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B #17
Match each HR finction with the type of document associated with it.
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HR Function Type of Document

Education
Benefits Drop here voilicABon
Payroll Drop here Court-ordered deductions
Skills
Employment Drop here inventory form
Training Tuition reimbursement
and development Orop here application
Performance appraisals Drop her LR Employee progress report
CERFAHCATHON
INSTITUTE™
Ef:
f e :
HR Function Type of Document
Benefits Employment Education
verification
Payroll Payroll Court-ordered deductions
’ 1 ‘ Skill
I faming : Skills
_Em TR | ald development inventory form
= B € ERFREATON
‘ | Tuition reimbursement
“a'Tlcl &@J{ﬂr#g;!—t E™, Danafis application
| |
| Performance appraisals | Performance appraisals Employee progress report
| |

Explanation:

Here is the correct matching for each HR function with the associated type of document:

* Benefits # Tuition reimbursement application

* Payroll # Court-ordered deductions

* Employment # Education verification

* Training and development # Skills inventory form

* Performance appraisals # Employee progress report

Step-by-Step Explanation

* Benefits: Documents related to benefits often include applications and forms for various employee perks, such as tuition
reimbursement. The tuition reimbursement application is associated with the Benefits finction as it falls under employee benefits
management.

* Payroll: Payroll documentation includes information regarding deductions, taxes, and other financial records. Court-ordered
deductions (such as garnishments) are processed through payroll, making it a key document in this area.

* Employment: Employment-related documents verify an employee's qualifications and credentials.

Education verification is a standard document used in the hiring process to confirm an applicant's educational background.

* Training and Development: This HR function involves tracking and managing employee skills, training programs, and development
plans. A skills inventory form is used to document the skills of enployees, making it relevant to training and development.

* Performance Appraisals: Performance appraisals involve assessing and documenting an employee's work performance. An
employee progress report is part of this fimction, as it provides feedback on performance and areas for improvement.



HE#18
Lisa, an HR manager, uses an automated system to filter resumes based on specific keywords related to the job description. What
method is she using in the applicant screening process?

e A. Manual resune review

¢ B. Job postings

¢ C. Automated resume screening
¢ D. In-person interviews

Ef#: C

TR
Automated resume screening involves using systens to filter resumes based on specific keywords related to the job description,
making the process more efficient and targeted.

B #19
What is the first step in a progressive discipline process when addressing minor employee misconduct?

A. Ignoring the issue and monitoring future behavior

B. Suspending the employee without a prior warning

C. Issuing a verbal warning to the employee and documenting it
D. Issuing a formal written warning immediately

BRI :
Issuing a verbal warning to the employee and documenting it is the first step in a progressive discipline process for minor misconduct.
This allows the employee to understand the issue and correct their behavior before more severe actions are taken.

B #20
A layout benefit commonly offered by an organization is:

A. Outplacement services
B. Medical insurance

C. Corporate membership
D. Individual counseling

EE: A

R

Definition of Outplacement Services:

* Outplacement services are support programs offered to employees during layoffs, helping them transition to new jobs through
counseling, resume writing, and job placement assistance.

Why Outplacement Services are a Layoff Benefit:

* These services mitigate the impact of job loss and maintain an organization's reputation as a responsible employer.
Eliminating Incorrect Options:

* A. Medical insurance: A standard benefit, not specific to layofis.

* B. Individual counseling: May be part of outplacement services but not standalone as a layoft benefit.

* C. Corporate membership: Refers to perks, not benefits tied to layoffs.

International HR References:

* [LO Guidelines on Termination of Employment: Advocates support for displaced workers.

* SHRM Resources on Outplacement: Best practices for layoff benefits.

B #21
‘Which of the following is found in a candidate database?



A. Disciplinary actions

B. Performance appraisals
C. Benefit expectations

D. Job skills

Ef#: D

RN -

A candidate database is designed to store nformation pertinent to recruitment and selection. It includes:

* Job Skills: Key competencies and qualifications relevant to job roles, helping recruiters match candidates to positions.
* Explanation of Other Options:

* A. Disciplinary actions: These are internal records maintained post-hiring, not typically part of a candidate database.
* C. Benefit expectations: These are discussed during negotiations and not stored in a pre-hiring database.

* D. Performance appraisals: These are post-hiring evaluations, irrelevant to candidate databases.

* SHRM: Candidate Database Best Practices.

* CIPD: Talent Acquisition Guidelines.
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