quality control, to name just a few examples. Although we can see technology’s impact upon our work, our job title often remains the same.


The primary lesson is that the work of the future will involve the continued acquisition of new skills. The question is what types of skills will these be?


Let’s briefly look at the nature of skills needed in the emerging economy. Academic or technical skills immediately come to mind. While it is true that economists, engineers, physicians, and astronomers need much specialized training, basic literacy and numerical facility are now needed almost everywhere. Yet academic skills are only some of the skills needed. Personal-management skills are also vital today. Tardiness, absenteeism, or lack of basic grooming are handicaps in any job. Freedom from substance abuse, as well as personal integrity and honesty, are rated as critical qualifications by nearly all employers. In many companies and organizations, retrenching has eliminated many layers of supervision and raised the value of personal initiative, responsibility, and creativity. The self-starter within an organization is desired more than ever before. But we do not work alone.


Teamwork skills, such as high levels of communication, coordination, and cooperation, are vital. Think about it, and you’ll most likely agree: Recent high school and college graduates are least prepared in this area. The academic world is geared to reward individual performance, so it’s no wonder many students find it hard to make the transition to a workplace that emphasizes teamwork. The latter is basic street smarts unfortunately not taught in high schools or on college campuses. Still, young people have to learn how to work in groups and to develop skills that involve sharing responsibilities and respecting the knowledge of others, as well as utilizing that knowledge to grow. Whether at home or at school, only the lucky few who have experienced what it takes to be a team player have the savvy to get the jobs for which they feel qualified. At work today you are graded in large part on your team’s success. And you may know each other only by cell phone or email address.



THE SHIFTING WORKPLACE



It appears that one of the biggest changes taking place in the workplace is the manner in which people perceive their careers. For instance, many seem to be more interested in working on a precise project rather than in a distinct company. Achieving more skills, these same people are moving on to the next project rather than clawing their way up the corporate ladder. More and more corporations are looking at new ways to begin rewarding employees for how well they do their jobs and for their skills and their abilities to perform as members of a broader team.


In my research, I have also discovered that with the Internet as the top site of explosive employment growth, people are learning fast that they network more productively online and that online discussions result in better business decisions. Planning meetings are ideally suited to the Web, where you can work together interactively in real time, exchanging product information and brainstorming strategies. This can even be done anonymously—which often results in better, more honest feedback. At the same time the concept of micromarketing is evolving, and large companies as well as media and marketing players are putting a lot of money into it. With the advent of social media, the Internet gives the private entrepreneur a huge competitive opportunity to compete with major corporations and win.


As for those of you not college-bound in today’s world, it isn’t the end of the world, according to the Bureau of Labor Statistics. However, it’s true that, on average, workers with college degrees earn more than those without such degrees. But it’s possible to do fine without one. Registered nurses, sales representatives for manufacturers and wholesalers, detectives, factory supervisors, technicians, and carpenters are just a few of the many careers open for you to investigate. Careers whose rewards can include interesting work, much responsibility, and chances for advancement.


To be sure, an increasing number of jobs for high school graduates like yourselves demand good math and reading skills and the aptitude to learn on the job. So perhaps you weren’t brilliant in school, but you possess nonacademic skills instead, skills that can help you win in the job marketplace. For example, ask yourself: Do you have sales or athletic ability, an instinctive grasp of mechanics, fluency in a second language, or a talent for dealing with people? Last, there are two fields that may be worth investigating: secretarial work and factory machine operation. Both areas appear to have plenty of openings, especially executive assistant positions that take on substantial management responsibility. And though demand may be declining in old-line industries, many manufacturers making high-tech products such as computer components are weeping for machine operators.


Without a doubt, the role of women has changed even more. There is general agreement that women are very good at networking and reaching out to others—a fine fit in a large-scale information world, where organizations tend to be horizontal. And for those of you who want to spend more time with your children, technology today permits that. However, don’t be too shocked to learn you could be expected to work harder at home than at the office. The word is—employers may be more likely to expect more for that special privilege.



APTITUDES VS. INTERESTS



The NCAS is a complete program for evaluating your job potential and for using that evaluation to point yourself toward the career in which you will be most likely to succeed. Now, of course there are plenty of books and tests geared toward career planning. Some probe your personality; others evaluate your general intelligence; still others examine your attitudes and values; some survey your interests. A confusing array, to be sure.


When we first mention career tests at our seminars, we usually hear, “A career test? Oh, I took one of those and it told me to be a forest ranger because I like to work outdoors,” or “That sounds like the one I took years ago. It told me to be a psychiatrist because I liked to work with people.”


It’s possible that you have had a similar experience. Well, what you most likely had was a career-interest inventory and not a career-aptitude test. They are commonly confused.


The NCAS measures your aptitudes—what you are capable of doing now and what you will be able to do in the future if given the opportunity to learn. It is very different from an interest inventory, which samples what you think you might like to do. An interest inventory tends to deal only with the present, too—what you think you might enjoy now—and it can’t possibly predict whether your interests will stay the same or change as your life experience broadens. So don’t choose your career just on the basis of your present interests; they will most likely change.


Another weakness of interest inventories is that they’re very subjective, based upon your own image of yourself. This self-perception is often inaccurate and will tend to limit your knowledge of yourself to only those characteristics you want to discover and perceive. But most important, we think, is the fact that interest inventories don’t assess your actual ability to learn or perform certain tasks. Unfortunately your interest in a subject doesn’t necessarily indicate that you could have a successful career in it. The mere fact that you are interested in something doesn’t mean that you will be good at it, much less successful.


Now, our aptitude-testing system not only evaluates how much knowledge you have and the present status of your abilities, it also predicts the career areas in which you are most likely to develop and succeed in the future. And while no aptitude test can tell you what you must be, we believe that if you know what your strengths are, you can find advantageous ways to use them; and when you understand your weaknesses you can avoid being trapped by them. Decisions based on this awareness will help you go beyond your present horizon; choices derived from self-understanding will help you realize more nearly your full potential.


Ross, a high school senior who was taking this test when we met him, is a good case in point. During a break in the testing session he approached us to talk about his desire to be a mechanical engineer. As we chatted, it was obvious that he had a pretty good idea of what mechanical engineers do, and he sounded really confident about his ability to handle the courses leading to an engineering degree. We were impressed. But were we in for a surprise! Of the forty-three mechanically oriented questions, Ross answered only four correctly. He ranked near the bottom of the national norm. Another poor showing in the numerical section resulted in a similar low ranking. Obviously these were not the results you’d expect of a future mechanical engineer. Later, a conversation with his father, a mechanical engineer, revealed that he had expected his son to be a “chip off the old block” and for years had let his wishes be known. Ross, wanting to please his father, verbalized his father’s wishful thinking as if it were his own. After seeing the results of the test and engaging in some further counseling, Ross decided to switch to business, for which his aptitudes were much stronger. We saw him recently, and he is doing well in his studies.


But you can see how Ross might not have fared so well if he had simply followed his expressed interests in selecting a college major.


Of course in planning your career you should consider your personality traits, attitudes, interests, and so on. But the most crucial area is still that of your aptitudes. You’ll have to discover what you’re best at before you can proceed, and that is what this book is going to help you to do.



HOW WILL YOU BENEFIT?



• Save time: You can save precious years, in fact, if you use this system to determine your aptitudes before you choose your college program or seek employment by trial and error.


• Save money: You may save thousands of dollars by using the NCAS to guide you in selecting the right college or technical-school program. And for the price of this book you will have information otherwise not available to you without an expensive evaluation at a career-testing center and hours of counseling.


• Understand your strengths: The NCAS will help you identify and measure your career potential objectively and will show you the areas in which your abilities can best be developed. It will help you discover your capacity for learning new skills and help you realize what you are capable of achieving.


• And your weaknesses: You will understand your weaknesses so that you will not fall victim to them.


• Gain encouragement: The NCAS can supply you with information that may encourage you to change your job and pursue a career in a different direction from the one you now follow, or it may suggest that you continue with your current pursuits. A high school secretary who took our test says, “My test just affirmed what I felt my directions were going to be. I have thought for a long time I would do well as a guidance counselor. By having something valid saying I am good in what I feel I want, I now have the courage to go ahead in what I want to do. I’m so glad I took this test. I feel very good about the results.” She went on to take night courses at a local college to complete her degree as a counselor.


• Be able to set appropriate goals: Preparing for your future means setting appropriate career goals. While it may be true that you want to “do your own thing,” you should first find out what your own thing is. An employment agency counselor from White Plains, New York, Dianne Kleinmann asked that her son Paul be tested in his last year of high school. Paul, a bright young man, didn’t have any career direction at that time. His testing results indicated considerable strength in business. Several months later we received this note from Ms. Kleinmann: “Your test, and its results and suggestions, probably did more to give Paul a career direction than any other influence! Can’t wait for my next child to be tested.” By the way, we recently learned that Paul was an honor student at Northeastern University School of Business Administration and now is an executive salesperson at IBM.


• Be guided in selecting a career: Once you know your aptitudes, the Career Clusters will provide you with a realistic base from which you can make an intelligent choice of careers or course of study. A clinical counselor, Carla Adams, from Michigan, writes, “I am much impressed with your test and the system you have developed. Your aptitude approach in assessing career goals and potential is certainly effective. I see many who have grandiose notions of what their career should be, but have no special driving force other than that they heard a certain career was currently providing well-paying employment. Your testing system could alleviate a lot of future disappointment, open new areas of thought, and help me to do my job better.”


• Be opened to new areas: The Career Clusters and the Career Directory will suggest many opportunities you may not have known existed or realized are within your reach.



HOW DOES IT WORK?



The NCAS is based on a professionally devised battery of self-administered and self-scored career-aptitude tests that has been in use for many years. The tests measure your strengths and indicate your weaknesses in the areas of understanding business situations, clerical speed and accuracy, logical reasoning, mechanical reasoning, numerical concepts, and understanding personal and social situations. After taking the tests, you will score yourself, then use our charts on pages 82–85 to condense what you have learned about yourself into your own Career Cluster (more about Career Clusters on page 81). Once you know your Cluster, you will be able to go through the lists of careers for which your aptitudes are most suited and choose from among those that are most appropriate for your ambition and level, or prospective level, of education.


Now, before we go on, a few words about tests. We know how much anxiety even the word test can produce. You may have had negative experiences with tests up to this point and possibly scored low as a result. We hope you’ll regard this test as simply an effective device to learn about yourself by gathering, evaluating, and measuring a relatively large amount of information in a rather short period of time. These measurements, when compared with the results of the thousands of others who have taken the test, will give you a benchmark for comparison and help determine your relative strengths and weaknesses. The NCAS is structured to measure your career potentials. It will provide you with a maximum of information about your abilities with an absolute minimum of stress. Sure, it is a test; but you’re doing this for yourself, and you can choose the time and place to take the test—whatever is comfortable for you.



A FEW WORDS OF CAUTION



The NCAS is a pretty comprehensive program, but naturally it’s not going to do everything for you. It won’t tell you how to prepare your resume or what to wear to an interview, nor does it discuss the myths surrounding the job-hunting process. There are plenty of good books available on those subjects. The NCAS is also not designed to put you in touch with your feelings, nor to help you delve into your past experiences.


Obviously no test—not an I.Q., aptitude, interest, achievement, or special-abilities test—should be rigidly interpreted and taken as the unqualified solution. Tests are tools and not end-alls. The NCAS is not an infallible predictor, nor can it promise a solution to all career problems. Its prime function is to provide an invaluable tool for discovering what you’re best at and in what areas you will likely continue to do well. The NCAS does that very effectively.


But no matter how high your test scores, success in your career will also depend upon your drive, personality, ability to make contacts, motivation, and education. The NCAS is a fundamental program for heading you in the right direction, but you’ll have to take it from there. For example, Barbara, a recent widow who took the test, did well on several segments but scored at a truly superior level in the numerical section. Did that mean she could run out and immediately become a statistician or astronomer? Not likely. In her case she needed to overcome some personal hardships having to do with the death of her husband and to further her education before she would be able to find the job best suited to her abilities. But she knew, after taking the tests, what her focus should be.


By the same token, aptitude tests do not tell you that if your scores are low in certain areas, it will be impossible to achieve success if you decide on an occupation requiring those skills. But the costs to you in terms of time and stress will likely be much greater, and you may not achieve the success you could have had if you had focused on your strengths.


The battery of aptitude tests in this book, when used in conjunction with the Career Clusters and the extensive Career Directory, will provide you with the most important information you’ll need to plan for the right career.



TIPS FOR BECOMING A SKILLFUL TEST TAKER



Relax. Remember, this is something you are doing for yourself. This is a positive step in selecting a career, and it is designed to help you, not to cause you an undue amount of anxiety. Don’t jam the test into your busy schedule, taking it on your lunch break or while you wait in the doctor’s office. Set aside two and a half hours, preferably on a nonbusiness day and at the time of day you usually feel most alert.


As you prepare to take the test, follow these suggestions to avoid irritating distractions and delays:


• Have on hand a few sharpened pencils, erasers, and plenty of scratch paper for figuring problems.


• Make sure you have a wristwatch or stopwatch handy to time yourself during the six sections of the test.


• Ask members of your household to refrain from unnecessary noise while you take the test.


• Turn your cell phone on silent.


• Sit facing a blank wall, not a window; it’s usually less distracting.



ABOUT THE TEST ITSELF



• Time limits: We have often been asked, “Why are the tests timed? Isn’t it what I can do, rather than how long it takes me?” Of course it is important to identify your strengths and weaknesses. But it is equally important for you to be conscious of how your results compare with those of others. For this reason we have set a time limit on each test to provide a standard for comparison. If you take an hour instead of ten minutes to solve certain problems, you may have more correct answers but you won’t derive a realistic assessment of your abilities. And in almost all work situations you won’t have an hour to solve a ten-minute problem. So be aware of the time as you work, but don’t go too fast. Speeding through the questions can cause you to make too many careless mistakes.


You probably won’t finish all the questions on each of the six tests within the time limit. Don’t worry about it. Some test takers will finish some sections, and a few will finish all of them, but don’t panic if you don’t get through all the questions before the time has expired. You are taking the test to determine what your strengths are, and you certainly aren’t expected to excel in every area!


• Take the whole test: The NCAS test comes in six parts, and you should do all six sections. You should work on each test for the full time allotted before moving on to the next. Even if one of the six sections seems difficult, stay with it for the full time allowed and just do your best. Even though you may think you don’t need certain aptitudes for the careers you have in mind, it’s essential that you learn your weaknesses as well as your strengths so that you will end up with the correct Career Cluster. So do take the whole test. You just might be pleasantly surprised with the results!


• To guess or not to guess: The tests are all multiple-choice—often called “multiple-guess” by people who take tests frequently. Therefore, to guess or not to guess can be a pretty important decision. Here is the best procedure. If you read a question and haven’t the faintest idea what the correct answer might be, please do not close your eyes and choose blindly. Just skip that question and come back to it if you have time. On the other hand, sometimes you will understand the question but be uncertain about the answer. Survey the four possible answers and see if you can eliminate two of them. If you can, then select one of the two remaining answers even if you just close your eyes and choose. This process of selective guessing will give a more accurate picture of your aptitudes. When you get to the scoring section of the book, you will find a Score Correction Table, in which your scores will be adjusted to allow for guessing. The Score Correction Factor does not penalize you if you have guessed prudently, as we have suggested. But if you have guessed wildly, you will lose several extra points, so we urge you to leave blank any questions for which you have absolutely no idea what the correct answer is.


Often you will find that incorrect answers will have some elements of truth in them but are not correct in all respects. Here’s an example:


Which of the following is farthest west?


a) Boston, MA


b) Atlanta, GA


c) Topeka, KS


d) Denver, AZ


The correct answer is c. Although Denver, Colorado is farther west, d is not correct because Denver is not in Arizona.


The correct answer must be totally correct; it may not have any incorrect segments.


Also, in multiple-choice questions you are to choose the best response from the four that are given. At times you might feel that if you could make up a fifth answer, it would be a better choice than any of those presented. This may be true. However, your task is to select the answer that is best from those given.


• Don’t make it more difficult: You will avoid unnecessary errors if you read the questions carefully so that you understand all the information given. Then you can determine precisely what is asked for. If you are reasonably sure you have found the correct answer fairly quickly, don’t dig deeper and deeper into a problem looking for meanings that were probably never intended. This may lead to answers never intended. Of course, you should examine each question thoroughly, but don’t make it harder than it is.


• Now, relax: If you are one of those people who gets the test jitters, then breathe deeply before you begin. Keep calm. Some people find it relieves tension to stretch as much as they can, tense the muscles in their arms and legs, then suddenly relax them. A little nervousness is natural, and it may even be helpful—in keeping you alert and on the ball.


• Use the special answer sheets: These are provided on pages 180–181. You can remove them from the book by cutting along the dotted lines.


Here’s a brief checklist on test taking for your review before starting the test:


• Choose a time and place that are best for you.


• Avoid distractions.


• Watch time limits, but don’t panic over them.


• Take the whole test.


• Guess, if you can eliminate two choices.


• Don’t overanalyze any question.


• The correct answer must be totally correct; it may not have incorrect segments.


• Relax—you’re doing this for you.


• Use the answer sheets provided.


We urge you to use the NCAS as we have suggested. Of course you are free to take the tests however you wish, but if you do not adhere closely to the testing and scoring instructions, then your results may not reflect your true potentials.


Good luck!





PART II



THE
TESTS






BUSINESS TEST


[image: image]


Discover if you have the aptitudes for business—to coordinate,
delegate, manage, negotiate, organize, persuade, sell, and
supervise. Can you make good business decisions?


Directions: Read the directions carefully, then work quickly and accurately on the test. Answer as many of the 58 questions as you can within the time limit. Use the answer sheet provided on page 180.


Time Limit: 30 minutes


1. When it is necessary for you to reprimand one of your employees, you should do so . . .


a) only in writing on official company stationery.


b) in private.


c) during a coffee break.


d) with an apology first, then the reprimand.


2. You are an honest person and have been selected as a mayoral candidate in a city that has a long-standing reputation for corruption. Which of the following should you do?


a) Promise the voters that if you are elected you will conduct a complete, sweeping reform. Everyone in the present administration who is even suspected of being corrupt will lose his or her job.


b) Determine through polls, surveys, and other proven techniques those corrupt areas which affect and concern most people and promise to try to reform them.


c) During the campaign, try to avoid the issue of corruption so that those now profiting from it will vote for you and help finance your campaign.


d) Avoid this political issue completely because corruption is too “hot” an issue and will most likely continue no matter what you do.


3. Which of the following attributes is most desirable for a secretary?


a) fairness


b) self-respect


c) sense of humor


d) accuracy


4. You are informed that your superior will soon make an on-the-spot check of the project on which you and your subordinates are now working. Would it be appropriate for you to . . .


a) influence your people to work faster than usual?


b) go to your superior and ask why you are being picked on?


c) forget about it?


d) briefly mention it to your people?


5. The competencies required to fulfill the tasks of a job vary with the level of the job. The standards necessary for a manager should be greater than those expected of subordinates with regard to . . .


a) skill in one aspect of the work.


b) speed.


c) ability to instruct others.


d) punctuality.


6. A new suburban neighborhood consists of twenty-six one-family houses. The price of each house is within the range of $85,000 to $95,000. On the last lot a more elaborate house is built and sells at a fair market price of $155,000. The effect of this last home will be to . . .


a) raise the market value of the other twenty-five houses.


b) stabilize the market value of the less expensive houses.


c) influence the owners in the majority of houses to add more rooms onto their homes.


d) lower the market value of the other twenty-five houses.


7. You are a typewriter manufacturer’s sales representative, and your sales manager gives you the name of a retail dealer who has been approached many times before but has not bought any of your company’s machines. Your sales manager informs you that if you can obtain the minimum initial order, you will receive double commission and extra paid vacation days. In the past, the dealer has admitted that your line of typewriters is superior to others on the market but that they also cost considerably more. During your sales presentation, which of the following should you emphasize most?


a) all the faults of your competitors’ machines


b) the reasons that your machines are worth the extra cost


c) that you and your family really need the double commission


d) that other dealers who sell your line of typewriters will soon put this dealer out of business if he doesn’t carry your line


8. Which of the following contains only items that are usually considered fixed monthly charges?


a) interest, taxes, insurance, rent


b) interest, taxes, power cost, labor for repairs


c) insurance, painting, amortization, power cost


d) insurance, taxes, replacement parts, travel cost


9. Which of the following industries is least affected by the ups and downs of the business cycle?


a) food-processing industry


b) construction industry


c) automobile-manufacturing industry


d) travel industry


10. The exchange of viewpoints at a conference is most valuable for solving problems that. . .


a) are impossible to solve.


b) necessitate a swift and decisive solution.


c) are unusual and complicated.


d) are simple and familiar to the participants.


11. Companies that wish to motivate their employees should consider rewards rather than penalties chiefly because . . .


a) no one likes to deal out penalties.


b) rewards frequently result in earnest cooperation.


c) penalties usually don’t have much effect on long-term behavior.


d) penalties are never serious enough to amount to much.


12. If a co-worker in the factory is having frequent accidents, it is in all probability because that person is not . . .


a) lucky enough to escape misfortune.


b) confident enough on the job.


c) paying enough attention to safe work habits.


d) physically strong enough to do the job.


13. You own a retail shoe store. While attempting to sell to a customer a more expensive pair of shoes, you would not . . .


a) suggest that this pair of shoes would most likely last longer, thus lowering the ultimate cost.


b) emphasize that the style of this pair of shoes lends itself to many different outfits and occasions.


c) degrade your own less expensive shoes.


d) mention that this expensive shoe is worn by a select group in town and will certainly be admired.


14. As an applicant for a management position, you should be somewhat cautious if the available position is . . .


a) due to an advancement.


b) due to a resignation.


c) newly created.


d) just what you’ve wanted.


15. Sales managers should keep the personnel turnover at a reasonable rate. If you were a sales manager, which of the following causes of turnover of sales personnel would be reason for your greatest concern?


a) promotion to a higher position


b) illness or physical disability


c) inadequate supervision


d) retirement


16. When selecting one of your employees for a supervisory role, you should place the greatest significance on the applicant’s . . .


a) intellectual capacity and formal education completed.


b) ability to perform the work that will be supervised.


c) knowledge of the work and potential for leadership.


d) sincerity and loyalty to the company


17. A file clerk under your supervision reports that the information you now want is missing and guesses that it has been removed from the file drawer and is currently being used by some other department. To ensure that this situation does not recur, you should . . .


a) not allow other departments to borrow your files.


b) have your file clerk inform you of all materials borrowed by the other departments.


c) set a limit on the number of items that can be borrowed from your files.


d) have an out-of-file card filled out and inserted for each item as it is borrowed.


18. Your supervisor has asked for periodic, clear, and thorough reports on the progress you are making in meeting your objectives. You should present. . .


a) oral reports; it is easier for your supervisor to relay your oral reports up the chain of command.


b) oral reports; they require less time and effort to prepare.


c) written reports; they provide permanent records which can be referred to later.


d) written reports; they create less time for discussion.


19. A business conference can be used as a training technique. It will be least effective when . . .


a) the agenda avoids problem areas.


b) each of the participants is an expert in the problem to be discussed.


c) each of the participants is most articulate. d) each of the participants has a different point of view.


20. As a life-insurance salesperson you should have information about a prospective client before you can recommend a particular policy. Which of the following is the least important factor that you should consider?


a) the present financial situation of the prospective client


b) the expected future financial earning capacity of the prospective client


c) how many years the prospective client expects to live in your sales district


d) the kinds of insurance and other investments the prospective client now owns


21. Which of the following characteristics would apply least to entrepreneurs? Entrepreneurs are usually . . .


a) the firstborn child in their family.


b) excellent managers.


c) moderate risk takers.


d) adept at maximizing their ability as “doers.”


22. For years, advertising firms have used famous people to promote products. To be most effective in persuading the public to purchase a particular product, what characteristics should the famous person have?


a) credibility, attractiveness, a position of power or prestige


b) attractiveness, wealth, a good command of today’s “in” sayings


c) forcefulness, attractiveness, height


d) credibility, a big smile, a melodious voice


23. You are a sales representative for an advertising agency and have clearly explained to your prospective client how your services would benefit his company. Now which of the following questions should you ask to close this business deal?


a) “Would you like our company to represent you? Yes or No?”


b) “I should think three daily advertisements on radio would be about right to start with, don’t you?”


c) “Why don’t you give me a call sometime, when you think we could help you?”


d) “Don’t you think we do a great job?”


24. Initially, which of the following specific activities would beginning, in-experienced accountants most frequently be performing?


a) preparing comparative financial statements


b checking petty-cash vouchers


c) interpreting financial reports


d) using billing machines


25. Independent companies can improve their sales records by controlling certain selling activities. One common method of control is to assign salespeople to specific sales territories. Which of the following improvements would not take place when sales territories are established?


a) an improvement in customer relations


b) a reduction in sales expenses by eliminating duplication of effort


c) an attainment of a more thorough coverage of your market


d) a creation of more buying power in the sales territory


26. A customer in your restaurant requests a particular brand of wine that you do not stock. It would be best for you to . . .


a) tell the customer to bring that particular wine from home from now on.


b) inform the customer that you do not have that brand but you have others that are of equal flavor, body, and bouquet which you would like to serve.


c) ignore the customer’s request for that specific brand and proceed to serve a comparable one, since it is hard to tell the difference.


d) tell the customer that only cheap restaurants serve that particular brand and you wouldn’t stock it.


27. It is your very first day at work in a chemical plant and you are assigned to work with an experienced technician. At one point during the day, you realize that the technician is about to violate a basic safety rule. The best thing for you to do is . . .


a) turn your back so that you will be unable to witness the violation.


b) say nothing until the rule is actually broken, then mention it.


c) call it to the technician’s attention without delay.


d) say nothing now, but discuss it during coffee break with other workers.


28. Your position requires you to submit a number of forms and reports once each week. The most advisable system for fulfilling this task is to . . .


a) schedule a definite period of time each day, or on a weekly basis, for the completion of these reports.


b) complete the forms whenever you have spare time.


c) delegate this task to one of your subordinates.


d) abbreviate your answers and refer your supervisor to last week’s forms.


29. Most industrial psychologists would say that it is generally undesirable for middle-management employees to become aware of changes in company policy through the informal grapevine because . . .


a) it shows that someone involved in upper-level decision-making has leaked information and cannot be trusted.


b) it shows that the decision-making body does trust middle management.


c) it distorts and exaggerates the information out of proportion.


d) it duplicates the work of the formal information dissemination procedures.


30. Which of the following characteristics would least likely apply to sales executives? The sales executive . . .


a) is mentally superior to the majority of his subordinates, but is not surrounded exclusively by less capable people.


b) readily accepts responsibility.


c) has the ability to teach and motivate others.


d) is often moody and inconsistent in order to keep the sales force alert and attentive.


31. In your attempt to deal satisfactorily with a complaint that is imagined rather than real, the complaint should be considered . . .


a) just as important as a real grievance.


b) trivial, since it has no real basis.


c) indicative of a labor union’s attempt to initiate unrest within the company.


d) when you get around to it. There is little need to rush, since it is not real anyway.


32. Usually the price of a two-pound can of pineapple slices is less than that of two one-pound cans because . . .


a) on larger cans the company can do more advertising.


b) a lower grade of pineapple is used in larger cans.


c) customs officials do not tax large cans that come from Hawaii.


d) packaging costs are not relative to the amount of pineapple in the can.


33. You are an office manager, and one of your nine clerks, Alice, has voiced a complaint. Her complaint is that her co-worker, Bob, has a much easier work load and far less complicated assignments than any of the other clerks. Which of the following actions would be most appropriate?


a) Schedule a meeting of your nine clerical workers and discuss this problem.


b) Explore the basis of Alice’s complaint.


c) Politely explain that Bob’s work load is none of her business.


d) Reduce Alice’s work load and give some to Bob.


34. As a department-store manager should you encourage or discourage your employees from making suggestions for increasing the sales and efficiency of the store?


a) Discourage; employees may take offense at your asking them to do something extra.


b) Encourage; employees will find fault with one another’s work and may produce rival factions, which will lead to competition and efficiency.


c) Encourage; employees may develop pride and added interest in their tasks, which will improve overall efficiency.


d) Discourage; employees will think less of you, for it will seem that you do not know how to manage the store.


35. As manager of a supermarket, you should assign tasks to a new employee that. . .


a) give the widest exposure to all facets of the supermarket.


b) isolate this worker to ensure a minimum amount of distraction.


c) will be the most interesting in order to promote an interest in the food industry.


d) offer the best chance to attain concrete results.


36. The primary reason for a senior department supervisor to delegate authority to a junior supervisor is to . . .


a) see if the junior can find new or better ways to get things done.


b) provide an opportunity for the junior to “sink or swim.”


c) make the senior’s job easier.


d) release the senior for more important duties.


37. In order to have your employees willing to follow new standardized procedures, you should be prepared to . . .


a) explain the advantages of the new procedures.


b) do part of the work yourself until the employees learn the new procedures.


c) give the employees extra time off if they save time by using the new procedures.


d) deal with a labor strike.


38. From management’s point of view, the most desirable quality in a newly hired office clerk is . . .


a) the absence of outside hobbies or interests.


b) the ability to sufficiently perform the assigned duties.


c) the eagerness to ask questions about all aspects of the business.


d) the ability to organize other people for a worthy cause.


39. A new office worker is told by a more experienced employee that he is making a few serious errors in his work. The best reason for him to heed this advice is that the experienced employee . . .


a) will not offer advice again, unless it is taken the first time.


b) has had more experience on the job and probably knows what should be done.


c) will become an enemy unless the advice is taken.


d) will probably become a supervisor quite soon.


40. The more highly specialized your work becomes, usually the . . .


a) more geographic mobility you have.


b) more protection you have from unemployment.


c) larger the city you will live in.


d) more travel you must do for the company.


41. You are an optician whose eye-care center features a large selection of fashion eyewear for the whole family. One of your customers is purchasing her first pair of prescription glasses, and you would also like to sell her a pair of prescription sunglasses. In attempting to make this additional sale, you should say . . .


a) “You should get sunglasses, too.”


b) “Do you need sunglasses?”


c) “While you’re here, let’s take a look at frames that make attractive sunglasses.”


d) “You will need sunglasses this summer, and it would be silly for you to look anywhere else, for we have the best selection in town.”


42. Which of the following characteristics would apply least to entrepreneurs? Entrepreneurs . . .


a) prefer tasks involving some objective risks.


b) work harder when influenced by a financial reward.


c) tend to thin k ahead.


d) work harder at tasks that require mental manipulation.


43. Personnel workers should have good interview techniques. The more capable ones regard the interview process as . . .


a) a warm, friendly, wandering conversation.


b) a warm, friendly conversation guided by a definite purpose.


c) a rather rigid, purposeful discussion.


d) a rather rigid procedure which clearly separates the interviewer from the interviewee and is systematized to evoke all the information needed.


44. You are a front-desk clerk at a downtown hotel. You are talking with one of the guests, who has obviously misunderstood what you have said. At this point it is best for you to say . . .


a) “I’m sorry I didn’t make it clear.”


b) “You are wrong about that.”


c) “I think you misunderstood me.”


d) “Excuse me, but I think you are somewhat confused about that.”


45. The members of the board of directors of the Candle Golf Club in Nevada realize that the association’s profits have fallen dramatically over the past few years. They call a general-membership meeting and cooperatively decide to initiate three possible solutions. First, they decide to raise the club dues by 20 percent. Secondly, they decide to obtain a limited gaming license so they can make extra money during special club events. Their third solution is to conduct a membership drive and to charge only an initial $385 for all newly enrolled families. The three plans were initiated, and the club’s accounting book showed a profit for the first time in the past four years.
On the basis of the above information, which of the following is most likely true?


a) The membership drive netted only two families, because many families cancelled their membership when the dues increase was announced.
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