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Chapter 1 - Entering the Workforce and Becoming a Professional

	1. Which of the following is an example of how technology is affecting administrative work.
	 
	a. 
	a decrease in existing knowledge
	b. 
	a increase in multiculturalism

	 
	c. 
	a decrease in communication
	d. 
	an increase in educational requirements



	ANSWER:  
	d






	2. Non-traditional workweeks are becoming more popular. Which of the following is NOT an example of a non-traditional workweek?
	 
	a. 
	sharing a job with another person, which results in reduced work hours

	 
	b. 
	working 9 a.m. to 5 p.m. five days a week

	 
	c. 
	having a compressed workweek

	 
	d. 
	using flextime



	ANSWER:  
	b






	3. What is a legal entity that is formed through a legal process of incorporation known as?
	 
	a. 
	a partnership
	b. 
	a sole proprietorship

	 
	c. 
	a corporation
	d. 
	a flattened structure



	ANSWER:  
	c






	4. Which of the following is a characteristic of a critical thinker?
	 
	a. 
	supports opinions with evidence

	 
	b. 
	looks for people to support opinions and ideas

	 
	c. 
	focuses on one side of an issue only

	 
	d. 
	focuses on the errors that others make



	ANSWER:  
	a






	5. Which of the following best describes a flattened organizational structure?
	 
	a. 
	more hierarchical layers in a company

	 
	b. 
	fewer hierarchical layers in a company

	 
	c. 
	the outsourcing of work

	 
	d. 
	the use of global connections within the work environment



	ANSWER:  
	b






	6. 
Which of the following best demonstrate emotional intelligence?
	 
	a. 
	empathy and social skills
	b. 
	integrity and honesty

	 
	c. 
	positive attitude and work ethic
	d. 
	dependability and reliability



	ANSWER:  
	a






	7. 
Which of the following is NOT a personal management skill?
	 
	a. 
	communication
	b. 
	attitude

	 
	c. 
	behaviour
	d. 
	adaptability



	ANSWER:  
	a






	8. 
Which of the following tasks may NOT be performed by an administrative professional?
	 
	a. 
	scheduling appointments and greeting customers

	 
	b. 
	screening and transferring telephone calls

	 
	c. 
	preparing and modifying documents

	 
	d. 
	arranging guest speakers for meetings



	ANSWER:  
	d






	9. 
Which of the following is NOT considered a soft skill?
	 
	a. 
	creating documents

	 
	b. 
	processing information

	 
	c. 
	interacting in a respectful and positive manner with others in the workplace

	 
	d. 
	document processing



	ANSWER:  
	c






	10. 
Which of the following is the first step in problem solving?
	 
	a. 
	evaluating the various solutions

	 
	b. 
	identifying exactly what the problem is

	 
	c. 
	collecting information about the existing problem

	 
	d. 
	discussing possible solutions with others



	ANSWER:  
	b






	11. Emotional intelligence refers to the capacity to develop self-awareness.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	True






	12. While titles may vary, the essential skills of an administrative assistant remain the same.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	True






	13. A work ethic REF:ers to a person’s ability to work as a team member.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	False






	14. Administrative professionals should not show any initiative. For example, they should avoid performing duties that are not included in the job description.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	False






	15. A mission statement outlines the behaviours and attitudes a company will abide by when making decisions.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	False






	16. Management and leadership are essentially the same thing.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	False






	17. Integrity is defined as “the adherence to a code of behaviour.”
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	True






	18. Globalization of the economy has led to an increase in remote employment.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	True






	19. Being an effective communicator is essential to a successful career as an administrative professional.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	True






	20. Initiative is the ability to work independently.
	 
	a. 
	True

	 
	b. 
	False



	ANSWER:  
	False






	21. 
List in the correct order the six steps for effective problem solving.
	ANSWER:  
	• Identify or define the problem.
• Collect information by observing the problem in action.
• Determine the options or alternatives using brainstorming techniques.
• Establish criteria for the solution and decision.
• Choose the best option when making a decision.
• Evaluate the solution.






	22. 
Identify four ways to continue your professional growth.
	ANSWER:  
	Students may list any four of the following:
• attending classes at a college or university (either onsite or online)
• attending seminars and workshops provided by your company or outside firms
• finding a mentor
• reading business and professional periodicals
• participating in professional organizations
• volunteering your time and expertise to organizations in your community






	23. 
What are four benefits of obtaining professional certification?
	ANSWER:  
	Students may list any four of the following:
• to open doors in the job market
• to advance your career
• to create opportunities for a promotion or bonus
• to build personal and professional confidence
• to become the go-to resource in your office






	Match each term below to a numbered definition.
	a. 
	corporation

	b. 
	virtual assistant

	c. 
	multiculturalism

	d. 
	telework

	e. 
	flextime

	f. 
	mission statement

	g. 
	limited liability partnership

	h. 
	nonprofit organization

	i. 
	government entity

	j. 
	CIO

	k. 
	organizational chart

	l. 
	Canadian Centre for Occupational Health and Safety

	m. 
	confidentiality

	n. 
	intrinsic motivation

	o. 
	extrinsic motivation

	p. 
	integrity






	24. one of the three basic forms of a business, owned by shareholders who buy stock in the business
	ANSWER:  
	a






	25. the adherence to a moral code of behaviour
	ANSWER:  
	p






	26. an office, a department, or an agency that carries out a function of municipal, provincial/territorial, or federal governments
	ANSWER:  
	i






	27. the term that broadly describes a working arrangement using telecommunications to work from a home office, a client’s office, or some other location
	ANSWER:  
	d






	28. an option within a company that enables an employee to work the full quota of time but at periods mutually determined by the company and the individual
	ANSWER:  
	e






	29. a self-employed administrative professional who works from a virtual office to provide off-site administrative and personal assistance to clients
	ANSWER:  
	b






	30. the incentive to act based upon a need to learn or to grow
	ANSWER:  
	n






	31. relating to or including several cultures working harmoniously within the office
	ANSWER:  
	c






	32. a company which combines the tax advantages of a partnership with the limited liability of a corporation
	ANSWER:  
	g






	33. an organization formed to engage in civic, charitable, educational, or artistic endeavours; not created for the primary purpose of financial gain
	ANSWER:  
	h






	34. the need to keep sensitive information private
	ANSWER:  
	m






	35. an organization’s purpose and can include its customer or market base, as well as its territory
	ANSWER:  
	f






	36. a company executive whose primary purpose is to distribute information to the employees of that organization
	ANSWER:  
	j






	37. a graphic presentation of reporting relationships within an office
	ANSWER:  
	k






	38. an organization that outlines the responsibilities of both the employee and the employer in creating conditions designed to promote safe office practices
	ANSWER:  
	l






	39. the incentive to act based upon an outside source such as a monetary gain
	ANSWER:  
	o
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