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;" : ..,_INTRODUCTION“ e

The 1ntent of thls prOJect wasbto develop an assess-d
_ment 1nstrument in the area of organlzatlon management and‘
~’superv1s1on whlch would a1d in the 1dent1f1cat1on of developju
mental needs on both an organ1zat10na1 and 1nd1v1dua1 level
,The ultlmate purpose: ol’thls prOJect was to collect meanlng-
ful data which w1ll encourage part1c1pat1ng organlzatlons and
‘1nd1V1duals to contlnue ‘their educatlonal development.”'n
| | As comparat1ve data was feedback to part1c1pants,lrs“*
.they were able to recogn1ze poss1ble developmental need and
1dent1fy target areas for further tra1n1ng and development.,.hr
) Once the need was estab11shed and target areas 1dent1f1ed e
1nd1v1duals were then able to pursue meanlngful management
tra1n1ng Organ1zat1ons, on the other hand used accumulated
data to establlsh and plan in- serv1ce tra1n1ng programs and
‘relnforce the external educat10na1 pursu1ts of thelr managers.
| It is 1mportant to note that the assessment 1nstru-l
'v ment, known as The Management F1eld Survey,'was not 1ntended
-gjfor the selectlon or evaluatlon of personnel Assessment re-
.sults were not 1ntended to be used for h1r1ng, appra151ng, up-
gradlng, or termlnatlng employees The 1nd1v1dual's r1ght to
the pr1vacy of his or her test scores was always protected
Organlzatlons‘only rece1ved the mean score540f the1r employee
group_in.order to insure that prlyacy;_‘Theseipractices in

o



conJunctlon w1th the careful usage of toplcs,'words, and
phrases 1nhere1t in the survey assure that the survey is legal

and non- dlscrlmlnatory relatlve to current fair employment

laws.



,STATEMENTfOF'THE"PRO?LEMaf-5ﬁ.;'

Dlscu551ons w1th representat1ves from bus1ness and
llndustry, management adV1sory commlttee members, and manage—
ment students revealed the problem of mot1vat1ng superv1sory
and pre superv1sory personne1 to develop skllls, knowledge,_
and attltudes deemed necessary to be an effectlve superv1sor.
The reason for this dlfflculty-seems-to be two fold. F1rst,
being that many supervisors advance through the'ranks mithout
(formal training; they often are not aware‘of_the extent of
the knowledge associateddwith management development. It is
often_assumed»that because one has empertisedin a teohnicalf
area that he or'sne‘has the requisite'Skills’and knowledge
necessary to be an effective manager. Primary oonsidefatlon
may not be‘given_to the fact that management is a distinct
developmental area with a defined body of knoWledge; |

Second;‘supervisory activities are often developed
through modeling. vUnless an obvious pfoblem mas to‘oecur
the supervisor may have no way of identifying developmental
strengths and needs othef than through tradition;

As a result of the interviewa, it Was observed that
upcrv1sory and management training is often viewed as some
form of academlc exerc1se or appropr1ate only for top manage-

ment.



The problem was 1dent1f1ed as follows
To 1dent1fy and 1mplement an approach Wthh w111 ac-
compl1sh three ba51c goals v |
1. To . communlcate to superv1sory and pre sunervisory per—"
sonnel that a body of knowledge does ex1st wh1ch may re-'
quire spe01f1c training and educatlon in management to
learn | |
2. To aid eupervieory.and pre—supervisory personnel.in'the
‘identification ofrtheir.strengthsvand developmental needs
so they may be motivated toward management development.
training |
3. To provide cred1ble feedback on:an organlzatlonal level
so that the organ1zat1on may target 1ts management develop-
ment processes andvre1nforce superv;sory_trarnlng and
development | |
In order to meetrthese goals it was decided that the
‘best means would be to develop a needs assessment_instrnment‘
that would provide meaningfnl feedback on anrOrganizational
and individual level. | | ‘
The items in this 1nstrument or test would prov1de
a survey of the bodylof knowledge relevant to management de—
velopment. Establlsh1ng-the ""need to know” seemed to be the
next step’in‘eolving the'problem. As Beach étates,'lf trainees'
are not receptive to instruotion; if they can see no reason to:
learn, then a training effort can hardly get off the ground.

Adequate motivation is essential to the success of any learning



situatiohiﬁh He goes on to say,‘"TheY Wlll exert themselves‘toh'”ud
fulfill a felt need nl | | 'h JR
The 11terature.seems to adequately substantlate-the‘fi
“need to establlsh a readlness to 1earn or "need to know"i
prior to_en<effectlve learnlng or tra?ﬂ?ﬂ%»P?OQGSS . "There 'dﬁ
must be a‘dreadiness;to learn' on thehpartdef aduits‘before d,
effeetiVe learning takes place. n2 | | |
Another element in the mot1vat10na1 precess seems N
to be a sense of control over the dec151oh maklng as. relatesﬁ
to the individual's training or development. "The adult re-
. sents being'treatedxlike:a‘child. He'wehts to bevadfself;
‘responsible, selerespeCting,'self-directing' orgaﬁism.‘ in‘
the tra1n1ng process the adult 11kes to help determlne h15
own needs "3 ’ - d _
Another factor Wthh must be addressed 1s that of
utiliiing the resources of both the organlzatlon and‘the 1nf'
dividual effectively and efficiently. vHﬁmble'states; "The‘
stage of establishing needs for the company ahd for the in-
dividual manager:is of critical importance end if it'is.done

»badiy, scarce resources may be misdirected."4 Conducting

1Dale S. Beaeh Personnel: The Management of People
at Work (New York: Macmlllan Publlshlng Co. ,tInc.g'1980),
p. 362. : , ,

2Malcolm Knowles, "Andragogy, Not Pedagogy," Adult ‘
Leadership, April, 1968, in Donald L. Kirkpatrick, A Practlcal
Guide for Superv1sory Tra1n1ng and Development (Reading, MA: .
Addison-Wesley Publishing Co., Inc., 1971), p. 37.

3

Ibid.

4Johh Humble, Improving the Performance of the Experi-
enced Manager (New York: McGraw-Hill Book Company, 1973), p. 1.

| :



vtra1n1ng v1a ‘a "shot gun" method could waste valuable t1me fltffl:*

~ and money Tra1n1ng managers in areas of developmental strength

is not only a waste of resources, but may cause developmentaldf:gj}¢

needs to be neglected » R el T

The need to 1dent1fy developmental strengths and
needs, together w1th ‘the mot1vat10na1 factors 1nvolved in" o
tralnlng po1nt toward a pre tralnlng needs assessment 1nstrui;"h
"ment. Such an 1nstrument should have a pos1t1ve 1nf1uence =
"on tra1n1ng mot1vat1on ut1112at1on of resources and traln-

- ing content. ThlS approach is. substantlated by Hambl1n who
states, "The pre tra1n1ng test should 1f p0551b1e be admlnlsﬂ
ered some t1me before the start of the tra1n1ng,'so that )
there is t1me to exclude from the tra1n1ng those people who‘
'do not need 1t, and also to adJust the tra1n1ng 1tse1f to"

£it in with the tralnees' actual state of knowledge "5 ‘df;'hﬁ;,

Null Hypothes1s

The Management F1e1d Survey w1ll have no demonstra- 3;.
't1ve effect as a mot1vat10nal factor 1n management tra1n1ng

and'development on elther_an organlzatlonal or.1nd1v1dua1 level,

i

5A C Hamblln ‘Evaluation and Control of Tra1n1ng

"’g(New York McGraw Hill Book Company, 1974), P. 91



~ SEARCH FOR REL‘AT_'ED 'INS.TRUMENVTS&

An exten51ve rev1ew of the 11terature, whlle reveal-
.ing- much in the area of tra1n1ng needs assessment, revealed no
other approach 51m11ar to’ the Management F1e1d Survey
‘ The types of pre training needs assessment wh1ch tend
to be used are as follows | |
An analysis of organizational_problems'isISOmetimes
used for a training needs"assessment.lcFor.example,‘excessive‘
- turnover rate, eXcess'amount of scrap, and an’incneasepin'the.
accident.rate may -indicate a need forltraining.6"A performance b
review may also reveal problems which necessitate:training; |
Some form of'survey, either written or oral, is often
used to determine training needs. The survey is a form of
subjective feedback based on the observationvand‘experience
-of the trainee and/or the supervisor of the trainee. .It!mayﬂ
take the form of an attitude survey, an exit interview or a
questionnaire.7 |
Behavioral and attitude assessments are also on the

8

market. These instruments are usually developed by behav1ora1

, 6Donald L. Kirkpatrick A Practical Guide for Super-
visory Training and Development (Reading, MA: Add1son -Wesley
Publlshing Company, 1971), PP- 24-34.,

Ibid ‘
8John P. Robenson, Robert Athanasiou, and Kindra B
Head, Measures of Occupational Attitudes and Occupational
Characteristics (Ann Arbor, MI: Survey Research Center In-
stitute for Social Research, University of Michigan, 1976).

S 7



vscientiétsﬂand induétfiai'psytheiegi§£§ﬁf An example of such
an 1nstrument 15 Mouton and Blake S "Manager1a1 Gr1d "-»

The Management Fleld Survey 1s an obJectlve, content-‘:x
\orlented 1nstrument. It prov1des comparatlve scores based on
percentlle rank and 1s prescrlptlve 1n form.v A Teview of thev
literature and 1nterv1ews with tra1n1ng dlrectors and profesf

sional management development flrms revealed no such 1nstru-:

ment on the‘market,.d



'DESCRIPTION OF THE MANAGEMENT FIELD SURVEY ~

The~Management Field Survey‘is:adone'hundred[thirtyg
nine itemvassessmentIinstrument wthh eyaluatesian*individuall
‘knowledge of facts and methods that characterlze the successful
manager or superv1sor ' The 1nstrument is d1V1ded 1nto the fol-”
,low1ng sub tests wh1ch encompass prlmary manager1al respon51-‘
bilities: | | :

Sub test A - Management and Superv151on of Personnel |

ThlS category deals w1th selectlon tra1n1ng,'eva1u-
‘ating and promotlng personnel, as well as: equal employment op--
portunlty | .

~ Sub- test B - Management and Superv151on Pr1nc1p1es L

‘This category deals with organlzat1ona1 structure,
- functlons of management, team bu11d1ng and 1eadersh1p

"Sub- test Cc - Human Relat1ons

.Th1s category deals with cgmmunication, motiyation;b
confllct,’and change.

" Sub-test D - Management and Superv1sory Respons1b111ty for

Labor Relatlons

This category deals withigrievances,tcOntract adminis-

tration-and unions.

Sub-test E - Management and superv1sory Respons1b111ty for

Quallty Control

ThlS deals w1th probab111ty, product samp11ng,

9



indexing samples, andfevéiuating'quélity}

 Sub-test F - Finan¢ia1_Too1s of'Management an&'Sﬁfervisidh;‘ 
Thi§ICatégoryideals with‘budgetihg; profit, ldss_aﬁd}r‘

economics.

Sub-test G - Ménagémenf'énd.Superviébfy Responsibiiity.féf 5
‘Safety | L | ..“ | :
| This‘catégofy'déals With‘saféty princib1es;vcorréct;
ing hazardS; disability claims, and aCCidenf”reportihg;  '

Ail test.items‘are straighffforward, multiplerchbice
questioné with only one correct answer."Fine gradationsbof
correctness among answer choices héve been carefuily évbidéd.
The reading difficulty level of the insfrument itémsbhas‘_b‘een.j
~considered to insure clear ahd‘easy reading with the exceptioﬁt

of a small number of ‘technical questions.



'DEVE LOP_MBNT oF T,HE : 'MANAGEM’ENT E'I.ELb,? S_URVEYf L

Instructors of the Management and Superv151on Depart-~
ment at Chaffey Communlty College were asked to submlt ten ; |
-mu1t1ple~ch01ce‘qmestlons relative to thelrvspec;alty,. These,
,individualsvwere selected, noteonly'because they hadgthe'ap~:vi”
propriate educational background, but hecause they were all
practitioners of management in industrial, bmsiness andLServ-:'
ice organizations. It&was requeSted:that eaCh question meet -
‘the following cr1ter1a
‘1. Each quest1on was to relate to someth1ng a superv1sor
bshould know in order to be able to perform hlS or her Jobit
'effectlvely | | |

2. The questions should not refer to names of theorles or
‘theorlsts | | “. | |

3. The'questions should not~refer té'the,eontent‘of:a‘ﬁarévfm
‘t1cular class, course, lecture, or test I |

Over two hundred items were subm1tted | After care-
ful evaluat1on,‘one hundred forty eight were selected for use :
‘1n the Management F1e1d-Survey. Word1ng,was then evaluated
and corrected for‘readability. In someecases,_distractors
‘were added or edited for con51stency of form. The answers
were randomly dlstrlbuted among the dlstractors as the pllot .

‘instrument was developed,and prepared.

IR

11
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| A pi}ot test populatioh of,fifty peopleAwasbselecte&»
from among lbéél busihess and'industfy'ahdhthé survey was ad;_
vminiStered.’»From the fesultslof the pilot éurvey én-item |
analeis was completed. It wés determined ﬁhaf nine items
were not satisfactory ahd they were removed froﬁ,the iﬁstru¥
ment. The final one hUndred thirty-nine item Management Fiéld

Survey was completed and prepared for general administration.



ADMINISTRATION OF THE MANAGEMENT FIELD SURVEY

Populationg_

’ﬁParticiﬁating organizations’were selected-on‘atyolun-rzl'
tary basis. Personnel and tra1n1ng managers 1n the Pomona C
.Valley and Inland Emplre areas of Southern Callfornla were con-fh'
.tacted and 1nformed as to the nature of ‘the assessment th
those contacted flfteen chose to 1mp1ement the Management Fleld
'Survey w1th1n the1r organlzatlons. ‘(See Appendlx»A) The man-
agement staff of each organlzatlon 1dent1f1ed the employees
they wished- to part1c1pate in the assessment. B

Part1c1pants ranged from pre superv1sory tovsuper-,dd
v1sory to mid- 1eve1 management. Each organlzatlon also se-
'1ected the time of day, as the Management Survey was admlnls-o"
tered_on company_tlme.‘ The locatlon of .the assessment admln-:
'istration~Was, without exceptlon, on 51te at the sponsorlng
organization."All instruments were admlnlstered tO»groups ofyi
part1c1pants Some organlzatlons chose to d1v1de thelr par-‘
“t1c1pants 1nto sub -groups wh1ch would enable them to do a com~”}‘
’paratlve ana1y51s of de51gnated populatlons w1th1n thelr or—f

ganlzatlon.

Orientation

* A period of orientation preceded the actual assessment‘

b
i

administration. The history of the development ofvthe'instrument Ry

i

13



' and assurance of 1nd1v1dual and organlzatlonal conf1dent1a11ty -
‘were empha51zed Bach part1c1pantfwas then 1ssued two scan-‘ddd;k
tron sheets, a test booklet, and a penc11 | The 1nstruct10nsb.b
on the front‘of the test booklet were read aloud and quest1ons 1
entertalned Part1c1pants were told that they were to mark a. N
- single answer for each 1tem and that they would have as much
‘tlme as necessary to- complete the assessment Bach part1c1-
pant was then asked to complete the data sectlon at the top
~of each scan-tron form. Def1n1t10ns for each category were
»‘given Verba11y1 Data collected on each 1nd1V1dua1 and organl-
zation 1ncluded | ' e

Name (1nd1v1dual)

- _,Number assrgned to_the organlzatlon (example'iOZ;'OB;“ e

04, etc )

o

,PI‘OdUCt organ1zat1on 01‘ serv1ce organ1zat10n (part1c1-‘

.pant checked product or serv1ce)
.,Product organlzatlon def1n1t1on An organrzat1on:
‘“whose primary purpose is . to produce a product.
“kServ1ce organ1zat10n def1n1t10n An organlzatlon
swhose prlmary purpose is to prov1de a serv1ce.

Superv1sor or Non Superv1sor (part1c1pant superv1sor

‘lor non superv1sor) _,~vr:-_t»j"§ E
’djSuperv1sor def1n1t1on An 1nd1v1dual who works
through others to accompllsh a g1ven task Thlsv;'
f1nd1v1dual w111 probably have the respon51b111ty
kto evaluate, select and recommendlterm1nat10n of
the pcrsonnel he or she supervrses. ‘A superv1sor

A
i U

|

A



may be cdnsidered first or second level manage-
ment. | ‘. | | |
Nonésupervisor definitioh: 'An ihdiVidual.who

- works directly with the task at hand.and'isvre4
sponsible only for his orihef own pfoduction;

Three or more management courses or less than three

courses (participants checked three or more or
less than three management courses)

Management course definition:, A series or group
of classes with a primary focus on supervision

or management skills, theories and information.

Scoring

The scanjtronlforms were scored and the nuﬁber‘correcf
was tabulated for each sub-test category. That informatibh,
tqgefher with the individual data on the scan-tron, was fed
into the computef for tabulation of mean scores, percentiles
and variables. Scores for each sub-test category were then

translated into percentile rank.

Reporting Scores

Organizations who opted to allow tén}or more of their
employees fo take the survey received a group composite score;
that is, the mean percentile scores for their eyployee groﬁp
or groups (Appendix B). In addition, they were presented with
the mean percentile scores of the total assessed population in-
cluding the categories of supervisors, non-supervisors, service

ofganizatibns, product‘organizations,,those who had completed

]



more than three management courses, and those who had completed;j”'

less than three management courses.u ThlS 1nformat10n was pre-
sented in a flnal 1nterv1ew with. the management of the sponsor-':’
ing organ1zat1on 1n order that they m1ght do a comparatlvelv
ana1y51s of thelr employee group to the total assessed popula-nv
t1on 1n each category and each maJor var1ab1e.a Due to poss1b1e;ﬁ
vcompllcatlons 1n the areas of personnel management and 1abor o
relat1ons,vcomp031te scores were not'glven to the'lnd1V1dua1
participants. The decision to reveal comp051te scores was 1eftﬁf
in the hands of the company management.v 1 | |
Each 1nd1v1dua1 who completed the survey recelved a.
fpersonal copy of the1r results. Each assessment results packetf
1nc1uded a cover letter, a graph dlsplaylng thelr percent11e
rank in each of the sub test categorles, and a Top1ca1 Course
Index.: (See Append1xes c, D E and F) The top1ca1 course 1n-l

.dex enabled the part1c1pant to cross. reference a category of

developmental need with specific topics covered by that cate-”

gory ‘and courses offered in the communlty which deal;wrth;thoseF'ﬂ” O

topics. N

| Ind1v1dua1 and organlzatlonal scores were reported in.
,terms of percentlles for each of the sub tests and for the total
test.v Percentlle scores range%trom one to n1nety n1ne w1th an
average score of f1fty A score of thlrty, for example, means

that approx1mate1y th1rty percent of the people that have taken

the survey achleved the same or a lower score wh1le approx1mate1y
¥ | | |

seventy percent scored higher.
v R



Ind1v1duals were encouraged to ask questlons 1n the-

hgroup meetlng when thelr results packets were returned They

were encouraged to view . thelr results in a p051t1ve, prescrlp-

tive manner. Assurances were aga1n glven that 1nd1v1dua1 sur-"

vey results were held in the strlctest confldence and that com-d_\v

,pany management only had access to group mean scores.\ Ind;-

v;dual part1c1pants were then 1nv1ted to make one to one
app01ntments w1th the survey admlnlstrator 1f they had any

questlons or w1shed clarlflcatlon on their 1nd1v1dual results.=:



”;‘RESULTSTANDTCONCLUSTQNS"" o

As a result of the prev1ously descrlbed problem, it .
was dec1ded that an obJectlve,_,content orlented norm refer-'
: enced test would act as a. mot1vat10na1 factor in management
‘development on both an 1nd1v1dua1 and organ1zat10na1 level
Such an 1nstrument was developed and used by flfteen organl- o
‘zatlons in the Pomona’Valley and Inland Emplre area of Southern ]
Ca11forn1a - (See Appendlx A) P1ve hundred n1nety n1ne 1nd1-
v1duals were assessed by the 1nstrument wh1ch is: t1tled the
‘ Management F1e1d Survey | vvi ‘Hb ,,;:h} vnh

| .' The null hypothe51s does not appear to be supported
for the follow1ng reasons. - Two groups from two d1fferent
part1c1pat1ng organlzatlons tota11ng forty two 1nd1v1duals
were tracked in relatlonshlp to thelr attendance at the local
communlty college after belng assessed and rece1v1ng percentlle
v."ranked results : Twenty seven of the forty two (64%) d1d en-
}roll in the management program the follow1ng quarter , These :
were all flrst t1me part1c1pants 1n that program In other
words, those who had or were currently taklng courses 1n man-‘:
agement at that communlty college were not 1nc1uded as a part
of the 64% f1gure - In add1t1on a number of 1nqu1r1es about
management development opportunities in the geographlcal.area
were made‘by individuals‘who participated v The fact that man-
'agement and pre management employees were 1n1t1at1ng 1nqu1r1es v
18 oy |
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and‘pursulng management tra1n1ng on thelr emn time was:an 1m-
"portant p051t1ve result of the Management F1e1d Survey ThlS 'h
trend contlnued con51stent1y throughout the entlre study n
_Part;c1pat1ngvorganlzatlons reported‘that 1nd1y1duals who

had previou31y shbwn little or no interest in-management‘de-
‘velopment were now maklng 1nqu1r1es and taklng actlon in that
area. Some of the apparent motlvatlonal change mlght be attri-
buted to the "Hawthorne effect" (that of show1ng p051t1ve atten-
tion to.the-study participants) if it»were not‘for the fact

that most of the.organiZations involved»already'had onfgoing,h
in-house training programs. The intrinsic motiVatibnalbchange_;
of many of the individuals who were assessed seemed,te he)di-
‘rectly related to the_Management Field'Survey.

On an organizatienal level it was observed that‘posie
tivé‘changes were.made in the support ef management training,
,especially on a supervisory level. Ten of the fifteenvqrgani~_
zations (67%) requested management training programshfrom the
local community-college. The“training‘programs were‘held
on site, at the requesting organizationr' SeVeral.organiZa-
tions, including‘numbers 03 and 14,'developed‘in-service man-
agement training reportedly as a direct .result of the applica-
rtlon of the Management Field Survey The other organlzatlons
contlnued their already establlshed tra1n1ng programs but re-
ported, 1n'some cases, a change in direction or emphasis as a

result of the analysis made of their mean percentile scores.
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One 1nterest1ngvcase was that of AJax Company 9»
’-requested that the Management F1e1d Survey be admlnlstered to
two dlfferent groups w1th1n the1r organlzatlon so that an :
x'analys1s of the mean. percentlle scores of the groups could
be done The1r f1rst 1eve1 superv151on and m1d to top Level -
’management were the two 1dent1f1ed groups. In‘thelr‘estrma-
tion there was su;h andlfferentlal between the mean percentile

scores of the two groups that»they‘concluded*there was no'may,

o under present condltlons, they could promote from w1th1n

'(See Appendlx G) The ‘top management 1evel mean scores were
geperally superior to those of all superv1sory/management level;
' 1nd1v1duals who_had part1c1pated,1n.the Management F1eldeurvey
study. :(See Appendix H)‘ On the other'handu-their'first line
-superv1sory 1evel group tended to score 1ess than the non-s
superv1sory or pre- management study part1c1pants (See Appen-
dix I) As a result, AJax Company 1n1t1ated in- serv1ce and
actlvely supported external training programs for the1r supere

v1sory level staff for the first t1me in the1r hlstory

Re11ab111ty of the Management Fleld Survey

The result of the Koder R1chardson Formula‘21 relia-
bility analy51s of the Management F*eld Survey 1nd1cates a:t
generally reliable 1nstrument (Appendlx J). The_total score
reliability of .84‘15'very respectablef The standard error of

measurement»of»5;8 Suggests that individual total scores.may

_ 9AJax is a fictitious name used to prbtect confiden-
tiality. However it refers to an organization which partici-
pated exten51ve1y in the Management Fleld Survey process

- They' e



be accepted w1th a good deal of confldence. This standard'
error of measurement is above average for an 1nstrument of
this length

With the exception of Subtest E, all snbtest,reli-
ability’factors are acceptable; 0f course, the more questions
”there are the higher the reliability. | | |

| Subtest E (Quallty Control) has problems which need

attention. The re11ab111ty factor 1nd1cates that the subtest
items are subject to random guessing. An 1nd1v1dua1 score,
therefore, may reflect test wisdom" ratherwthan knowledge
of quallty control |

The standard error of measurements for the subtests
‘ are‘typical and are not indicative of extraordinary testing
error. | |

As a‘Whole, the instrument appears to be in goodv

_shape and defensible in the face of its intended use.

Validity of the Management Field Survey

The Management Fleld Survey was developed w1th the
direct input of management‘pract1t1oners. Because of this
method of development; the selection of topics»and the_usedof
‘percentile scores the Management Field Survey appears to have
high face validity. The reactions of participants on both an
individual and organizational level indicate they accept the
face validlty of the instrument.‘ For the purpose of this study,
face validity is the most important form of validity that

could be-demonstrated. Without face validity, no matter how
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va11d the 1nstrument may be in other ways, the test could not

have acted as a motlvatlonal factor for management tralnlng

and development The select1on of the testlng populatlon was"

y‘also»an_1mportant part of the face va11d1tytof4the-Management"

Field Survey.. Part1c1pants knew they were be1ng compared w1th

'the1r colleagues, thus the1r percent11e results carrled 1m-.oi

portance to the testee.

Add1t10na1 studles found that the 1nstrument appears to.

nhave construct va11d1ty as a measure of content knowledge 1n

‘the area of management and superv151on. There 1s a measurable

d1fferent1a1 between ‘the mean percentlle score of those who had

‘taken more than three courses in management and those who had
‘taken less than three courses in management. (See Appendlxes :

- K and L)

As would be expected the superv1sory/management testees’

,produced hlgher mean percentlle scores than d1d the non superv1sors

(Appendlxes M and N) The non- superv1sory part1c1pants d1d score

h1gher on Sub- test A (Management and Superv151on of Personnel)

 When thls 1nformat10n was fed back to part1c1pat1ng organlzatlons,

the observatlon was made that often superv1sors were promoted
on the bas1s that they were the best techn1c1ans and not because

of-thelr knowledge or sk111 in the»area of people'management

v‘It was therefore concluded on the part of some that management

~training should take place on personnel topics 1n order to help

prevent p0551b1e personnel problems Some organ1zat1ons con—‘
cluded that they mlght ‘want to con51der a rev1s1on of the1r

criteria for selectlon of superv1sory employees
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It was also observed that serv1ce organlzatlonsbtended
'to dlsplay hlgher mean percentlle scores than product organlza-vpv
vtlons.‘ (See Appendlxes O.and P) The exceptlon to thlS was the:

‘.subtest of quallty control (Subtest E) Thls would be expected
- as there tends to be a greater empha51s on statlstlcal quallty

control in product organlzatlons.

"FinaIIObservation

'UA’final'observatiOn*was that‘of comparing,an;opinion |
survey7Which‘COVered'the_samevtopics'as‘the_Management Field
Survey‘Withbthe}resuits oftthe objective,instrument (Management
F1e1d Survey) - (See Appendix Q) There appeared to be a ten- .
'dency on the part of the testee, when g1ven the opportunlty to
determlne hlS or her tra1n1ng needs, to select top1cs wh1ch
were in the category of developmental strength rather than
developmental need ' Though thlS is a casual observatlon the
1mp11cat10ns are so severe, 1t is be11eved that further study
is warranted in thlS area.v If it is found to be true that 1n-v"
d1V1duals tend to select areas of developmental strength when y
confronted w1th a subJectlve survey, and as observed by a search
of ‘the 11terature, most pre tra1n1ng needs assessment is conducted
vv1a subjectlve survey, then dt may be that a great deal of 1n-'
1d1v1dua1 and organlzatlonal resources ‘are be1ng unnecessarlly .

\dlrected toward developmental strengths rather than need.
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 APPENDIX A

© PARTICIPATING ORGANIZATIONS

Product Organlzat1ons

Defined as follows: Those organlzatlons whose prlmary
funct1on is to produce a product. : o

HIIQTNmooOow >

General Dynamlcs, Pomona, CA
Ameron Steel, Etiwanda, CA
General Electric, Ontario, CA

. Inspiron, Cucamonga, CA

Data Design, Cucamonga, CA

Freightliner, Chino, CA :

Sunkist, Ontario, CA (4 groups)
Dynaelectron, Norco, CA :

Schlosser Forge, Cucamonga, CA (2 groups)

Service 0rgan1zat1ons

Defined as follows: ‘Those organizations whose prlmary

AaTMmoOw>

“function is to perform a service.

General Telephone, Ontario, CA
City of Ontario, Ontario, CA (3 groups)
City of Chino, Chino, CA

Department of Corrections, State of Ca11forn1a
.. Aztlan Counseling Center, Ontario, CA

Claremont Manor, Claremont, CA
Students, Department of Superv151on Chaffey Com-
munlty College ‘

Notei In order that conf1dent1a11ty might be malntalnedL

~organizations are not listed in the order in which
they participated in the Management Field Survey
All scores w111 be dealt with anonymously
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" © 'MANAGEMENT FIELD SURVEY

ORGANIZATIONAL MEAN PERCENTILE

SUBTEST CATEGORIES.

Name:“Organiiation:#id-(service)_ B

A B

¢

. : b
Human Labor -
. 'Relations

Personnel - Principles

PERCENTILE -
w
F-9

38
53

Organization #1Q,,,.32
" All Service
Organizations 54

Relations

41

48

29
"sp

- . APPENDIX B ..© -
SCORES" o R B
E CFE 06 - TOTAL .
Quality =~ 7. .0 T —_

Control_-Financial - Safety

I : B LLLLTIELTITY
» -

40
46

25
46
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. MANAGEMENT FIELD SURVEY

";PURPOSE

e The Management Fleld Survey is a 139 1tem test of an 1n-7 s

| d1v1dual's knowledge of facts ‘and methods wh1ch characterlze
vthe successful manager or superv1sor | : . : _ »T

| f‘ Tt is hoped that the 1dent1f1cat10n of 1nd1V1dual needs,i‘;_
'V1a‘the survey, w111 ‘serve as a sprlng board 1nto on go1ng o

educatlon

'STANDARDIZATION

Standardlzed norms have been statlstlcally formulated for ;

"fveach of the 1nd1v1dua1 subtests as well as the total test

"The norms are reported in terms. of percentlles wh1ch reflect
how a part1cu1ar 1nd1v1dua1's score ranks in comparlson to the:

scores of others who have taken the test

I INTERPRETATION

Percentlle scores range fromil to 99 v1th anbaverage
score of 50 A score of 30, for example, means that approx1;
mately 30 percent of the people that take the survey achleve
the same or a lower score,/uhlle approx1mate1y 70 percent
score hlgher A score of 80 means that 80.percent of the
people who took the survey achieved the same or a lower score,

’wh11e approx1mately 20 percent scored hlgher |

27



‘Name: _John Doe

PERCENTILE

: : . ‘ S  AFPFLNULA D
V.SUPERVISORY TRAINING ASSESSMENT TOOL . |
- INDIVIDUAL PERCENTILE SCORES

- SUBTEST CATEGORIES 28

A B c D E F G TOTAL

Percentile . : . _ g :

Rank .~ 03 03 31 - 28 67 20 .. 20 09
100 ' ’ L "
98

96

o1

92
90
88

86
84
82




”,Name Jane Doe o

o Percentlle IR - O T O ol e
‘ .Rank 88 92 80 85 46 86 36 - 88 '

PERCENTILE

(APPENDIX B
SUPERVISORY TRAINING ASSESSMENT TOOL : |

'INDIVIDUAL PERCENTILE SCORES :‘,-~g,-<ﬂg.;v;~"’»;,'-
'SUBTEST CATEGORIES ,,;;g B R 1)

e




s

Subtest Category"’g,"

Management § Superv151on

of Personnel

Part I

. Subtest A

Management/Superv1sory

Principles

Part I
Subtest B

Topical Course Index.

ToEics

' What a superv1sor/manager

should know

‘Supervisor of employees
under 18-

Supervising handlcap per—‘
- sonnel

‘Supervising women ,
Supervising older employees

Decision making : C
Equal employment oppor-‘

~ tunity

Selectlng'personnel

‘Evaluating through wrltten '

tests -

Pre-employment 1nterv1ew1ng'

Training new employees
Directing employees
Supervising minorities"

Dealing with employee o
complaints ‘

’Increa51ng JOb satlsfactlon

Purpose of management

Responsibility § authorlty

~of management
‘Organizational structure

Use of committee structure

‘Functions of managers/

SUPGI‘VlSOTS

" MANAGEMENT/SUPERVISORY FIELD SURVEY

Chaffey Communlty College

Management/Superv1sory Classes'h,:'

Mgmt
Mgmt '

. Mgmtv

Mgmt

Mgmt

Mgmt

- Mgmt
o MMgmtf
- Mgnt
‘ngmt

- Mgmt
 Mgmt

- Mgmt

Mgmt'

501

s34
510
525
526

527

529
541
542
543
- Workers

Retirement Plannlng _
Labor Management Re-r'

saa
550

Survey of Management
Skills

Introduction to Super—M'

vision
Psychology of Super-
vision

Affirmative Actlon 1n :'

Management :
Sex § Organlzatlonal
Games

Women in Management
Employee Counseling
G Interv1ew1ng :
Supervisor's Respon-

sibility for Personnelj,.f

Part1c1pat1ve Dec151on
Making .
Insights Into 01der

glatlons

: Mgmt;502‘

534

501

Introductlon to Man-’f-
‘agement - :

.Introductlon to Super—
‘vision - B
Survey of Management .M_

Z5F_SL1115

‘ai:XIGNﬁadvlﬂl V”i[h,;f“ o
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SubtestvCategoryl

Management/Superv1sory]-*
Principles (contlnued)v

Human Relations

Part 1.

VSubtest”Cg;,;yj¢7f

Topics

- Planning
Controlling

Decision making ,
Difference between manage-
ment § non- management per-

.sonnel - .
" Effective leadershlp :
- Leadership style

Effective change

- Team building -

- Forces affectlng work s1t-” .
- uations : :

- Working w1th 1nforma1

groups B :

A Purpose of human relatlons
in organization .

Organizational communlca—;
tion processes - o
Commun1cat1ng person to-'

person.

Motivation -

Dealing with: att1tudes

and beliefs R
Employee morale

Living with the "gfape-fm

‘vine" :
FFUnderstandlng role of feel-ﬂ
~ings C
- Dealing with problem em-v

':‘v_ployee
- Dealing with anger
: Dea11ng with conf11ct

ChaffeyvCommun1ty College

_Management/Superv1sory Classes

Mgmt
Mgmt-

Mgmt

 Mgmt

'ngmt

Mgmt

_Mgmt’
c'Mgmtf
| :Mgmt;
Mgmt
"Mthu

‘Mgmt 543
o Mgm"t:

542
L s1on Mak1ng

510
524

528

524
510
534

529

501

Psychology of Super-
vision
Human Relat1ons for

Supervisors o
Interpersonal Rela- ‘

- tions
541

Supervisor's Respon-
sibility for Manage-
ment of Personnel

Part1c1pat1ve Dec1-‘

Human Relat1ons ey ,
Psychology of Super-
vision

Interpersonal Rela-«
tions '
Employee Counsellng &
Interviewing

Survey of Management

- Skills

544,

Insights Into Older
Workers -

vRet1rement Plannlng

Vv

-Introductlon to Super-;v’” |
- vision . ‘
528
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Subtest Category

Human Relations (contlnued)

Management/Supervisory

Responsibility for Labor '
Relations , :

- Part Ii

Subtest Q~gr...m'”.

Management/Superv1sory

‘*:”Respon51b11ty for Quallty
-”_Control ,

~ Part II
- Subtest E

Togics
Employees reactlon to

change: : .
Understandlng worker

. fristration

Understandlng dlfferent

. point of view

Developing trust‘G con-

>f1dence

Management view of unions

Labor relatlons in non-

‘union company

Contract adm1n1strat10nkf

- Preventing grievances

Handling grievances.

,Purpose of quallty controlio-

Evaluating quality
Quality respon51b111ty of

‘supervisor

Chaffey Communlty College

Management/SuperV1so:y Classes.

on .C.
"‘Q.c.

Using data to Control qual-o :

ity

Use of product sampllng

, Understandlng quallty control
- charts

‘Understandlng probablllty
‘Describing or 1ndex1ng :
'samples - '

f-’Mgmt’sso
-Employee resp0n51b111ty to'” o
‘the union

N - Mémt7534
"Right to Work" L

502
522

Labor Management Rela?f o

tions.

Introductlon to Super¥j1j7'

V1510n

Introductlon to Qual-{~,7o'

ity Control-

Quality Control Sta- R
tistics -
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Subtest Category

Finanﬁialeools of Man-
agement/Supervision

Part II
Subtest F

Management/Supervisor's
Responsibility for Safety

Part II
Subtest G

Topics

Understanding the meaning

of competition in the Ameri-

can system
Understanding profit
Understanding loss

Economics in relation to

production

Understanding the balance
sheet

Purpose of a budget
Manager's responsibility
for budget _
Formulating a budget
Inventory control

Safety principles
Purpose of industrial
hygiene

CAL/OSHA v
Correcting hazards
Noise as a hazard
Industrial disability
claims e
Accident reporting

Chaffey Community Coliége
Management/Supervisory Classes

Mgmt 503 Accounting for Super-
Visors and Managers

Mgmt 560 Introduction to CAL/
) OSHA & Safety
Mgmt 562 Recognition of Occu-
pational Health Hazards
Mgmt 563 Advanced Industrial -
Hygiene



APPENDIX G

COMPARATIVE MEAN PERCENTILE SCORES FOR
MANAGEMENT AND SUPERVISORY LEVELS '
SUBTEST CATEGORIES
AJAX COMPANY

D
Labor
Relations

B c E

A c
Human

" Control

QuaTity

B G TOTAL

Financial Safety .

100
98
96
94
92
90
38

- 86
84
82
80
78
76
74
72
70
68
66
64
62
60
58
56
54
52
50
48
46
44
42
40
38
36
34
32
30
28
28
24
22
20
18
16
14
12
10

8

6
4
2

Personnel Principles - Relations

L IRLLEITILRELEEIERE T
g

Supervisory #03 e 30

Management #05

47 47
47

25
70

wesas 70

66

34



PERCENTTLE

Management

ALl Supervisory s 43 48 45 49 : 52 47

APPENDIX H

COMPARATIVE MEAN PERCENTILE SCORES FOR ,
MANAGEMENT AND ALL' SUPERVISORY PARTICIPANTS COMPLETING ASSESQ\«{E\;T
" SUBTEST CATEGORIES
‘ : AJAX COMPANY

A B c b E E G
Human Labor - QuaTity -

TOTAL

Personnel  Principiés Relations Relations Control Financial  Safety

— 70 70 66 47 59 65

vl »n

~ S

- 35

70



~ APPENDIX I

COMPARATIVE MEAN -PERCENTILE SCORES FOR

SUPERVISION AND ALL NON- SUPERVISION PARTICIPANTS COMPLETING ‘THE ASSESSME\T

- SUBTEST CATEGORIES
v AJAX COMPANY .
A B . ¢ o E B G .
Human Labor Quality ’ i

TOTAL

1

PERCENTTLE

00

—
[SS I~ e v - Nen]

Personnel Principles . Relations Relations Control - Financial Safety

Supervision
A1l Non-

30 25 25 47 47 34 46

SUPETViSiON weews 44 47 42 12 . 46 v 39 Y

36



'APPENDIX J

MEAN -AND PERCENTILE REPORT FOR o
TOTAL POPULATION :
‘BY SUB AND TOTAL SCORES

Total

Type " Items  Mean g Percentile
Management and Supervision | o .
ot Personnel Sub Score A 28 18.9 44
Management and Supervisory R f
Principles, Sub Score B 24 - 15.0 - 47
Human Relations, Sub Score C 37’_ 22.8 | 44

Management and Supervisory
Responsibility for Labor , o ‘ ,
Relations, Sub Score D 12 7.9 .47
Management and Supervisory "
Responsibility for Quality : ~
Control, Sub Score E 12 5.1 50
Financial Tools of Manage- '

ment and Supervision,
Sub Score F 15 9.2 45

Management and Supervisory
Responsibility for Safety, : .
Sub Score G , 11 4.7 _ 51

TOTAL SCORE : ' 139 83.5 - 45

TEST RELIABILITY REPORT

Test ' KR-21% ‘ ' SEM**
Sub Score A 0.52 2.5
Sub Score B 0.40 2.4
Sub Score C 0.60 _ 2.9
Sub Score D 0.37 ‘ % 1.6
Sub Score E 0.19 | 1.7
Sub Score F 0.54 1.8
Sub Score G 0.38 1.6
TOTAL SCORES 0.84 : 5.8
® Koder-Richardson Formula 21 rellablllty analysis

*%  Standard Error of Measurement

37



~ APPENDIX K

 MEAN AND PERCENTILE REPORT FOR
THREE OR MORE PRIOR TRAINING COURSES
BY SUB AND TOTAL SCORES

Type "~ Mean

Sub Score A 20.3

Sub Score B 16.0

Sub Score C . 24.4

Sub Score D 8.5

Sub Score E : 5.6

Sub Score F 10.1

Sub Score G , 5.3

TOTAL SCORE 190.1
~ MEAN AND PERCENTILE REPORT FOR
LESS THAN THREE PRIOR TRAINING COURSES
» BY SUB AND TOTAL SCORES

Type - Mean

Sub Score A 18.3

Sub Score B 14.5

Sub Score C - 22.0

Sub Score D 7.6 |

Sub Score E 4.9 !

Sub Score F 8.8

Sub Score G 4.4

TOTAL SCO

RE ' 80.4

38

‘Percentile

59
e
59
58
60
57
62
64

. Percentile

37
42
38

41

46
39
45
37



. Personnel

COMPARATIVE MEAN PERCENTILE  SCORES
FOR THOSE .COMPLETING 3 OR MORE COURSES AND THOSE COMPLET[VG
- LESS THAN 3 COURSES IN MANAGEMENT/SUPERVISION

A B € D i E F
- : Human Labor QuaTity -
Relations Relations Control

Principles Financial

APPENDIX L

39

G TOTAL

Safety °

3 or more courses

Less than 3 coursesecee 37

57
39

"~ 60
46

59
38

- 59 59

42

58
41

62
45

64
37



 MEAN AND PERCENTILE REPORT FOR .
© SUPERVISORY/MANAGEMENT EMPLOYEES

'T_’e i

Sub Score3
Sub Score B
Sub

Score

Sub Score
Sub Score

Sub

Sub

TOTAL.SCOREY

Score

Type

Sub
Sub
Sub
Sub
Sub
‘Sub
Sub

TOTAL SCORE

Score
Score
Score
Score
‘Score
Score
Score

Score F

Q mmo o w >

o
B

c
N
I ST

F

G

- BY SUB' AND' TOTAL SCORES

Mean - -

18.
15.
22.

5.

9.
4.
84.

= oo BN O VO O

' MEAN AND PERCENTILE REPORT FOR

NON-SUPERVISORY EMPLOYEES
BY SUB AND TOTAL SCORES -

Mean

19.0

14.9

22.5 |
7.6 B
4.9
8.8
4.5
82.1

40

 Percentile

43 o

 .45.'
49

S 52

47
52 -
47

Percentileb

44
47,
42
42
46
39
47
41



 APPENDIX N

' COMPARATIVE MEAN PERCENTILE SCORES A
FOR SUPERVISORY AND NON-SUPERVISORY PERSONNEL ~~  ~ ~
SUBTEST CATEGORIES . . a1

: T T " Human . Labor . = Quality B U :
“Personnel - Principles - "Relations ~ Relations. ,’-:Control _Financial _ Safety

100
98
96
94
92
90
88
86
84
82
80
78

74
72
68
66
64
62
60
S8
56
54 -
S0 .
48

- 46

- 44

42 -

40

38
36

30 .~

26

S22 e
18
14 - R | e e T

12 S . : S R

" PERCENTILE

S
NP O

"'__Supervi-.sory P 43 ,r," 48. 45 . 49 . 52 : 47 - ‘ 52 . 4‘j
Non-Supervisoryse 44 47 a2 42 46 0 39 47 &



~ Type

vSub
Sub

-Sub-

Sub
- Sub

Sub- G
TOTAL SCORE '~

: TXEe 
Sub

Sub
Sub
Sub
Sub
Sub
Sub

Score
Score

Score
Score

Score

Score

Score

Score

Score

Score

Score

Score

Score

Score

O‘ijﬁv@?f) Wf>>5_T ff;‘7Tf:;f‘@ E@

m O QW >

SR 5
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- APPENDIX P

 COMPARATIVE MEAN PERCENTILE 'SCORES I

' FOR PRODUCT AND SERVICE ORGANIZATIONS - UL .
" SUBTEST CATEGORIES i Y ¥.|

TOTAL . -
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- TOPIC SURVEY |

Dec1s1on mak1ng

‘tunity .

Selectlng personnel :
_Evaluating through wrlt-
- ten tests :

Pre- employment 1nter-
viewing :

Training new employees
Directing employees
Supervising minorities
Superv1sor of employees
under 18 ‘
,Superv1s1ng handlcap per-
sonnel '
‘Supervising women
~Supervising older em-
ployees ‘
Dealing with employee
complaints

;Increa51ng JOb satlsfac—

" tion

Appraisal 1nterv1eW1ng
Promot1ng employees

Purpose of management

T Responsibility § author-

- ity of management
Organizational structure
Use of commlttee struc-
ture .

Functions of managers/
supervisors

Planning

Controlling

Difference between man-
agement § non- managementv
“personnel

Effective leadership
Leadership style
Effective change

Team building

Forces effecting work
situations

44

© APPENDIX Q

.‘v\

o eJWork1ngmw1th 1nformal
Equal employment oppor- ogroups :

Purpose of human rela-

~ tions in organization -
. ‘Organ1zat1ona1 communl-
- cation processes -
.iCommunlcat1ng person to-
.. person .
. Motivation s
~_Dealing with att1tudes
"~ and beliefs
__Employee morale
_Living with the "grape-:
»Vlne"'.., -
‘Understandlng role of

feelings

- Dealing w1th problem em-
~ ployees

Dealing w1thvanger ;

__Dealing with conflict
o Employee react1on to
~change
~ Understanding worker
- frustrations -
lUnderstand1ng d1fferent
- points of view -

Developing trust and cone,

' :fplf1dence

' Management view of unions
__Employee respon51b111ty =
.to the union =

"Right to Work" :
Labor relat1ons 1n non-
union company B
Contract admln15trat1on’

~ Preventing grievances

Handling grievances

___ Purpose of qua11ty control

___EBEvaluating quality -

__Quality respons1b111ty of
_supervisor



'U31ng data to control quality o

'nUse of product sampling
“Understanding probability
“Descrlblng or 1ndex1ng samples

Understandlng the meaning of

competition in the Amerlcan ‘
system -

Understand1ng prof1t

__Understanding loss o
Economics in relatlon to pro-ﬂ;m’w

duction.

Understandlng ‘the balance sheet,'

Purpose of a budget
“Manager's respon51b111ty for
budget

Formulating a budget
Inventory control

Safety principles

Purpose of industrial hygiene
CAL/OSHA

Correcting hazards

Noise as a hazard :
~ Industrial disability claims
~Accident reporting
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'PART 11

MANAGEMENT/ SUPERVISORY FIELD
SURVEY INSTRUMENT AND KEY



 APPENDIX R

. MANAGEMENT/SUPERVISORY B
FIELD SURVEY | .

DIRECTIONS9

"The Management/Superv1sory F1e1d Survey is de51gned to
assess educational and training needs in the areas of manage-
ment and supervision. The survey is administered and scored =
independently and will not be utilized for personnel selection
or evaluation by the sponsoring corporation. . Sponsoring cor-
porations will receive only a composite score for their em-
ployees. Your individual score will be avallable only to you
(upon request) and no one else : .

SR Survey questlons must be answered on- the prov1ded scan-‘*'
tron answer forms. PLEASE DO NOT WRITE IN THE TEST BOOKLET.
Use the green. scan tron form for Part'I and the red scan-tron
form for Part II Do’ not mark on the test booklet :

- Al1 questlons ‘are multlple ch01ce Choose the best an-
swer for each question and mark the number or 1etter for ‘that
answer on the scan-tron form. Although there is no time 11m1t,

~better results are obtained by working qulckly, not spendlng
_too much t1me on any one item. . _
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MANAGEMENT/SUPERVISORY FIELD SURVEY
PART I

~ USE GREEN SCAN-TRON SHEET
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\

PLEASE DO NOT WRITE ON TEST BOOKLET
PART I

NSUBTEST A - MANAGEMENT AND SUPERVISION OF PERSONNEL '

1; A ‘common problem 1n training new employees is that super-
visors often see JObS as be1ng : _

a. Easier than they really are

b. More difficult than they really are

c. Too detailed to learn effectlvely in a short perlod of
. time .

d. Unlnterestlng

2. The first role a superv1sor usually plays 1n re1at10n to a
new subordinate is: ,

a. Spokesperson
b. Counselor
c Educator
d. Authority figure

3. One way to insure greater worker cooperation is:

a. For the supervisor to make the key dec151on and ask for
worker approval

'b. To allow worker part1c1pat10n in decision maklng

c. For the supervisor to clearly explain the reasons for

v the decision to the workers

d. To allow workers to make some: of the less. 1mportant de-
cisions .

4. A superv1sor managlng a very repet1t1ve task could increase
the feeling of job satisfaction by:

‘a.  Periodically rearranglng the job tasks

b. Removing all controls and allowing them to manage them-
‘ selves

c. Increasing the status of the task

d. Allowing his/her workers more breaks ,

5. In an appraisal interview it is important that a supervisor:

'Not extend too much praise for exceptlonal performance
Show the employee the consequences of poor performance
. Comment on good as well as poor performance

Discuss only good performance

ano®
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‘As a valued older employee beglns to slow down management:~h?*.

should

Cons1der transferrlng h1m to less demand1ng work
Look for ways to utilize hlS capab111t1es o

a
b
c. Suggest an early retirement
d

Order a medlcal check -up -

A good way to make sure that a d1sc1p11nary act1on has a

'p051t1ve effect 1s for ‘the superv1sor to:

a. Make every effort to demonstrate the fa1rness of the
:vact1on ‘ ,

b. Use it as an opportun1ty to show an employee how to PR
perform his work more effectlvely : ‘

'c;'*Make an example of the culprit at a general meetlng of

~ his employees
d.. Make the penalty a sllght one

Under normal c1rcumstances, an employee should be appralsed'

after which 1nterva1 follow1ng the conc1u51on of the tra1n-
-1ng perlod? ' : -

One year

.. One month
. Six: months
.. Two years

Which does not lead to 1ong 1ast1ng Job satlsfact1on and

’mot1vat1on? .

.  Responsibility 3”5
The work itself °
Fringe benefits

~Achievement -

1Di$charg1ng an employee'because*ofjrace is:

Usually 111ega1

" b. Allowable when racial problems 1mpa1r productlon
c

‘Acceptable in cases of a Bona F1de Occupatlonal Qua11~
fication -
d. fStrlctly 111ega1

.Promotlng from w1th1n

Assures the absence of morale problems |
Provides the best candidates ’

a.

b .

c. . Allows for the 1ntroduct10n of new blood
d

Is generally less costly
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“13.

14.

15.

16.

17.
C L ife
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The b1ggest obstacle to the appo1ntment of more women to

The

a.

_superv1sory p051t1ons once held exclu51ve1y by men is:

"f‘a;;hThe pre3ud1ces of men
b,

The lack of superv1sory ab111ty on the part of most

women , T
f‘The Women's Liberation Movement o u;_,u-.g
.~ Union. pressure : B L

‘purpose of appra151ng employee performance is to

Put a. measure on a subordlnate s personallty and JOb

- attitudes

b.
C

d.

a.

b.

C.
d.

If a test measureS‘what it 1ssupposed to measure, 1t is R
5.sa1d to be : L : '

b.

Serve as a means to d1sc1p11ne the subord1nate _
Show the subordlnate how he/she can 1mprove JOb per-
formance -

Determlne future pay and respon51b111ty upgrades

- When an employee's comp1a1nt seems unfounded, a. super-
~visor should: .

Llsten carefully to f1nd out why he/she th1nks that

-way
Show the employee where he/she 1s wrong
- Try to kid him/her out of it

Tell h1m/her to get back to work

Equ1tab1e
Reliable -
. Valid =
. ,Correlatedv ’
Thelusefulness of psychologlcal tests 1s 1n
a. 'Obta1n1ng the true 1nformat10n f"
~b. Supplementing other selection techn1ques : ST
c. Safeguardlng agalnst the unrellab1l1ty of 1nterv1ew—?
© ing
d. Seelng how the appl1cant reacts
An employee may refuse to follow superv1sory dlrectlons
a..'He/she bel1eves his her phy51cal safety or health
: would be in: jeopardy ‘
- He/she believes the work assignment is below his/her
job classification or skill level
c. He/she has completed eight hours of work and has
clocked out for the day
d.

-The shop steward advised not to
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20.

21.

22.

AN o e
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When'a.mahhgefﬁgtaffs his/hef ofganizgfioh; fhe f61ldw?rv_

~ing principle should be followed:

7 Se1ect pédpie»éapéble'bflperforming;théfde?'-i”f

b. .Select good people and give them work they can do .
c.. _

‘Select young people and train them in the job

- d. Select people with experience. /-

An employmeht’practite which disproportidhately>éxc1hdés,,

females and/or minorities from an organization may be

“unlawful unless the:

a. Practice has been approved'by thénunion‘._'_. '
b. ~Employer can prove a business necessity for having
the practice ‘ ’ :

c. Employer conducts at 1eé$tj50fperc§nt_6fﬁtheir busi-

ness outside of the U.S. A .
d. Employer did not know of the .effect of the employ-
- ment practice ¢ : . - )

Which of the following is a true statement?

a. People under 18 ‘can workiafter_12:00‘AMuasv10ng<as

it doesn't interfere with health. ., v
b. People under 16 may work in a bowling alley. .

c. People under 16 may work in a gas station with pafehts

: permission. . ‘ : ,
d. School officials may enter places of employment at any
time to investigate child labor conditions.

~During a pre-employment interview for a position which

requires the driving of company vehicles, it is legal to
ask: : ’ I SR S

To see their valid state drivers license - .
-If they are married (to establish dependability)
If they have ever been convicted of a felony
All of the answers above ‘ o

Failure to integrate women/minofitiés into a particular
job may legally be justified by the fact that: '

a. Blacks would not be accepted by customers ‘ L

b. Men are less dexterous (able to work with small parts)
than women ‘ ‘ ‘ L . o b

c. After reasonable effort, a woman/minority who met the

v qualifications could not be found C r

d. Women are not strong enough to do the job
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24.

25.

26.

53

Wthh of the follow1ng would be egal to ask dur1ng a :
pre- employment interview? ' '

N

(= glon

Do you have any phy51ca1 disabilities Wthh would

prevent you from doing this job?

Have you ever been arrested?

Do you have your own transportation to get to work?
Do you have adequate child care to insure against
loss of work time during your children's 111nesses?

In order to comply with Title VII of the 1964 Civil. nghts
Act (Equal Employment Opportunity), an employer should:

a.
b.
C.

d.

a.

b.

Hire token minorities in order to meet afflrmatlve

- action quotas

Lay off women first because men tend to be the head
of the household

Avoid placing a black person-in a department known
to be prejudice

Maintain stated job quallflcatlons necessary to per-
form the job

- Which of the follow1ng statements is NOT true concernlng
rac1a1/sex/age discrimination? .

Birth certificates and photographs may not be re-

- quired prior to the point of hire.

The company is safe if it can show that there was no

. intent to discriminate.

A white male 45 years of age is protected agalnst
discrimination in much the same as blacks and women
are. o
Consideration should be based solely on capablllty
and/or experience. _

~ Someone has applled for a job w1th your company who is

confined to a wheelchair. Out of concern for the organi-
zation as well as the handicapped person, you should:

a.

Protect your company from potential lawsuits and in-
surance problems by telling him/her that you are sorry
but the other candidates were more qualified for the:
job

Point out the physical barriers (such as steps) that
would make it unsafe for the individual

Avoid showing any sign that you noticed the handicap
Be direct about the job requirements asking the pro-
spective employee if he/she can do the job
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28.
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Two of the people you superv1se occa51ona11y visit w1th

each other in Spanish. Some of their co-workers are com-
plaining and becoming angry because they can't understand

what or who is being discussed. The most appropriate and

legal solution would be: B :

a. Fire the Spanish speaklng employees -
b. Counsel with the Engllsh speaking employees about
their anger
c. Request that the Spanish speaklng employees speak
- English while at work
d, Transfer the Spanlsh speaklng employees to a dlfferent
department :

Which of the f0110w1ng 1s NOT true about women in: the
work force?

a. Most women in the work force in the U.S. work because
‘they want to, not out of economlc need as their male
counterparts.

b. Women constltute 40 percent of the work force in the

- U.S. ~

Men outnumber women at the executlve 1eve1 600 to 1.
The average female worker is as well educated as the
_ average male worker.

SUBTEST B - MANAGEMENT SUPERVISORY PRINCIPLES

29.

30.

31.

[aFy gl

[« P @R o i}

One primary dlfference between an effectlve and 1neffec-'
tive leader is in understandlng : -

a. When disciplinary action is necessary _
b. That the central function of the employee is produc-,,
“tion

‘That friendship is the best motivator _

How a wide range of human needs can be met at work

The need for management is present

?Only in larger companies

In all organizations.

Only in business organlzatlons
When there are others to supervise

What is the maJor dlfference between managers and non—
managerlal personne17 :

‘a. Managers know how to do the work they manage better

than the workers.

b. Managers were born to be managers and workers to be
workers.

c. Managers perform many tasks wh1ch are not typlcally
performed by workers.

d. Managers know how to motivate people better than workers.



32,

33.

34.

35.

36.

37,
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N oe

th1ch of the f0110w1ng statements best descr1bes the
‘range of authority and respon51b111ty of the flrst '
‘level of management‘P : o

TManages workers and a functlonv[f“;

. Manages the workers
Manages work and workers Ll e T :
. Manages functions and a company o ‘rfwr N Al U
T

he most outstand1ng advantage to us1ng comm1ttees is:

. 'T1me saV1ng

Group del1berat1on and Judgment
Cost - :

...Gettlng the rlght answer

- Which of the following tasks is spec1f1ca11y a manager1a1 ,

task and cannot effect1ve1y be performed by workers?

‘a. Plannlng work

b. Making decisions
c. Organizing work

d. Bu11d1ng a worklng team

Informal groups w1th1n the organ1zat1onal structure

a. Form to satlsfy mutual needs not be1ng met by the for—
~mal organization
b. Are most often destructlve to organizational goals

~¢c. Can be manipulated for organlzatlonal goals
“d. Should be encouraged -

The most effective managerlal style for the manager to

practice is:

a. Autocratic because people need to be told what to do

b. Democratic because people produce results when they
‘are involved in decision making

c.  The one that produces the best results. , ‘ v

d. Minimum direction because jobs are so complex you must
give people free rein

A sudden increase in the freedom allowed by a superv1sor
is most apt to ‘

a. Produce better morale since subord1nates feel ‘they are
being treated as humans

b. Result in confu51on and poss1blc breakdown in the op-
eration :

c. Result in increased productlon

d. Increase supervisor's popularity
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fect1ve organlzatlonal structure 15'1

Cd.

b..
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- a.
- C
d.
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Three major forces 1nteract w1th each other to 1nf1uence
what happens in a work 51tuat10n ’
is NOT a major force?

Matrlx o

~Line and staff - ‘ ’ ‘
The one that fac111tates output
The one. that m1n1mlzes red tape 'f

‘Studles of 1eadersh1p show that

There are many k1nds of leaders o

All leaders ‘have the same characterlst1CSv
Leaders are unnecessary ,

Most leaders are born leaders '

The type of work
The place of work

.. The manager's attitudes and actlonsj;’

The characterlstlcs of the employee

Effectlve plannlng is dependent upon

.'Predetermlned condltlons;

Ideal conditions

.~ Static or controlled condltlons o :

A systematlc analysis of needs, obJectlves and re-
‘ sources . Sl
vba51c function or functions of supervision is: |

.Planning-

Organizing
Controlling

_vAll of the above

’dec151on maklng process

Should be approached in a. Systematlc manner L
Is independent of the planning process

Is synonymous with the planning process

Is only effective under ideal conditions

lexibility in'planning:

‘Is unnecessary

Is essential S
1s potentially detrlmental

ls only 1mportant in matters 1nv01V1ng subordlnates

56

vModern organlzatlonal theory suggests that the most ef-v_,

Which of the f0110w1ng
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Accordlng to the trad1t10na1 theorlsts, the 1mmed1ate jffda

v=source of ‘a superv1sor S authorlty 1s from.*t

Top managementb'

oA
- b. Subordinates.
o C.

46.

a7.

8.

49,

50. .

Aacon

oo

a0 o

Contemporarles 3

:,dt. Unlons‘

“Before an 1nd1v1dua1 can be held respon51b1e for dev1—.’”

ations from standards, whlch of the follow1ng condltlons
must be met: : : . o

a;haRegulatlon of what»he is d01ng must be w1th1n hls
- personal control

~b. He/she must know what he/she is supposed to do
'C,

He/she must have a general 1dea of how to accompllsh
his/her task.

ed.d'He/she must- know the ba51c pr1nc1p1es of work 51mp11~;

.flcatlon

~ The maJor control c1a551f1cat10ns are

.Open loop, performance, quantlty, quallty o
- Open-loop, closed-loop, performance,_utllltyﬁv
. Cost, time, quantity, utility : A
'Cost t1me, quallty, quantlty

;_If there 1s a keX to effectlve superv151on, 1t 1s the
superv1sor st _ : _

'Methods and technlques

a. S _ v ’
b Ability to establlsh productlve 1nterpersona1 rela-.*

tionships

; c. Knowledge of people and organlzatlons
d. "Polltlcal" know how : . . :

1dSome superv1sors carry out thelr leadershlp act1v1t1es
by the book.  Others. play it by ear Both types can be

successful prov1ded they:

Perfect the technlques of leadershlp S

Can develop mutual. confidence w1th the1r subordlnates
Don't let anything stop them

Stay 1n control of 51tuat10ns

Change introduced by management w1thout the 1nput of the -
subordlnates .

Can be effectlve, but at a cost ‘ R
- Is never effective - ’ : - :
‘Is most effective

.“Is favored by most subordlnates
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’When subordlnates are manlpulated to a manager s way of

o th1nk1ng
a. ,They seldom care
b. They rarely find out ‘
c. They consider it to be a 51gn of 1eadersh1p
d.

‘They will eventually realize ‘it and become. resentful

-The'time 1t takes to 1nvolve subordlnates 1n change

‘Is unnecessary in well organ1zed companles ,

‘Is highly overrated by managers ' ;
May realistically preclude 1nvolv1ng subordlnates in
some decisions

~d. Has minimal cost 1mp11cat10ns

SUBTEST C —”HUMAN'RELATIONS

53,

54.

55.

56.

a
~b.

c.

d

]

As a supervisor/manager, what course of act1on should you
follow after discovering one of your employees is an al-

'cohol1c? :
Place on probation
Terminate ' - =
Assess the effect on the person s JOb performance_
Ignore the problem as it is not the company's business

What is one of the most effectlve ways to boost an em-.
ployee's morale? R

Health Plan

a
b. Praise.
c

Increased wages
d. Special pr1v11eges

If one of your employees was . to be angry with your state-
ment "We need higher productivity from: you,“‘what would

“your reply as a supervisor be?

Stand your ground and 1n51st that it is rlghtfully
your responsibility to make such requests

Tell him/her that you are merely conveying a message
Retract the statement and say it a different way later
Let your employees know that you hear them and work
for a greater understanding.

N o

Two of wyour employces are experiencing a " crsonal1t
Y p g . y

'clash"'and come to you, as their supervisor, for adv1ce

You should:

a. Act as referee, maklng no Judgments as to who is rlght
'OT wrong

Encourage the position wh1ch you feel to be correct
Stay out of personality conflicts

Send them: to the personnel department

[« elwy
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A bas1c factor 1n effect1ve superv151on 15

"a, vThe trust and confldence people have 1n the super-:‘
- o.wvisor
~ b. The superv1sor s methods and techn1ques .
c. The superv1sor s insights and’ understand1ngs,
d. The superv1sor s "pol1t1cal" convictions = . -
The most. 1mportant factor in bu11d1ng trust and conf1-‘
dence 1is: v , .
-a. Empathy
b. Wisdom e '
c.  Ethical bellefs and behav1or
d. Emot1ona1 matur1ty or secur1ty
Amos T. is a very. outspoken direct type of person As
a superv1sor, he will have to: ‘
a. Be espec1ally careful of what he says to h1s boss
b. Change his style to a more diplomatic one
c. Stop saying what's on his mind '
d. Choose his words carefully, but retain his natural
characteristics
; When subordlnates communlcate upward
a. The1r messages may be biased by what they th1nk the1r
superiors want to receive '
~b.. They have a free choice of oral or written messages
- c.  They are seldom influenced by their personal goals
~d. They usually are objective
The attltude of workers toward frlnge beneflts is:
Indlfference S
To prefer more benefits to h1gher wages.
To want more benefits in addition to 1ncreased wages
. To demand higher wages '
~Each layer in an organization represents
a. Increased unity of command
b. A span of control
c Increased complexity
d. A dlfferent ‘degree of technologlcal development
Frustration and conflict are:

- Rare in well run organizations.

Unavoidable in most work situations
Avoidable in all work situations
Not related to the study of human relations

59
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Perceptlon tends to be .

;nglstorted oo

,QiNonselect1vej;»- . BT N RIS S UM
. Learned = B T e D AT
v 'Unrellable o - S o : L

Employee attitudes toward work:

‘Stay constant ‘

. Have changed substantlally

Are always positive - ,
. Demand a nice p011te superv1sor

When we deal w1th the causes of human behav1or, our ma-
Jor concern 15 :

. Mot1vat1on BRI
. Personality .

- Values

. Dev1ance

‘Managers who are skllled in. ana1y51s and problem solv1ng
arev : L . v

' ‘a} hOften bew11dered by the actlons of employees

"b. Usually best at human relations

c. Not dependent on others in the organ1zat1on

- d. Guaranteed'to be successful o

68,
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Most 1mportant to communlcatlon is. the avo1dance of

Detens1veness

.~ Cleverness

. Full disclosure
.'vArrogance .

“Job sen1or1ty affects mot1vat1on 1n that

;:ay.‘Long term employees are more ded1cated to the com—'

70.

‘pany :
b. Feeling secure, the employee works harder _
c. A supervisor is freed to concentrate on newer em-
o ployeeS' ’
d. The probability of be1ng 1ayed off is less related.
to,job performance S :

Commonly, the workers' first reactionuto change is:

a.” Annoyance
b. Relief
c. Anxiety
d.

Anger
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In commun1cat1on the largest obstacle to underStandlng

-The language is. subJect to many 1nterpretat10ns
.. The use of jargon : g
The psycholog1ca1 d1stance between sender and Te-
‘ceiver FoeUE T
.That people hear what they want to hear SRRSRETES

iWhen a superv1sor tries to change an employee s behav-
.'1or, he/she should expect this to happen S

Rapldly

“Slowly .
“With d1ff1cu1ty
With resentment

‘Accurate feedback assures the superv1sor that hls/her

employees

“The:

.:VUnderstand hls/her d1rect1ves;.5”
. Aren't u51ng the grapev1ne -

‘Are content = -

_Are ta1k1ng to each other

jmost effect1ve communlcatlons are

.’.Two way ‘
‘Verbal -

One way

‘In wr1tten form

Wh1ch of the follow1ng is the best descr1pt1on

~Yellow wooden penc11 w1th soft black 1ead
. Pencil with black lead :
. "Wooden pencil with red eraser

Yellow, round, wooden penc1l w1th soft black 1ead
and red. eraser. . : :

Emot1ons

a.
b.
C.
d.

Should not be con51dered 1n management dec151ons'"‘
“Are situational facts to be dealt with o
Should always be controlled by managers ) P

Are healthy but have no place in management dec151ons‘v

Confllct is:

Q0o e

"A sign of. poor managenent employee relatlons.a

Something to be avoided
An opportunity for creative resolutlon of d1fferences
Always destructive
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79.

80.

81.

82.

83.

84.

AN oe

Wthh of the follow1ng is most 11ke1y to result from the

_fallure to satlsfy human neeas?

Apathy
Determlnatlon

Frustration
. Increased productivity

_A supervisor who tr1es to manlpulate hls/her employees

creates an atmosphere of:

a.
b.
.
d

Distrust : -
Challenge ~
Dependency ’ _ R _ v
Confidence S o . \

What should the manager do with'fhe,grapevine?

N0 oe

Discharge anyone found using it
Eliminate it ‘
Learn to live with it )

'Rely only on it for factual data

Sound human relations occurs,when employees:

QLN o

a. Can make friendships on the Jjob

b. See that their needs are very 51m11ar to the goals
of the organization

c. Are encouraged to work together

d. Have their needs satisfied

Anger:
Comes from a feeling of being controlled
Allows for healthy "venting" of pent-up frustrations
Shows weakness in ability to solve problems
Should not be expressed by managers

To»change an employee's behavior, you must first:

a0 o

The

Ao

Listen to what he/she says

‘Make him/her feel accepted

Explain the consequences of not changlng

Gain his/her cooperation

objective of sound human relations in management is:

To increase growth and profit

To make workers happy

To enable people to work together more productlvely
To diminish behavioral problems on the job



85,
o _create defen51veness?

)
' —
, i
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88.
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89.
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]

Which- of the follow1ng statements 1s least 11ke1y to

a;
b,

zhd,

I th1nk you are wrong, but I want to know why you

“thought ‘that applicant was good. :
‘How .can you make such a stupld statement about that
‘applicant? =

‘I wonder if you are aware of your mlsperceptlon of
~that appllcant7 'h~.~
I don't believe that appllcant was Very good d1d

‘you think he was?

In terms of effectlve communlcatlon what 1s the most im-

_‘portant reason for feedback?
a.

1{b;
c.

d.

i

It 1nd1cates to the sender the message has been Te-
‘ceived =
It breaks up “the -sender s message 1nto shorter units

It 1ncreases the probab111ty that meanlng w111 be
shared -

It brlngs the recelver 1nto the communlcatlon process

. Tom is worklng on a report Joe is te111ng h1m about his -
date.

Which of the. follow1ng statements best 1dent1f1es'

the feellngs Tom may be exper1enc1ng?

a._ "Come on - cut the talk - can't you see I'm busy?""
b.

"Joe, your talking about your date when I' trylng

- - to write makes me very nervous.'" "

"I'm feeling like I want to punch you in- the mouth "

~"If: you don't stop talklng,.I won't be able 'to wrlte

my report. "

The behav1or that 1s most 11ke1y to reduce confllct 1nw_;7xrv

A
- b.
C

d.

o groups is:

Openness'

Secrecy - : o
Purposefully pursulng own goals
Changing the subject’ :

© Some. people say things that Just ”t1ck you off "i Whenf

this. happens you should

R

ja" N oliwy

.Say nothlng until you have come~up‘Withea good_re€

sponse R v ,

Be thankful - it gets your attention . N
Break in and describe your reaction: ’ '
Withhold your response and listen. untll they makc

" their- p01nt in full



MANAGEMENT/SUPERVISORY FIELD SURVEY
| PART II |

USE PINK SCAN-TRON SHEET
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PLEASE DONOTWRITEON THISTEST ST

SUBTEST D - MANAGEMENT AND SUPERVISORY RESPONSIBILITY FORIBI
: LABOR RELATIONS L v o

1. In a non unlon company, a SUpGI‘VlSOI‘ may

‘1. Give h1s/her personal oplnlons on unions

2. Tell employees what benefits they will lose 1f they

-~ ~vote for a union

3. Behave in any manner he/she chooses :
4-’kRestr1ct all dlscu551on of un1ons on company prem1ses

2. "nght to Work"_means ' FRT : [
1. M1nor1ty appllcants must be given pr1or1ty s R
2. Employees cannot be terminated without a good reason
3. A union can compel an employer to hire only the1r mem-
. bers :
4. An employee does not have to belong to a union to hold
a job ‘

3.‘*Management resists union organization because:
1 Unlon employees product1v1ty is lower than non unlon
S employees

2. A union becomes a third party in the company/employee

decision process .

3. Company costs are hlgher with a union :

4. Union employees are’ absent more frequently\than non-
A union employees : ‘ } v f

4. When employees cert1fy a union to represent them they

. must

1. Give up the1r rlght to present the1r problems to man—
agement as individuals - e

2. Join the union within thirty days. : ‘

3. Abide by the terms and cond1t1ons of the collectlve
bargaining agreement

4, In the future, work for compan1es that have the same.
union : -

65
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A smart superv1sor w1ll favorably 1mpress hlS boss by

’,Handllng labor problems carefully : ‘ R
. ‘Bypassing the un1on contract w1thout cau51ng a gr1ev—'
ance I
. Establlshlng frlendshlps w1th un1on leaders;“
- Never taking action in labor matters w1thout f1rst
'check1ng w1th his b055' : :

o When confronted w1th a grlevance that obv1ously has no‘

substance, a superv1sor should:

1. Initiate d1sc1p11nary actlon agalnst the employees
~ who f11ed the grievance
2. Treat it as thoughtfully and- promptly as any other
. grievance S
3. Suggest the employees th1nk 1t over before mak1ng an
B issue of it : :

4. Slmply refuse to take act1on on the grlevance

.  When the union and management fa11 to achleve a. settlement j
" and agree to abide by one recommended by a thlrd party de-

c1s1on, the process is called

l.y Conc111at1onb.5
2. Arbitration

‘3,~’Mediationff -
4. Negotlatlon

:;Before making a ruling 1nvolv1ng a serious 1abor matter,.
',1t is'a good 1dea for a. superv1sor to f1rst

f~1° Check the union contract

Check with the personnel department

2.
3. Check with the shop steward
4.

Check w1th another superv1sor

In the event a superv1sor makes a dec151on contrary to the o
'st1pu1at1ons in the unlon contract Lo

v'lﬂ‘ The employee has the right to 1gnore the declslon
2. He/she will be excused because they dldn'twrlte the

contract =
3. He/she may be liable in a c1V11 su1t

k5t4;p,He/she is likely to find their dec1s1on reversed or a '

10.

grievance f11ed

. : S )
The most common grlevances result1ng in arb1trat1on in-
volve: : ;

Transfers and layoffs o . ‘
Overtime ‘ . " ‘ SR
‘Discipline cases ‘ e '
Wage disagreements

ST N
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In the rece1v1ng, handllng and d15p051t10n of grlevances ST

1,.'Everyth1ng depends upon how powerful the unlon 1s 1n
- the plant - _

. ~Everything depends upon ‘the attltude of the employee\.-

. ?Everythlng depends upon the facts of the situation
A supervisor's attitude will determine to a great de-‘

- gree how amlcably they are settled ' -

~ One of the f1rst thlngs a superv1$or should do after
~hearing a grlevance 15 to: _ ‘

Assemble as much factual eVIdence as he/she can ,.f'
Decide if it is worth pursuing .

Report it to the shop steward
.leeport it_to]his/her supervisor

 SUBTEST E - MANAGEMENT AND SUPERVISORS RESPONSIBILITY FOR

QUALITY CONTROL

:There are several commonly-used methods to descrlbe or
“index the type of plan used in acceptance sampllng
- Which of the follow1ng is NOT one of these7 o

LTPD (Lot Tolerance Percent Defectlve)
AQL (Acceptable Quality Level)

AOQL (Average Outgoing Quality Limit)
ARD (Allocated Reliability Deviation) -

}'Whlch of the follow1ng is a commonly used quallty control
v=}chart utlllzlng variables data: , . ,

)

2. P Chart:

3. Thorndike Chart
4. P01sson Chartvr

_,Many quallty control decisions related tol'manufactﬁrlng’
"~ processes or manufactured products require the use of data
‘Data which represents actual recorded. measurements,”such

as the dlameter of phonograph needles, 15 conSIdered

. Attrlbutes data
~ Variables data
Binomial data
. Failure data



16fj“

17,

18.
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The technique of utlllzlng data to deplct graphlcally theifr"

chronological performance of a process which will also

~ indicate when a551gnab1e causes of exce551ve varlatlon _'MJ’-
have occurred 15 . W :

1.~;Frequency dlstrlbutlon

2. Sampling plan e
3. . Statistical control chartlng
;”4.. Hypothe51s testlng :

The RMS dev1at10n is a commonly used measure of dlsper-f’
sion. As applied to the normal curve, pract1ca1 limits

-of t’S 8 from the mean are often’ used The correspond-
'ing area under the normal curve. is: . :

1. 99.73%
2. 50.00%
3. 85.46%
4. 100.00%

"It is often helpful to know where a process or product

tends to be '"centered" with respect to spec1f1ed require-

h_ments One of the most commonly . used measures for cen-
~tral tendency is: - o : ‘

1. RMS (standard dev1at10n)
‘2. Range .

3. Quartile dev1at10n

4. Mean ) : .

The basic operatlon pr1nc1p1e of a quallty assurance pro-.:
gram is: N , S . .

'v‘iQ,ﬁDef1c1ency detectlon

20,

- 21.

: Thejbest ev1dence of acceptable quallty is:

B
* e - o

N N
- . . L]

'd'2,’_Def1c1encyvprevent10n
~ 3. Deficiency correction :
4. 1Def1c1ency data feedback ,

’Complete compllance w1th de31gn requlrements S
. A low rejection rate . e
‘A satisfied customer ' PR
Long term usefulness

Who has the 1n1t1a1 respon51b111ty for manufactured pro- n

‘duct quality?.

The operator =

. The 1nspector‘

The vice president
The quallty manager
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’22;;,Qua11ty Assurance is best descr1bed as a }]ldvh R

1. Requ1red manufacturlng practlcebu;‘"“"’
2. Ethical responsibility B

" 3,' Contractual obllgatlon
4. Management tool . ‘

. 23. Estab11sh1ng the qua11ty pol1cy for the company 1s typ1-'

- cally the respons1b111ty of

fll~sQua11ty Control _
: ‘»va]Market1ng Department
- 3.  Top Management :
4. Customer

24{,_A qua11ty assurance program requlres ”":"‘"x
1. ,A systematlc approach :
2. Unlimited funding
3. Customer sponsorship -
74.W Access to a computer

-SUBTEST F - FINANCIAL TOOLS OF MANAGEMENT/SUPERVISION

;25 Correctlon of a budget Var1ance

1. Should be the respon51b111ty of the accountlng de-~ e
: partment _ . ,
2. Must start. w1th the respon31b1e manager
~ 3. Can best be handled by a CPA firm
j'4.» Must start with lower level employees

'h26;5 If there were only a few goods and one of them became conéb

‘Q's1derab1y cheaper, we would tend to buy:.

< 1. Less_of the cheaper good
. 2. More of all:goods ,
~ 3. More of the cheaper good
4. Less of all goods

C27.00 If bus1ness-people were to dec1de to 1ncrease thelr 1n-‘.

ventories:

1. Employment in. manufactur1ng would probably 1mprove
2.- They would try to restrict their sales

3. The levels of output and income would probably fall
4. The pr1ce 1evel would tend to fall .

28.- If a good can be sold for a proflt it follows that

Its productlon will probably decl1ne
Someone has a monopoly of that good -
Tt is worth more than the resources needed to pro--
duce it -

4. 'The profit w111 1ncrease 1nf1at10n

AN

NN
o« o s
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‘leed costs of productlon are those wh1ch | wjai}f'”

‘Rlse as output rlses' , FER '

Are always the same amount per un1t of output

. 'Are always the same in total amount DR .
fAre always a flxed proportlon of total costs ;

If, at the current market prlce, buyers want more un1ts;g;”ﬁ.7
_ than sellers wish to prov1de . W . L

The prlce w111 be pushed up

1.
2. The price must fall further
3

. Profits are apparently large
4. Price is above equ111br1um

If a f1rm-was ;torflnd its 1nventories rising=c0ntrary to

They would generally dec1de to ralse prlces :
Total output would be 11ke1y to decline

1
2
3. They would tend to increase their h1r1ng

There would probably be an increase’in sav1ng
In the American economlc system, competltlon

.;ﬂIs ma1nta1ned by government when necessary RPRTI
. Means that the most successful competltor gets a
. monopoly . B
Is generally con51dered less eff1c1ent than govern-
ment subsidy L
Has never been con51dered de51rab1e

vsoc1a1 beneflt of competltlon-ls’that:7‘:d

Full employment is assured.
.~ Consumers pay high pr1ces{ R PR =k '

- Producers must pay g01ng market pr1ces for resources
‘and labor = _ o Sl

All competltors make. proflts.--_' '

=:Wh1ch of the follow1ng is NOT true concernlng the use oft

a budget9

’1, The budget process can be used as a powerful force

in motlvatlng managers to work toward the goals of
the company.

2. A budget is a tool for plannlng

3. A budget is useful in communicating plans

4 A budget- is a poor standard measure of performance

The addition to total cost resultlng from the productlon
of an additional unit is: .

;',Marginal costl
Total revenue
Inventory price
Optlmal Cost P01nt
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'All

/‘,

of the follow1ng are categorles of marketlng cost
'except : : w o
.'vleed mater1a1 : S e
‘Warehousing and handllng ;v”
Direct selling o
gAdvertlslng and sales promotlon
A1l operatlons of a bu51ness must be geared to{ﬂff
.Advertlslng efforts -
. - Expected sales
New customer. research
‘Labor market prOJectlons

The category of “accounts deallng w1th a flrm s valuable
property is 1ts C : »

1.
2.

3.

4.

.»L1ab111t1e5‘11
. Expenses

Assets:
Revenues

Manufacturlng costs are usually accumulated in all of

. the f0110W1ng categorles exceE
'1. Material ‘

2.  Labor :

3. Overhead

4.

Direct sales
- . 1
»

SAFETY /

-SUBTEST G - MANAGEMENT AND SUPBRVISORS RESPONSIBILITY FOR

Seventy percent of 1ndustr1a1 dlsablllty clalms result o
from: ,

A RN
. o, o 0

The

SR
. . . .

Hearing disbrders

-Lung disorders

Skin disorders
Broken bones:

initials OSHA stand for:

Occupational Safety and Health‘Act”
Office Standards and Hazards Act

- Occupational Standards and Hazards Act

Official Safety and Health Agency



43,

44.

/45;1
: ."order of prlorlty are:

46.

47.

'”.ljf;Determ1ne frequency and severlty ratesffh’.- BEREA
2. Find and fix fault so further 1nc1dents w111 be'*-'

- I )

RSN

N REN g

The pr1mary purpose of the acc1dent report 1s to

prevented

:3, “Provide- facts and 1nformat1on ‘and 1dent1fy hazards;g"

4, Prov1de 1nformat1on of 1nsured and unlnsured costs:

"Combust1b1e 11qu1ds are those w1th flash po1nts at or
above:

1. 160 degrees
2. 125 degrees .
3. 100 degrees '

4. 140 degrees,f}

An employer who recelves a c1tat1on after a CAL/OSHA in--
spection has a- r1ght to appeal 1f :

}‘l, -He/she appeals w1th1n 24 hours after rece1pt of the

notification by mail

"He/she appeals within 30 work1ng days after rece1pt
of notification by mail .

. He/she appeals within 15 worklng days after rece1pt
~of notification by mail

pealed)
The steps to correctlng employee exposure to hazards 1n',

o

:l 1. Administrative procedures, eng1neer1ng and. correct

hazards; and protective equipment for employees
Protective equipment for employees; eng1neer1ng and
correct hazards; and administrative procedures =
Engineering and correct hazards; admlnlstratlve pro-
cedures; and protective equipment for employees '

;for employees, and admlnlstratlve procedures“

The 1ndustr1a1 health and safety laws 1n Ca11forn1a are
enforced by: : . :

‘Local f1re and health agenc1es
‘Federal OSHA

Environmental Protectlon Agency
State OSHA

When calculatlng acc1dent frequency and sever1ty rates,
which of the follow1ng must be con31dered?

1 InJury ’ I _ oo T . ,
2. Lost-time accident o - 0
3. Accidents covered by workmen' s compensatlon '

4 Acc1dents due to neg11gence -

”l72hk‘f1"'

None of the above (CAL/OSHA c1tat1ons may not be ap-f S

Engineering and correct hazards; protective equ1pment::
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-'50.

XIS

~1.
2.:
3.
» ‘4.‘

2.
R
4.

__‘The TLV (Threshold L1m1t Value) for no1se 1s expressed e?,‘f
o asi : g S

100 mg/m3

90 db
80 ppm_‘”

70

“Callfornla Safety and Health standards are: .

At least as strlct as the federal standards

Less strlct than the federal standards 5
- Equal to the federal standards. . s
Have nothlng to do with the federal standards

Industrlal Hyglene 1s pr1mar1ly concerned w1th

.jﬁDevelopment of health and safety standards

Compliance with air pollution laws -

~3Comp11ance with all safety standards

The control of env1ronmental health hazards that arlsef

.out of employment




' APPENDIX S

MANAGEMhNT/SUPERVISORY bIELD SURVEY
PART I KEY

\

Subtest A v'Management,and Supervisioh of Personnel

1.

A common problem in training new employees is that super-
visors often see jobs as being: :

a. Easier than ‘they really are '

The first role a supervisor usually plays in relation to
a new subordinate is: .

c. Educator
One way to insure greater worker cooperation is:
b. To allow worker participation in deciSion making‘

A superv1sor managing a very repetitive task could increase
the feeling of job satisfaction by:

a. Perlodlcally rearranging the JOb tasks

In an appraisal interview, it is 1mportant that a super-
visor: :

c.  Comment on good as well as poor performance

As a valued older employee beglns to. slow down 'management

should:

b. Look for ways to utilize his cépabilities

A good way to make sure that a dlsc1p11nary action has a
positive effect is for the supervisor to:

b. Use it as an opportunity to ‘show an employee how to
perform his work more effectlvely

Under normal circumstances, an employee should be appraised
after which interval follow1ng tho conclusion of the train-
ing period?

c. Six months

74



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

mot1vat10n?

% ‘ ‘llr‘ _
Which does not 1ead to 1ong 1ast1ng JOb sat15fact1on and

/

Fr1nge beneflts

‘Dlscharg1ng an employee because of race is:

d;\-Str1ctly 111egal

" Promoting from withiﬁ'

vd, Is generally less costly

The biggest obstacle to the app01ntment of more women to
supervisory p051t10ns once held exclu51ve1y by men is:
l

a. The prejudlces of men S

"~ The purpose of appraising employee performance is to:

c. Show the subordlnate how he/she can improve job per-
formance ,

When an employee's complaint seems unfounded, a supervisor .

should:

a. Listén carefully to find out why he/she thinks that way

If a test measures what it is supposed to measure, it is
said to be:

c. -Valid

The usefulness of psychological tests is in:

. b. Supplementing other selection techniques

An employee may refuse to follow'supervisory directions

if:

a. He/she believes his/her phy51ca1 safety or health

would be in Jeopardy

When a manager staffs his/her organization, the follow1ngr
pr1nc1ple should be followed

a. Select people capable of performing the job
An employment practice which disproportionately excludes
females and/or minorities from an organization may be

unlawful unless the:

b. Employer can prove a business necessity for having
the practice :



20,

21.

22.

23.

24,

25.

26.

27.

28.

tion would be:

~Wh1Ch of the follow1ng is a true statement?'3’x7'.‘v

v

d. School offlclals may enter places of employment at
-any t1me ‘to 1nvest1gate ch11d labor cond1t10ns‘ .

} ’Durlng a pre- employment 1nterv1ew for a p051t10n whlch o
- requires the dr1v1ng of company veh1c1es, 1t 1s legal to_ i
ask ' : _ X RES el

c. If they have ever been conv1cted of a felony

~Failure to- 1ntegrate women/mlnorltles 1nto a partlcular

job may 1ega11y be Just1f1ed by the fact that

-c. -After reasonable effort, a woman/mlnorlty who met

the qualifications could not be found

Which of the: following would be legal to ask durlng a pre—

‘employment interview?

a. Do you have any physical disabilities whlch would pre-
vent you from doing this Job7

In order to comply with Title VII of the 1964 C1v11 R1ghtsf
Act (Equal Employment Opportun1ty), an employer should ’

~d. Maintain stated job qua11f1cat1ons necessary to per-"fvﬁr

form the job

‘Which of the follow1ng statements is NOT true concernlng
,rac1al/sex/age discrimination?

'b.  The company is safe if it can show that there was’ no‘

intent to discriminate

Someone has applied for a job with your company who is con?

fined to a wheelchair. Out of concern for the organ1zat10n

~.as well as the handlcapped person, you should:

d. Be direct about the job requ1rements asklng ‘the prospec—
tive employee if he/she can do the Job

Two of the people you supervise occa51onally VlSlt w1th each
other in Spanish. Some of their co-workers are complaining
and becoming angry because they ¢an't understand what or

who is being discussed. The most- 1ega1 and appropriate solu-

b. Counsel with the anllsh speaklng employees about thelr

anger

Wthh of the follOW1ng is NOT true about women in the work
force? ‘ '

a. Most women in the work force in the U.S. work because
they want to, not out of economic need as their male.
counterparts ‘
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Subtest B. - Management/Superv1sory Pr1nc1p1es

: 29.
30.
31.
32.
33,
34,
35,
36.

37.

38.

«One prlmary dlfference between an effectlve and 1neffec-v ;.L
- tive leader is in understandlng C 2

S d. How a w1de range of human needs can be met at work
,The need for management is presentr

-b;> ‘In all organlzatlons

What is the major dlfference oetween managers and non-
managerial personnel? v _

gc. Managers perform many‘tasks which are not typlcally

performed by workers o
Which of the f0110w1ng statements best descrlbes the range
of authority and respon51b111ty of the flrst 1eve1 of
management?

'c. Manages work and workers

The most outstanding‘advantage td'using‘committeesfiSi
b. Group de11berat10n and Judgment

Which of the follow1ng tasks is spec1f1ca11y a managerlal
task and cannot effectively be performed by workers?

d. Building a working team

Informal groups within the organlzatlonal structure

~a. Form to satisfy mutual needs not belng met by the

formal organization

'The most effective managerial style for the manager to

practlce is:

~c. The one that produces the- best results

A sudden increase in the freedom allowed by a superv1sor

~is' most apt to:

b. Result in confu51on and p0551b1e breakdown in the opera-
tion : ‘

Modern organizational theory suggests that the most effec—‘

tive organizational structure is:

c. The one that facilitates output
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39. Studieslof 1eadershiprshow-that* R
There are many klnds of 1eaders,‘
40, 'Three maJor forces 1nteract w1th each other to 1nf1uence
 what happens in a work 51tuat10n ~Which of the following
is NOT a maJor force?» : H
b. The place of work
41. Effectlve plannlng 15 dependent upon

d. A systematlc ana1y51s of needs, obJectlves and re—'
ﬁ<sources ‘ : ‘ s

42.>{The basic functlon or functlons of superv1sion is:
d. All of the above |
43. The dec151on maklng process |
_"a.” Should be approached in a systematlc‘manner
_44,e]F1ex1b111ty 1n plannlng | B |
. ; b. Is essent1a1

‘ 45}]hAccord1ng to the trad1t10na1 theorlsts, the 1mmedlate
‘source of a superv1sor s authorlty is. from S

'ha, Top management

/ 46.',Before an’ 1nd1v1dual can be: held respon51ble for deV1a-ﬁ”v
~tions from standards, Wthh of the follow1ng condltlons‘
must be met: : o : :

*ra, Regulat1on of what he is. d01ng must be w1th1n hlS
personal control . . .

47. ‘The maJor control c1a551f1cat10ns are '
Cd. Cost tlme, quallty, quantlty

48, If there 1s ' keX to effectlve superv151on, 1t is the
‘ superv1sor s: _ . .

b. Ab111ty to establlsh productlve 1nterpersona1 rela-
tlonshlps S o

49. Some 5upcrv150rb carry out thelr leadershlp activities
by the book. Others play it by ear. Both types can be\
successful provided they: ‘ _ :

"b. Can develop‘mutualdconfidence_With‘their»subordinates

.hp_ 78fbi



50,

51.

52.

Subtest C - Human Relatlons

Change 1ntroduced by management w1thout the 1nput of the

.subordlnates R --.‘;,»v S e

a. Can be effectlve, but at a: cost

When subordlnates are manlpulated to a manager s way of
th1nk1ng : : > o

’d; They will eventually reallze 1t and become resentful
" The tlme it takes to 1nv01ve subordlnates in change

. C. May reallstlcally preclude 1nvolv1ng subordlnates 1n

- ‘some dec151ons

Lo

53.

54.

55.

56.

57,

58.

~You should

As a superv1sor/manager, what course of actlon should you
follow after dlscoverlng one. of your employees is an alco—
hollc? E v

Assess the effect on the person s JOb performance'*“

fWhat is one of the most effectlve ways to boost an em- R

ployee s morale?

bl Pralse

~If one of ‘your employees was to be angry w1th your state~

ment, '"We need higher product1v1ty from you,ﬂ what would

~your reply as a superv1sor be?

‘_d. Let your employees know that: you hear them and work '

; for a greater understandlng

fTwo of your employees are exper1enc1ng a'”personallty

clash'" and come to you, as the1r superv1sor, for adv1ce;,;
e -

a. Act as referee, maklng no Judgments as to who 1s rlght

or. wrong
A ba51c factor in effect superV151on is:

a. The trust. and confldence people have 1n the super-s-
visor :

~ The most 1mportant factor in bulldlng trust and- confldence

is:

c. Ethical beliefs and behavior



59.

60.

61.
62.
63.

64.

65.

66.

67.

68.

69.

70,

Amos T. is a very outspoken d1rect type of person.g:As:auf-d

_superv1sor, he w1ll have to

]d;» Choose hlS words carefully, but reta1n h1s natural

character1st1cs

When subordlnates communlcate upward

“a. Their messages may be b1ased by what they th1nk thelrfa*

superlors want to receive .
The attltude of workers toward frlnge benef1ts 1s

\

- To want more beneflts in addition to 1ncreased wages o
Each 1ayer in an organization represents:l |
b. A span of control

‘Frustration'and conflict are:

b. Unavoidable in most work situations. =

Perception tends to. be: -

c. ‘Learned,u
Employee attitudes toward_worki N S 4
b. -Have changed substantlally

When we deal w1th the causes of human behav1or, our maJor
concern is: ‘

P

a. Motivation

Managers who are skilled in analysis and problem solv1ng
are: o :

- b. Usually best at human relatlons

Most 1mportant to commun1cat1on is the avo1dance of

a. Defen51veness
N

Job sen1or1ty affects motivation in that

’d.' The probability of being layed off is less relatod

to job performance
Commonly; the workers' first‘reaction tohchange-is:

c¢. Anxiety - - o SR



71.
72,
73,

4.

N

In commun1cat1on,.the 1argest obstacle to understand1ng»"
. 1S : ! . . . .

' d; That people hear what they want to hear

T.When a. superv1sor tr1es to change an employee s behav1or,r'
he/she should expect this to happen:

b. Slowly

v'Accurate feedback assures the superv1sor that hls/her,'

employees

ca. Understand h1s/her d1rect1ves

The most effect1ve commun1cat10ns are

L a. Two way >>A

75.

76.
o
.
79.
>80.

- 81.

82.

Emotlons

'bf' Are s1tuat10nal facts to be dealt w1th

.‘Wh1ch of the f0110w1ng is the best descr1pt1on7'7"7

'_d.' Yellow,'round wooden penc11 w1th soft black lead

and red eraser

Z;Confllct is:
fc. *An opportunlty for creat1ve resolut1on of d1fferences :

~Which of the f0110w1ng is most 11kely to result from the
vn}fallure to satlsfy human needs? R , I

Cc. Frustrat1on;

f'A superv1sor who tr1es to man1pu1ate hls/her employees’ﬂv’f:
.jcreates an atmosphere of o

b;a.' Dlstrust

What should the manager do w1th the grapev1ne?'
c.. Learn to llve with it | |

Sound human relations occurs when. employees

" b. See that their needs are very 51m11ar to the goalsv7°’

of the organlzatlon

Anger

- a. Comes from a fee11ng of be1ng controlled



83.

84.

85.

86.

87.

- 88.

- 89.

'To change an employee s behav1or, you must flrst _jhf

"d, Ga1n hls/her cooperatlon

¢

"The obJectlve of sound human relatlons‘.ln management is:

;

“¢,= To enable people to work together more productlvely

'Whlch of the f0110w1ng statements is least llkely to cre—in:'

~ate defen51veness7

d. I don't be11eve that appllcant was very good dld you
thlnk he was? .

In terms of eftectlve communlcatlon what 1s ‘the most 1m-yx

- portant reason for feedback?.

a. It 1nd1cates to the sender the message has been re-
~ceived . : :

‘Tom is working on a report. Joe is telling’ him about his
date. Which of the f0110w1ng statements best 1dent1f1es
the feelings Tom may be experiencing? ~

b. "Joe, your talking about your date when I'm. trylng to
write makes me very nervous.' - :

‘The behav1or that is most 11ke1y to reduce confllct 1n
-groups is: S _

a. Openness

uSome people say thlngs that Just "t1ck you off " When

~this happens you should

d. Withhold your response and 11sten unt11 they make thelr
p01nt in full . : : .

Subtest D - Management and Superv1sory Respon31b111ty for Labor
Relatlons .

1.

In a non-union company, a superv1sor may
1. lee hls/her personal oplnlons on unlons
"Right to work' means:

4. An employee does not have to belong to a unlon to hold
a job .

Management resists union organiiation because:

2. A union becomes a third party ‘in the company/employee
decision process , ,

.
)



f‘33 B

;When employees cert1fy a un10n to represent them they musti;

',3, Ablde by the terms and condltlons of the collectlve

bargalnlng agreement

.V‘A smart superv1sor w111 favorably 1mpress hlS boss by
1. Handllng labor problems carefully

‘When confronted w1th a grlevance that obv1ously has no

substance, a superv1sor should:

o Z;v Treat 1t as thoughtfully and promptly as any other :

10.

11.

12.

) grlevance

When the unlon and management fall to ach1eve a settlement
and agree to ab1de by one recommended by a th1rd party de-.

_clslon the process is called:

2. Arb1trat1on

Before mak1ng a rullng 1nvolv1ng a serlous labor matter, o

it is a good 1dea for a superv1sor to f1rst

1. Check the un10n contract

. In the event a superv1sor makes a. dec151on contrary to the
_st1pulat10ns 1n the union contract o

1.4.' He/she is 11ke1y to find the1r dec151on reversed or

a. grlevance flled

HThe most common grlevances resultlng in arbltratlon 1nvolve:

\

3. D15c1p11ne cases
ﬂIn the rece1v1ng, handllng and dlspos1t10n of gr1evances‘

4. A supervisor' s attitude will determ1ne to a great ‘de-

~ gree how amlcably they are settled

One of the flrst thlngs a superv1sor should do after hear-ﬂ

.1ng a gr1evance is to:

1. Assemble as much factual ev1dence as he/she can

Subtest E - Management and Superv1sors' Respon51b111ty for
:Qualrty Control o :

13.

There are several commonly used methods to descrlbe or 'in-
- dex the type of plan used in acceptance samp11ng ‘Which
of the follow1ng 1s NOT one of ‘these: ' o

4. ARD‘(Allocated Re11ab111ty DeVlatlon)_



14.

15,

16.

17.

18.

19,

20.

21.

22.

23.

Fe i;?Lflija" . ffffffV*fgf;:”g73f5'2[344t";'

. Wh1ch of the follow1ng is a commonly used qua11ty control/. -]:

chart ut11121ng varlables data

1. x &R Chart fg*;. ot

. Many quallty control dec151ons related to manufacturlng R
processes or manufactured product require the use of data. =
~Data which represents actual recorded measurements, such

as the dlameter of phonograph needles, is con51dered _

2 Varlables data‘

N

‘The technlque of utilizing data to deplct graphlcally the

chronological performance of a ‘process which will also: 1nd1-
cate ‘when 3551gnab1e causes of exce551ve varlatlon have

- occurred 1is:

3. Statlstlcal control chartlng

The RMS deviation is a commonly used measure of dlsper51on

"As applied to the normal curve, practical limits of + 3 &
~ from the mean are 'often used. The corresponding area under

the normal curve is: . SR IR , N

1. 99.73% R *Hcyd,'f:d-x*'*fgz

"It is often helpful to know where a process or- product

tends to be '"centered" with respect to specified require- .
ments. One of the most commonly used measures for central.
tendency is: ’ : ,

4, 'Mean’

‘The basic operatlon pr1nc1p1e of a quallty assurance pro-
gram. 15 : : o

2. Deficiency prevention

- The best ev1dence of acceptable quallty 1s

3. A satlsfled customer

Who has the 1n1t1a1 respon51b111ty for manufactured product

- quality?

1. The operator
Quality assurance is best described as a:

4. Management tool

-Establlshlng the quality pollcy for the company is typi-

cally the responsibility of

|

3. Top management



24

85

. A qua11ty assurance program requlres

v 1. A systemat1c approach

Subtest F - F1nanc1a1 Tools of Management/Superv1s1on’t5w

25.

Correct1on of a budget varlance

2. Must start w1th the respon51b1e manager_ﬁh_'

26.
27.

28.

29,

30.
. 31.
37
33,

34.

If there were only a few goods and one of them became'k
con51derab1y cheaper, we: would tend to buy

3. More of the cheaper good

If bu51ness people were to dec1de to 1ncrease thelr in-
ventories: \ o :

1. Employment in manufacturing would probably improve

If a good can be;sold for a profit it follows that'

3., It is worth more than the resources needed to pro-
duce 1t v

Fixed costs of product1on are those wh1ch

4.‘ Are always a flxed proportlon of total costs

~If, at the current market price, buyers want more units

than sellers wish to provide:

/

1. The price will be pushed up

“If)a firm were to find 1ts 1nventor1es r151ng contrary

to expectatlons

f2f ,Total.output would be likely‘to&decline o

~In the American econom1c system, compet1t1on

1. Is ma1nta1ned by government ‘when necessary
A social benefit of compet1t1on 15'that'

3. Producers must pay g01ng market prices for resources
and labor :

Which of the follow1ng is NOT true concerning the use of

~a budget:

4. A budget is a poor standard measure.of performance



35.

36,
' 'except o

37.

38.

39.

gThe addltlon to total cost resultlng from the productlon o
cof an addltlonal un1t is: . _

-‘1 Marg1na1 cost

All of the follow1ng are categorles of marketlng cost

3;. Dlrectcseiiing'

A1l operaticns“of;a business must be geared to:

2. Expected sales

~The category of accounts deallng w1th a flrm s valuable

property is its:
3. Assets L

Manufacturlng costs are usually accumulated 1n all of the
following categorles except: : :

4. Direct sales

‘Subtest G - Management and Superv1sors' Respon31b111ty for

Safetx

40.

41.
42.

43,

44,

Seventy percent of 1ndustr1a1 d15ab111ty c1a1ms result
from:

3. Skin disordersb

‘The initials OSHA stand for:

1. Occupational Safety and Health Act
-The:primaryvpurpOSe of the accident‘rebdrt is to:

3. Provide'facts and informatibn and'identify hazards

Combustlble 11qu1ds are those w1th flash p01nts at or
above:

4. 140 degrees

An employer who receives a citation after a CAL/OSHA in-
spection has a right to appeal if: '

3. He/she appeals w1th1n 15 worklng days after- recelpt
of notification by mail

a

e



45.

46.

47.

48.

49.

' 50.

}87'

'The steps to correctlng employee exposure to hazards in

order of prlorlty are:

3. Englneerlng and correct hazards, admlnlstratlve pro—
cedures; and protectlve equlpment for employees

- The 1ndustr1a1 health and safety laws in Callfornla are

enforced by
4. State OSHA

When calculatlng accident frequency and severlty rates,
which of the following must be con51dered

1. InJury _
The TLV (Threshold L1m1t Value) for n01se is expressed
as: ,

2. 90 db

California Safety and Health standards are:
1. At least as strict as the federal standards

Industrial Hygieneiis primarily concerned with:

4. The control of environmental. health hazards that
arise out of employment , o
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PART IV

REPORT ON GROUP SCORES
' BY IDENTIFICATION NUMBER
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MEAN AND PERCENTILE REPORT FOR
"INDIVIDUAL GROUP NUMBER 11
BY SUB AND TOTAL SCORES
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Type . " Mean
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Sub Score F .2
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BY SUB AND TOTAL SCORES.

Mean

20.7
~15.3
24,7
7.7
9
5
0
9

- 87.

MEAN AND PERCENTILE REPORT FOR

~ INDIVIDUAL GROUP NUMBER 16

BY SUB AND TOTAL SCORES

Mean

19.
15'
23.

7
8
7
.8
5.2
1
6
9
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;Percentile,
65
51
62
45
47
49
56
58

Percentile
52
57
53
47
51
43
48
53
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Sub
Sub
Sub
Sub
Sub
Sub

Type
Score
Score

Score

Score

"Score

Score
Score
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TOTAL SCORE

Sub
Sub
Sub
Sub
Sub
Sub
Sub

Type

Score
Score
Score
Score
Score
Score

Score

A
B
Cc
D
E
F
G

TOTAL SCORE

MEAN AND PERCENTILE REPORT FOR

INDIVIDUAL GROUP NUMBER 17
BY SUB AND TOTAL SCORES

Mean

20.8
16.3

25.0
8.3
5.1
9.5
5.3
90.2

MEAN AND PERCENTILE REPORT FOR
INDIVIDUAL GROUP NUMBER 18
BY SUB AND TOTAL SCORES

Mean

16.
13.
20.
7.
4.
8.
3.
73.
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65
62
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50
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Percentile

25
30
25
34
30
34
32
22
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MEAN AND PERCENTILE REPORT FOR
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- Percentile

32
52
37
35
44
37
50
37

Percentile

57
54
39
54
58
60
68
57
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Sub
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‘Sub

Score

‘Score

Score

:Score”
Sub Score

Score'

Score
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BY SUB AND TOTAL SCORES
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14.
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PERCENTILE REPORT ToTAL‘scoREs._' - 108

Scores S Frequency . . Percentiles
115 1 99.9
111 1 99.7

110 1 99.6
109 1 99.4
108 4 99.0
‘107 1 98.6
106 6 98.0
105 10 96.7

- 104 11 94.9
103 9 93.2.
‘102 11 . 91.6
101 8 90.0
100 7 88.7

99 21 86.4
98 12 - 83.6
97 15 81.4
96 10 .79.3
- 95 20 76.8 .
94" 13 \ 74.0
93 15 71.7
92 15 ‘ 69.2
91 16 66.6
90 15 64.0
89 14 61.6
88 24 58.4
87 11 55.5
86 17 53.2
85 25 49.7
84 18 46.1
83 16 43.2
82 11 41.0
81 15 38.8
80 20 35.9
79 19 32.6
78 10 30.2
77 17 28.0
76 12 25.5
75 6 24.0
74 10 22.7
73 13 20.8
72 9 18.9
71 8 ‘ 17.5
70 - ‘ 6 16.4
69 9 15.1
68 9 13.6
67 4 12.5
66 5 11.8
65 6 10.9
64 4 10.0
63 7 9.1
62 3 8.3
61 2 7.8
60 2 7.5
59 2 7.2
58 4 6.7
57 3 6.1
56 3 5.6
55 4 5.0
54 2 4.5
53 2 4.2
52 1 3.9
51 1 3.8
50 1 3.6
49 4 3.2
48 3 2.6
47 5 1.9
46 1. 1.4
45 1 1.3
44 1 1.1
43 1 0.9
41 1 0.8
~ 40 1 0.6
37 1 0.4
35 1 0.3
34 © 1 0.1
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