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IntroductionIntroduction

Preparing for a certification exam can feel overwhelming, but with the right tools, it becomes
an opportunity to build confidence, sharpen your skills, and move one step closer to your
goals. At Examzify, we believe that effective exam preparation isn’t just about
memorization, it’s about understanding the material, identifying knowledge gaps, and
building the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional certification, or entry-level
qualification, this book offers structured practice to reinforce key concepts. You’ll find a
wide range of multiple-choice questions, each followed by clear explanations to help you
understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and aligned with the types
of questions and topics commonly found on official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but alongside other
resources like flashcards, textbooks, or hands-on training. For best results, we recommend
working through each question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question right the first
time, it’s about learning from your mistakes and improving over time. Stay focused, trust the
process, and know that every page you turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide

This guide is designed to help you study more effectively and approach your exam with
confidence. Whether you're reviewing for the first time or doing a final refresh, here’s how to
get the most out of your Examzify study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what you need to focus on.
Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes). Review a handful of
questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got it right. It reinforces
key points, corrects misunderstandings, and teaches subtle distinctions between similar
answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions. Revisit these
regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without pausing. Set a timer and
simulate test-day conditions to build confidence and time management skills.

6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions after a few days and
revisit explanations to reinforce learning. Pair this guide with other Examzify tools like
flashcards, and digital practice tests to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort always wins. Use this
guide flexibly, adapt the tips above to fit your pace and learning style. You've got this!

Sample study guide, visit https://dssthrmgmt.examzify.com
for the full version with hundreds of practice questions 4

SAMPLE



Questions
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1. Under the Fair Labor Standards Act, which employees are classified as
non-exempt?
A. Those in executive positions
B. Those who work part-time
C. Those who are hourly employees
D. Those who receive commission-based pay

2. What type of sexual harassment involves sexual remarks or actions not
aimed at a specific individual?
A. Inappropriate sexual harassment
B. Generalized sexual harassment
C. Coercive sexual harassment
D. Criminal sexual harassment

3. Managing workforce diversity seeks to minimize which of the following?
A. Corporate downsizing
B. Ethnocentrism
C. Employee benefits
D. Performance evaluation

4. What is the definition of negative reinforcement in behavior modification?
A. Providing a reward for desired behavior
B. Introducing a pleasant stimulus for undesired behavior
C. Removal of something unpleasant for desired behavior
D. Administering a punishment to deter undesirable behavior

5. What does the EEO-1 Report help companies determine?
A. Employee satisfaction
B. Workforce composition
C. Training needs
D. Retention rates

Sample study guide, visit https://dssthrmgmt.examzify.com
for the full version with hundreds of practice questions 6

SAMPLE



6. Which type of team is described as having a mix of specialists assigned to
the group?
A. Project team
B. Cross-functional team
C. Self-directed team
D. Taskforce team

7. What is the function of an employee representative, often found in union
structures?
A. To strengthen union hierarchy over membership
B. To represent employee interests in discussions with management
C. To monitor compliance with workplace policies
D. To help organize company events

8. Which performance appraisal method identifies significant events marking
high or low employee performance?
A. Behavior observation scales (BOS)
B. Critical incident
C. Balanced scorecard (BSC)
D. Stretch goal

9. What does orientation serve as in an organization?
A. A method for employee separations
B. A formal evaluation process
C. A development method for new employees
D. A process for employee termination

10. What is one of the landmark features of the Wagner Act?
A. Unrestricted employer access to union activities
B. Right to organize for collective bargaining
C. Prohibition of workplace committees
D. Increased federal control of labor unions
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Answers
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1. C
2. B
3. B
4. C
5. B
6. B
7. B
8. B
9. C
10. B
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Explanations
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1. Under the Fair Labor Standards Act, which employees are classified as
non-exempt?
A. Those in executive positions
B. Those who work part-time
C. Those who are hourly employees
D. Those who receive commission-based pay

In the context of the Fair Labor Standards Act (FLSA), non-exempt employees are individuals who are entitled to
receive minimum wage and overtime pay for hours worked over 40 in a workweek. The classification of
non-exempt typically includes employees who are paid on an hourly basis, as they are often compensated for
each hour worked, including any overtime.   Hourly employees are generally classified as non-exempt because
they are not in positions that meet the criteria for exemptions, which typically include executive, administrative,
and professional roles that involve specific duties and a certain level of responsibility. Therefore, these
employees receive additional pay for hours worked beyond the standard workweek, thereby aligning them with
the protections intended by the FLSA.  The other classifications, such as executive positions or those who work
part-time or receive commission-based pay, do not automatically qualify as non-exempt. Executives, for
instance, often fall under the exempt category due to their managerial responsibilities, while part-time status
does not inherently determine exemption status. Commission-based employees can be exempt if they meet
certain criteria related to their roles and earnings.

2. What type of sexual harassment involves sexual remarks or actions not
aimed at a specific individual?
A. Inappropriate sexual harassment
B. Generalized sexual harassment
C. Coercive sexual harassment
D. Criminal sexual harassment

The correct answer is generalized sexual harassment. This type of harassment does not target any specific
individual but rather involves sexual comments or behaviors that create a hostile or uncomfortable environment
for many people. It encompasses a broader spectrum of inappropriate conduct, such as lewd remarks, jokes, or
gestures that are pervasive and affect the overall workplace atmosphere.  Generalized sexual harassment is
particularly concerning because it can undermine the dignity of a workplace by contributing to an ingrained
culture of disrespect and objectification. It also makes it difficult for individuals to address their concerns, as
they might feel overwhelmed by the volume of inappropriate actions that are not directed at them but still impact
their work environment.  Understanding this type of harassment is crucial for organizations to foster a respectful
workplace culture and to implement effective training and policies to prevent all forms of sexual harassment.
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3. Managing workforce diversity seeks to minimize which of the following?
A. Corporate downsizing
B. Ethnocentrism
C. Employee benefits
D. Performance evaluation

Managing workforce diversity primarily aims to create an inclusive environment where individuals from various
backgrounds and cultures feel valued and respected. Ethnocentrism, which is the belief that one's own culture or
ethnic group is superior to others, often leads to misunderstandings, discrimination, and reduced collaboration
in a diverse workplace. By implementing diversity management practices, organizations work to break down the
barriers created by ethnocentrism, fostering an atmosphere that promotes respect for differences and
encourages harmonious interactions among employees.  In contrast to minimization of ethnocentrism, corporate
downsizing typically relates to reducing headcount for financial reasons, which isn't directly connected to the
principles of diversity management. Employee benefits are a separate topic concerning compensation and
entitlements, while performance evaluation focuses on assessing individual contributions to the organization.
These aspects may be influenced by diversity initiatives, but they are not the central focus of managing
workforce diversity. The goal is instead to cultivate a culture of inclusivity and appreciation for diversity, thereby
diminishing ethnocentric attitudes within the workforce.

4. What is the definition of negative reinforcement in behavior modification?
A. Providing a reward for desired behavior
B. Introducing a pleasant stimulus for undesired behavior
C. Removal of something unpleasant for desired behavior
D. Administering a punishment to deter undesirable behavior

Negative reinforcement in behavior modification refers specifically to the process whereby an unpleasant
stimulus is removed when a desired behavior occurs, thereby increasing the likelihood that the behavior will be
repeated in the future. This concept is based on the principles of operant conditioning, which posits that
behaviors can be encouraged or discouraged through the use of rewards or punishments.  In this context, the
removal of something unpleasant serves as a motivator for the individual to engage in the desired behavior. For
example, if an employee completes a task before a deadline and is allowed to leave work early as a result, the
removal of the obligation to stay late acts as negative reinforcement.   The other options relate to different
concepts: providing a reward for desired behavior describes positive reinforcement, introducing a pleasant
stimulus for undesired behavior does not align with established behavior modification principles and could
confuse the effects of reinforcement, while administering punishment pertains to actions taken to discourage
undesired behavior rather than reinforce the desired behavior.

Sample study guide, visit https://dssthrmgmt.examzify.com
for the full version with hundreds of practice questions 12

SAMPLE



5. What does the EEO-1 Report help companies determine?
A. Employee satisfaction
B. Workforce composition
C. Training needs
D. Retention rates

The EEO-1 Report is a compliance survey mandated by the Equal Employment Opportunity Commission (EEOC)
that requires employers to submit data on their workforce composition. This report collects information about
the demographic makeup of an organization, including factors such as race, ethnicity, and gender, across
various job categories. By analyzing this data, companies can determine how diverse their workforce is and
identify areas where they may need to improve representation or address potential disparities.  Understanding
workforce composition is essential for organizations to ensure they are complying with equal employment
opportunity laws and to create equitable employment practices. It also helps inform diversity and inclusion
strategies, allowing organizations to take proactive steps toward creating a more equitable workplace.  Other
options such as employee satisfaction, training needs, and retention rates are important aspects of human
resource management, but they do not fall under the specific purpose of the EEO-1 Report. This report is focused
solely on demographic data and workforce diversity rather than employee engagement or retention metrics.

6. Which type of team is described as having a mix of specialists assigned to
the group?
A. Project team
B. Cross-functional team
C. Self-directed team
D. Taskforce team

A cross-functional team is designed to bring together individuals with different areas of expertise and
specialties to work toward a common goal. This mix of specialists—coming from various departments or
fields—ensures that the team can tackle complex problems and leverage diverse perspectives and skills. By
combining expertise from different disciplines, such as marketing, engineering, finance, or operations, these
teams can develop innovative solutions and improve the overall effectiveness of projects.  For example, in a
product development initiative, a cross-functional team might include designers, engineers, and marketing
professionals who collaborate to ensure that the product not only meets technical specifications but also aligns
with market demands. This collaborative approach can enhance creativity and problem-solving, making
cross-functional teams particularly valuable in dynamic business environments.
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7. What is the function of an employee representative, often found in union
structures?
A. To strengthen union hierarchy over membership
B. To represent employee interests in discussions with management
C. To monitor compliance with workplace policies
D. To help organize company events

The function of an employee representative in union structures primarily revolves around advocating for
workforce interests during discussions with management. This role involves effectively conveying the needs,
concerns, and suggestions of employees, ensuring that their voices are heard in negotiations related to working
conditions, compensation, and other workplace issues.  An employee representative serves as a bridge between
the union members and management, negotiating contracts and resolving disputes. Their ability to articulate
employee grievances and proposals helps create a more equitable workplace where employees feel their
concerns are valued and addressed. This representation is crucial in promoting a collaborative environment and
preventing misunderstandings between staff and management.  The other choices, while they may describe
various roles or purposes within a workplace or organizational context, do not encompass the core responsibility
of an employee representative in a union. Strengthening union hierarchy, monitoring compliance with policies, or
organizing company events are not primary functions associated with the representative's role, which is
fundamentally about representation and advocacy for employee interests.

8. Which performance appraisal method identifies significant events marking
high or low employee performance?
A. Behavior observation scales (BOS)
B. Critical incident
C. Balanced scorecard (BSC)
D. Stretch goal

The critical incident method of performance appraisal is designed to identify and analyze specific events that
significantly illustrate an employee's performance, both positive and negative. This approach focuses on
observable behaviors and outcomes during particular occurrences, which can provide a clear picture of an
employee's strengths and areas for improvement.  By emphasizing these critical incidents, managers can assess
and discuss performance in a way that is grounded in real examples, helping to create more effective
performance evaluations. These incidents serve as concrete evidence of an employee's capabilities in handling
their job responsibilities, making the appraisals more relevant and actionable.  In contrast, the other methods
listed tend to focus on different aspects of performance evaluation. Behavior observation scales involve rating
specific behaviors over time rather than specific incidents. The balanced scorecard is a strategic planning and
management system that measures organizational performance from various perspectives but does not zero in
on individual performance events. Stretch goals pertain to setting challenging targets but do not provide a
framework for assessing performance through significant incidents.
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9. What does orientation serve as in an organization?
A. A method for employee separations
B. A formal evaluation process
C. A development method for new employees
D. A process for employee termination

Orientation serves as a development method for new employees by providing them with the necessary
information and resources to integrate successfully into an organization. This process introduces new hires to
the company culture, values, policies, procedures, and expectations, which helps them understand their roles
within the larger context of the organization’s goals.  Through orientation, new employees acquire critical
knowledge about their job functions, as well as insights into organizational structure and available resources.
This foundational understanding not only aids in a smoother transition into the workplace but also enhances job
satisfaction and productivity by establishing a positive first impression and fostering engagement.  By focusing
on development, orientation sets the stage for future training and growth, laying the groundwork for new
employees to thrive in their positions.

10. What is one of the landmark features of the Wagner Act?
A. Unrestricted employer access to union activities
B. Right to organize for collective bargaining
C. Prohibition of workplace committees
D. Increased federal control of labor unions

The Wagner Act, also known as the National Labor Relations Act of 1935, is significant for establishing the right
of workers to organize and engage in collective bargaining. This landmark legislation was designed to protect
the rights of employees in the private sector to form unions and negotiate terms of employment without
interference from employers.   By guaranteeing the right to organize, the Wagner Act empowered workers to
come together to negotiate wages, hours, and working conditions collectively, rather than as individuals. This
collective approach is crucial for balancing power dynamics between employees and employers and laid the
groundwork for the labor movement in the United States.   In this context, the other options do not accurately
capture the essence of the Wagner Act. The Act does not allow unrestricted access for employers to union
activities, nor does it prohibit workplace committees. Additionally, while it did increase certain federal roles in
labor relations, this limitation is not its defining feature compared to the fundamental right it established for
workers to organize and engage in collective bargaining.
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Next StepsNext Steps

Congratulations on reaching the final section of this guide. You've taken a meaningful step
toward passing your certification exam and advancing your career.

As you continue preparing, remember that consistent practice, review, and self-reflection
are key to success. Make time to revisit difficult topics, simulate exam conditions, and track
your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love to hear from you.
Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://dssthrmgmt.examzify.com

We wish you the very best on your exam journey. You've got this!
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