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Chapter 19 – Staffing and Leading a Growing Company

Multiple Choice Questions
1. The process of influencing and inspiring others to work to achieve a common goal and then giving them the power and freedom to achieve it is called:

a) management.

b) goal or objective setting.

c) performance appraisal.

d) leadership.

Answer d
(The Entrepreneur’s Role as Leader 

Page 613)

2. Today's leader is different than leaders in the past in that he/she:

a) is now like an orchestra conductor, guiding the members through the proper use of power.

b) is like a referee in a TV wrestling match, running about, yelling directions, and keeping the organization's members from killing themselves.

c) is like the leader of a jazz band, guiding individual and group creativity and innovation.

d) is in tight control of resources and authority but delegating responsibility and opportunity.

Answer c
(The Entrepreneur’s Role as Leader 

Page 613)

3. Effective leaders are noted for their:

a) ability to get their followers to do what they themselves can't or won't do.

b) ability to provide guidance based on values for making decisions.

c) willingness to assign responsibility while retaining authority so they can monitor employee success.

d) focused seriousness in achieving goals, working hard and then harder.

Answer b
(The Entrepreneur’s Role as Leader 

Page 614)

4. If you were evaluating your college administration for effective leadership behaviors, you need to look for:

a) their ability to husband and protect resources from misuse.

b) their short-term focus, their ability to see the detail needing to be accomplished.

c) the ability to encourage creativity in employees.

d) all of these things.

Answer c
(The Entrepreneur’s Role as Leader 

Page 615)

5. _____________ is the process of influencing and in​spiring others to work to achieve a common goal and then giving them the power and the freedom to achieve it.

a) Leadership

b) Meditation

c) Training

d) Management

Answer a
(The Entrepreneur’s Role as Leader 

Page 615)

6. If a company is to succeed, a leader must create six conditions which include:

a) a sense of hope.

b) helping employees know what, how, and why they are doing what they are doing.

c) a dependency on the leader for direction and help.

d) a feedback-free environment where employees are not corrected for their mistakes.

Answer b
(The Entrepreneur’s Role as Leader 

Page 615)

7. Sometimes effective communication is blocked between leaders and followers by:

a) information overload or ambiguity in the communication.

b) the followers’ use of the grapevine.

c) the lack of nonverbal signals in an e-mail message.

d) the leader being too empathetic when talking with followers.

Answer a
(Improving Communication 

Page 631)

8. Miguel and Jamie are talking. Miguel keeps using baseball metaphors as he is giving instructions to Jamie. Not having any experience with baseball, Jamie is only understanding about half of what Miguel is saying. Miguel and Jamie are experiencing ineffective communication because of:

a) information overload.

b) Miguel not expressing his feelings.

c) ambiguity in the communication.

d) the conflicting verbal and nonverbal messages Jamie is giving to Miguel.

Answer c
(Improving Communication 

Page 631)

9. To increase the effectiveness of communication between the small business owner and his/her employees, he/she should practice:

a) selective listening.

b) being more sympathetic when listening.

c) giving as much information as possible in each communication.

d) telling the truth and encouraging feedback.

Answer d
(Improving Communication 

Page 631)

10. Tom is counseling an employee who is facing corrective discipline for a serious error in judgment on the job. The employee is very upset. Tom is trying to understand how the employee feels and strives to tell the employee he knows that this is a tough time and that the employee is upset. Tom is using ___ to improve his communication with the employee.

a) feedback

b) empathy

c) clear organization in his thoughts

d) ambiguity

Answer d
[Improving Communication (Ambiguity blocks real communication) 

Page 632]

11. The grapevine in most organizations is:

a) almost always incorrect in its content.

b) nonexistent in organizations where management communicates face to face and by memo.

c) the first place employees hear about major organizational changes.

d) generally only used by troublemakers and gossips within the organization.

Answer c
(The Grapevine 

Page 633)

12. When it comes to hiring in the small business:

a) each hire is very important because bad hires are very expensive.

b) it is only moderately expensive because bad hires can be quickly fixed due to the small businesses flexibility.

c) they tend to be in full compliance of EEOC and HRM laws, more so than large companies because the hiring process is done by very few individuals.

d) the small business owner is almost always in violation of some federal regulation due to the lack of an HRM professional on staff.

Answer a
(Hiring The Right Employees 

Page 616)

13. Kim, the human resources manager, is conducting an orderly and systematic evaluation of all the facts about a new position in order to determine what kind of employee to hire and how to compensate the position. This is called a:

a) job description.

b) human resource plan.

c) job specification.

d) job analysis.

Answer d
(Create Practical Job Description and Job Specifications 

Page 616)

14. When conducting a job analysis, an employer needs to focus on questions about:

a) duties and tasks to be performed daily.

b) the skill, experience, and education necessary to perform the job.

c) when certain people will be needed by the company due to growth.

d) employee work habits.

Answer a
(Create Practical Job Description and Job Specifications 

Page 617)

15. A _______ outlines the duties and responsibilities associated with a job and the working conditions involved.

a) job analysis

b) job description

c) job specification

d) human resource plan

Answer b
(Create Practical Job Description and Job Specifications

Page 617)

16. Lusia, the director of human resources, is discussing the duties and responsibilities of a new position and its working conditions with Delmar, the manager over the position. Lusia and Delmar are discussing the:

a) job description.

b) human resource plan.

c) job specification.

d) job analysis.

Answer a
(Create Practical Job Description and Job Specifications

Page 617)

17. Gustavo is writing up a ________ in order to describe the best job candidate in terms of skills, education, experience, and other personal job-related characteristics.

a) job specification

b) human resource plan

c) job description

d) job analysis

Answer a
(Create Practical Job Description and Job Specifications

Page 617)

18. A job specification:

a) determines when certain people will be needed by the company due to growth.

b) evaluates employee work habits.

c) translates the duties of the position into qualifications.

d) identifies the skill, experience, and education necessary to perform the job.

Answer c
(Create Practical Job Description and Job Specifications

Page 617)

19. To conduct an effective interview, the manager or small business owner should:

a) only make minimal preparations to permit spontaneity in the interview.

b) use close-ended questions in order to maintain control of the interview.

c) not allow employees to spend time with the candidate to avoid them asking illegal questions.

d) ask candidates for examples of both successes and failures.

Answer d
(Plan An Effective Interview

Page 618)

20. When conducting the job interview, the small business owner should:

a) begin by explaining the job and the company and asking low key questions.

b) talk as much as he/she listens.

c) never use hypothetical questions.

d) focus on the candidate’s verbal responses, largely ignoring the nonverbals.

Answer a
(Conduct the Interview

Page 620)

21. When it comes to enforcing employment laws and the job interviewing process, the EEOC:

a) flatly outlaws certain specific questions.

b) watches for questions that can lead to employment discrimination.

c) provides an interviewing guide with approved questions for use by the entrepreneur.

d) is largely unconcerned about job interviews in small businesses unless someone files a complaint.

Answer b
(Conduct the Interview

Page 620)

22. When checking references, the small business owner:

a) can largely ignore the references of professional job candidates.

b) should also talk with previous employers, not just the references provided.

c) may only ask for confirmation of employment dates, job title, and salary information.

d) is able to ask any question of the reference to find about things he/she could not ask the candidate.

Answer b
(Checking References

Page 620)

23. Because the small business often can't compete on the basis of salary offers with larger companies, small business owners:

a) generally have to settle for less qualified candidates.

b) should not waste their time trying to attract the best and the brightest employees.

c) can make use of temps to "test-drive" employees and/or hire older retired workers returning to the workplace.

d) can do all of these.

Answer c
(Conduct Employment Tests

Page 623)

24. Experienced business owners who make effective hires:

a) know that everyone they hire will eventually move on.

b) understand that a hire is the beginning of a long-term relationship.

c) treat the hiring process as a single event that has a beginning, middle, and end.

d) rely heavily on a human resource professional to guide them through the process.

Answer b
(Conduct Employment Tests

Page 623)

25. A company's culture:

a) plays an important part in the development of the company's competitive advantage.

b) generally has little effect on employee behavior due to the more powerful influence of national culture.

c) is relatively easy to change and adapt to changing company strategies.

d) arises more from the employees than from the founder, emphasizing the importance of the hiring process.

Answer a
(Building the Right Culture And Structure

Page 625)

26. When it comes to small companies and growth:

a) their growth often leads to dramatic change in management, processes, etc.

b) they tend to handle it better than large companies because of their flexibility.

c) unlike large companies, growth has little effect on the culture of a small company.

d) the founder is generally able to take the small company through growth into a large publicly held company.

Answer a
(Retaining and Modifying the Organization’s Culture During the Growth Cycle

Page 627)

27. Michele is growing her small garden supply business. She's at the point where she needs the help of other people to grow the company. She is hiring staff but does not delegate much authority, keeping all critical tasks under her direct supervision. Michele is using the ____ style of management.

a) craftsman

b) classic

c) coordinator

d) small partnership

Answer b
(Retaining and Modifying the Organization’s Culture During the Growth Cycle

Page 627)

28. If a business owner goes to self-directed work teams, he/she is most likely using the ____ style of management.

a) team-based

b) big-team venture

c) entrepreneur-plus-employee team

d) small partnership

Answer a
(Team-Based Management

Page 629)

29. The implementation of teams fails sometimes because:

a) too many high performers are placed on one team and they compete with each other.

b) the implementation of team-based pay inhibits individual achievement and the whole team suffers.

c) the team leader and team members do not receive adequate training.

d) of all of these things.

Answer c
(Team-Based Management

Page 629)

30. Teams can be helped to succeed by:

a) placing a few underperformers on the team to minimize internal conflict.

b) forming teams around natural work flows, giving them specific tasks.

c) keeping pay based on individual effort.

d) not permitting teams’ involvement in the assessment of their own performance.

Answer b
(Team-Based Management

Page 629)

31. In the stages of team development, a team is at the performance stage when it:

a) has its highest expectations.

b) recognizes fully the time and effort that will be involved.

c) begins to reset its goals and roles.

d) achieves commitment to the process and task.

Answer d
(Team-Based Management

Page 629)

32. _____ is the degree of effort an employee exerts to accomplish a task.

a) Empowerment

b) Job performance

c) Motivation

d) Open book management

Answer c
(The Challenge of Motivating Employees

Page 634)

33. When workers are empowered:

a) there tends to be increased confusion over specific responsibilities.

b) they are more successful on the job.

c) they initially experience significant anxiety of using their skills.

d) the company will lose about 20% of its workforce that doesn't want the responsibility.

Answer b
(Empowerment

Page 634)

34. Empowerment works best in work environments where:

a) mistakes are quickly identified and punished.

b) authority and responsibility are given out incremental to the most trusted employees.

c) managers function as coaches not as bosses.

d) there is minimal training.

Answer c
(Empowerment

Page 634)

35. Open book management is one technique that supports:

a) a job redesign strategy.

b) the empowering of employees.

c) job enrichment.

d) effective job hiring.

Answer b
[Empowerment(shares information with workers) 

Page 636]

36. Jasmine is cross-training employees so they can move among several different jobs in order to provide more challenging work for them and to make better use of their skills for the company. Jasmine is involved in:

a) job simplification.

b) job enlargement.

c) job enrichment.

d) job rotation.

Answer d
(Job Design

Page 637)

37. When a small business owner increases the variety of skills needed on a job, permits the worker to complete an entire job rather than a portion of it, and gives the worker more freedom of decision on how to perform the job, the owner is using:

a) job simplification.

b) job enrichment.

c) job enlargement.

d) job rotation.

Answer b
(Job Design

Page 637)

38. When employees can set their own work hours within certain guidelines, they are involved in:

a) flextime.

b) flexplace.

c) job sharing.

d) hoteling.

Answer a
[Job Design(Flextime) 

Page 638]

39. ______________ is a group of workers from different functional areas of a company who work together as a unit largely without supervision, waking decisions and performing tasks that once belonged only to managers.

a) Team-Based Management

b) Small Partnership

c) Self-Directed Work Team

d) Entrepreneur-plus-Employee Team

Answer c
(Organizational Structure

Page 638)

40. _____________involves giving workers at every level of the organization the authority, the free​dom, and the responsibility to control their own work, to make decisions, and to take action to meet the company’s objectives.

a) Em​powerment

b) Open-book management

c) Job simplification

d) Job enlargement

Answer a
 (Em​powerment

Page 634)

41. For a pay-for-performance system to work, it should:
a) be exclusive; only the best performers may be part of the plan.

b) make sure that pay and performance are clearly and closely linked.

c) be complex enough to include all elements that affect performance.

d) be administered by an outside agency on a contract basis to avoid bias.

Answer b
(Reward And Compensation

Page 640)

42. When motivating employees, small business owners need to know that:

a) money always motivates and never loses its power to motivate.

b) today's workers are more materialistic than in the past.

c) today's workers are far more concerned about job security than money.

d) some of the greatest motivators are the simplest—praise, recognition, etc.

Answer d
(Rewards And Compensation

Page 640)

43. A motivational tool that also helps to guide performance and lets the owner know that his/her company is accomplishing its operational goals is:

a) benchmarking.

b) feedback.

c) job redesign.

d) a human resource audit.

Answer b
(Feedback

Page 638)

44. The first step in establishing a feedback loop is deciding:

a) who will be responsible for the measurement of performance.

b) how to measure performance criteria.

c) what will be measured.

d) why it will be measured.

Answer c
(Feedback

Page 638)

45. Anuar is comparing this month's operational costs, productivity, accident rate, etc., to the goals his boss set with him at the beginning of the year. Anuar is at what point in the feedback loop?

a) Comparing performance against standards

b) Deciding what to measure

c) Deciding how to measure performance

d) Conducting a performance appraisal

Answer a
(Feedback

Page 638)

46. In the feedback loop, the final and most important step is when the manager/small business owner:

a) compares actual performance against the standards.

b) takes action to improve performance.

c) finds who is responsible for either shortfalls or surpassing of standards.

d) plans for the future.

Answer b
(Feedback

Page 638)

47. A __________ is used by the owner of a small business to determine wage and salary increases, need for training, overall job progress, etc., among other things.

a) human resource plan

b) job redesign

c) compensation plan

d) performance evaluation

Answer d
(Performance Appraisal

Page 645)

48. Employees’ biggest complaint about performance appraisals tends to be:

a) they are unfair and do not measure what they actually do.

b) that they only happen periodically, generally once a year.

c) that they are more demotivating than motivating.

d) most managers don't know how to conduct them.

Answer b
(Performance Appraisal

Page 645)

49. An effective performance appraisal system:

a) focuses on behavior, action, and results.

b) focuses on fixing employee weaknesses.

c) is both personal and general in terms of the comments made.

d) is dominated by the manager giving feedback and asking if he/she is understood.

Answer a
(Performance Appraisal

Page 645)

50. _____________involves cross-training employees so they can move from one job in the company to others, giving them a greater number and variety of tasks to perform.

a) Job enlargement

b) job simplification

c) Open-Book Management

d) Job rotation

Answer d
(Job Design

Page 637)

51. Which one of the following should NOT be part of a leader’s behavior:

a) Set clear goals

b) Shares their vision

c) Maintain distance with employees

d) Rewards employees who meet or exceed the firm’s performance targets

Answer c
(The Entrepreneur’s Role as Leader

Page 613)

52. Effective leaders exhibit certain behaviors. An example would be:

a) Behave with integrity in all situations and at all times.

b) Look into future

c) Communicate with employees

d) All of the above

Answer d
(The Entrepreneur’s Role as Leader

Page 613)

53. Two functions are interrelated and remain a continuing challenge to achieve for leaders.  They are:

a) Staff their organization with the right people and then create the most appropriate work environment. 

b) Behave with integrity in all situations and at all times

c) Respect and support their employees.

d) Focus employees’ efforts on challenging goals and keep them driving toward those goals.  

Answer a
(The Entrepreneur’s Role as Leader

Page 613)

54. The first objective of a job analysis is to develop a job description.  The second objective is to create a:

a) Job interview outline

b) Advertise in the newspaper

c) Job specification

d) None of the above

Answer c
(Create Practical Job Descriptions and Job Specifications

Page 616)

55. Some of the most valuable interview questions attempt:

a) to gain insight into the candidate’s ability to reason and be logical 

b) to be creative
c) Both a and b
d) To be similar to job description
Answer c 
(Conduct the Interview

Page 620)

56. Many courses have team projects.  A team can be powerfully effective in terms of performance when:

a) Their mission and performance targets are realistic and known to the team members.

b) The team has the needed skill.

c) When the nature of the work is compatible with the use of teams

d) When there is a linkage between the performance achieved by the team and the compensation of the team.

e) All of the above

Answer e
(Team-Based Management

Page 629)

57. Effective leaders

a) Create a set of values

b) Respect and support the employees

c) Encourage creativity

d) All of the above

Answer d
(The Entrepreneur's Role as Leader

Page 613)
58. To be effective, one of the tasks of a small business owner is to:

a) Hire as many employees as possible till they find the right candidate

b) Start the business and determine what would be the organizational culture and then train employees afterward

c) Build an organizational culture and structure

d) None of the above 

Answer c
(The Entrepreneur's Role as Leader

Page 613) 

59. What is the first step to perform a job analysis?

a) The firm determines the duties

b) How much to pay

c) Which department to hire for

d) Meet the EEOC requirements 

Answer a
(Create Practical Job Descriptions and Job Specifications

Page 616)

60. Preparing __________may be one of the most important parts of the hiring process because it creates a "blueprint" for the job. 
a) Job skills
b) Payroll requirements
c) job descriptions
d) All of the above 

Answer c
(Create Practical Job Descriptions and Job Specifications

Page 616)

61. A results-oriented ___________ex​plains what a job entails and the duties the person filling it is expected to perform. 

a) Job performance

b) Job description

c) Job evaluations

d) Job qualifications 

Answer b
(Create Practical Job Descriptions and Job Specifications

Page 616)

62. One objective of a __________ is to create a job specification, a written state​ment of the qualifications and characteristics needed for a job stated in such terms as educa​tion, skills, and experience. 

a) Job description

b) Job analysis

c) Job evaluations

d) Job qualifications 

Answer b
(Create Practical Job Descriptions and Job Specifications

Page 616)

63. Which type of interview question is more effective and encourages candidates to talk?

a) Close-ended questions

b) Dialogue questions

c) Open-ended questions

d) All of the above 

Answer c
(Plan an Effective Interview

Page 618)

64. Which of the following statement is correct?

a) In the opening phase of the interview, the manager's primary job is to dif​fuse the tension that exists because of the nervousness of both parties. 

b) Many skilled inter​viewers use the job analysis to explain the nature of the job and the company's culture to the applicant. 

c) Use of icebreakers--questions about a hobby or special interest helps the interviewer to know more detailed about the candidate’s personal life and expenditure habits.

d) All of the above 

Answer a
(Conduct the Interview

Page 620)

65.  Which of the following statement is correct on today’s organizational culture?

a) Respect for the quality of work and a balance between work life and home life.

b) A sense of purpose that reflects a connection between the behavior of each employee and the mission of the organization.

c) Respect for diversity in all forms.

d) Integrity in all behaviors and a commitment to ethical and socially responsible actions by all employees.

e) All of the above

Answer e
(Culture

Page 625)

66. In most cases, what are the reasons that cause small companies to achieve impressive growth?

a) The company bypasses the traditional organizational structure

b) The company forgo rigid policies and procedures

c) The company has excess to working capital

d) All of the above

e) Only a and b 

Answer e
(Culture

Page 625)

67. What could be a reason that a team proves to be ineffective?

a) Lack of training and support

b) Team members’ pay dependent on team performance

c) Have all the means for teams communication

d) None of the above 

Answer a
(Team-based Management

Page 629)

True or False Questions

68. The most important role the entrepreneur can play in his/her company is that of manager.

Answer F
(The Entrepreneur’s Role As Leader

Page 613)

69. Management skills keep the leader under some degree of control.

Answer T
(The Entrepreneur’s Role As Leader

Page 613)

70. An effective leader helps employees focus their efforts on goals and keeps them driving to accomplish them.

Answer T
(The Entrepreneur’s Role As Leader

Page 613)

71. An important part of effective leadership is not only communicating with employees but also providing them with the resources necessary to achieve their goals.

Answer T
(The Entrepreneur’s Role As Leader

Page 614)

72. The small business leader performs four vital tasks; communicating the vision, finding the necessary resources to accomplish the vision, finding the external expertise to help accomplish the vision, and the ability to motivate his/her own workers to achieve the vision.

Answer F
(The Entrepreneur’s Role As Leader

Page 614)

73. Leadership is like management in that it maintains order and structure in the accomplishment of goals.

Answer F
(The Entrepreneur’s Role As Leader

Page 614)

74. The common element in all of the reasons generally offered as to why employees don't do what they are asked to do is poor communication.

Answer T
(The Entrepreneur’s Role As Leader

Page 614)

75. Sometimes personal defense mechanisms and confusing verbal and nonverbal messages interfere with leader/follower communication.

Answer T
(The Entrepreneur’s Role As Leader

Page 614)
76. To improve communication, leaders should use written means, e-mail, memos, notes, etc., to ensure clarity and to be able to track that instructions were given.

Answer F
(The Entrepreneur’s Role As Leader

Page 614)

77. Listening is the entrepreneur's most important communication skill.

Answer T
(The Entrepreneur’s Role As Leader

Page 615)

78. Hiring is very important for the small company, because the typical entry-level hire that quits in six months costs the company about $5,000 besides the wages and benefits paid.

Answer F
(Hiring the Right Employees

Page 616)

79. Leadership is the process of influencing and in​spiring others to work to achieve a common goal and then giving them the power and the freedom to achieve it.

Answer T
(The Entrepreneur’s Role As Leader

Page 615)

80. Job description ex​plains what a job entails and the duties the person filling it is expected to perform.

Answer T
(Create Practical Job Descriptions and Job Specifications

Page 616)

81. Company culture is process by which a firm determines the duties and nature of the jobs to be filled and the skills and experience required of the people who are to fill them

Answer F
(Culture

Page 625)

82. A job analysis describes what the job is, what its duties and responsibilities are, and what working conditions are involved.

Answer F
(Create Practical Job Description And Job Specification

Page 616)

83. Information gathered during a job analysis provides the foundation for creating job descriptions and job specifications.

Answer T
(Create Practical Job Description And Job Specification

Page 616)

84. A job description sets forth duties; a job specification translates these duties into qualifications for that job.

Answer T
(Create Practical Job Description And Job Specification

Page 616)

85. The job specification outlines the duties and responsibilities of a job and its working conditions.

Answer T
(Create Practical Job Description And Job Specification

Page 616)

86. It is important during the job interview to get the candidate to discuss actual situations in which he/she has used the skill or knowledge you are seeking.

Answer T
(Conduct The Interview

Page 620)

87. The most effective job interviews are unplanned, unstructured interactions between the small business owner and the job applicant.

Answer F
(Conduct The Interview

Page 620)

88. The small business owner should open an interview with a major question.

Answer F
(Conduct The Interview

Page 620)

89. Effective interviewers spend about 75% of their time listening to the candidate.

Answer T
(Conduct The Interview

Page 620)

90.  It is legal and appropriate for the entrepreneur to ask a job candidate if they have children or have been arrested.

Answer F
(Conduct The Interview

Page 620)

91. During an interview, an employer may not ask job candidates if they are a U.S. citizen or if they have any physical or mental infirmities that would interfere with performing the job.

Answer T
(Conduct The Interview

Page 620)

92. Job rotation involves cross-training employees so they can move from one job in the company to others, giving them a greater number and variety of tasks to perform.

Answer T
(Job Design

Page 637)
93. If an employment test measures what it is intended to measure, then the test is reliable.

Answer F
(Conduct Employment Tests

Page 623)

94. Small companies can compete for the best and the brightest job applicants by hiring older retired people, offering "psychic income when they can't match a larger company's offer," and by making the work place a fun place to be.

Answer T
(Culture

Page 625)

95. The experienced business owner knows that either his/her interview or his current employees’ reaction to the job candidate is the best determinant if this individual should be hired.

Answer F
(Plan An Effective Interview

Page 618)

96. An organization's culture is largely formed by the founder/entrepreneur who started the company.

Answer T
(Culture

Page 625)

97. A "cool" company culture holds individual employees responsible for their own professional development, education, and learning.

Answer F
(Culture

Page 625)

98. If the entrepreneur forms teams around the natural work flow and/or involves teams in deciding how to measure their own performance, the probability of success is significantly improved.

Answer T
(Empowerment

Page 634)

99. When a small business owner moves to an empowering management style, he/she should expect to lose about 5% of the workforce because that represents the number of workers who do not want to work in that type of environment.

Answer T
(Empowerment

Page 634)

100. Open book management is a management style where the owner provides employees with access to all the company's records, including financial statements.

Answer T
(Empowerment

Page 634)

101. When an entrepreneur wants to motivate his/her employees by giving them more responsibility in their jobs and more control over all the elements of the job, he/she would use job enlargement.

Answer F
(Job Design

Page 637)

102. Tina is dismantling her assembly-line operation and giving her workers responsibility for the entire job of creating the arc welders her company sells. By doing this, Tina is using a job enrichment strategy by specifically increasing task identity.

Answer T
(Job Design

Page 638)

103. Flextime is an arrangement where the employees both share responsibility for a single job and may choose where and when they accomplish the assigned tasks.

Answer F
[Job Design(Flextime) 

Page 638]

104. Workers who telecommute have lower productivity but increased job satisfaction.

Answer F
(Job Design

Page 637)

105. When employees who spend a great deal of time away from the office share the same office space, just using it at different times, the company is practicing hoteling.

Answer T
(Job Design

Page 637)

106. A survey of small companies shows that nearly half reward their workers with bonuses or other performance-related compensation.

Answer T
(Reward and Compensation

Page 640)

107. For pay-for-performance systems to work, there needs to be frequent payouts to the employees.

Answer T
(Reward and Compensation

Page 640)

108. To effectively recognize good performance in a way that motivates employees, the small business owner is forced to use financial rewards.

Answer F
(Reward and Compensation

Page 640)

109. To be effective, any reward system used must be tailored to the tastes and interests of the employees.

Answer T
(Reward and Compensation

Page 640)

110. The first step in establishing a feedback or performance appraisal process is to decide what performance to measure.

Answer T
 (Feedback

Page 643)

111. The goal of providing feedback is to uncover the reasons for any deficiencies in performance, not merely blame or scold the employee.

Answer T
(Feedback

Page 643)

112. When the feedback session is done the employer should leave any corrective action up to the employee, letting them decide what to do and when to improve their performance.

Answer F
(Feedback

Page 643)

113. The biggest complaint heard about performance appraisals is that they only happen periodically, generally once a year, and most employees don’t receive ongoing feedback on the job.

Answer T
(Performance Appraisal

Page 645)

114. Effective performance appraisals link the employee's performance to his/her specific job description.

Answer T
(Performance Appraisal

Page 645)

115. Most of the time of a performance evaluation should be spent discussing the future and what can be done to improve performance.

Answer T
(Performance Appraisal

Page 645)

116. Open-book management is when employees have access to all of a company’s records, except financial statements.

Asnwer F
(Empowerment

Page 634)

117. Job enrichment involves building motivators into a job by in​creasing the planning, decision-making, organizing, and controlling functions.

Answer T
(Job Design

Page 637)

118. Job sharing is a work arrangement in which employees work at a place other than the traditional office, such as a satellite branch closer to their homes or, in some cases, at home.

Answer F
(Job Design

Page 637)
119. Flexplace is a work arrangement in which two or more people share a single full-time job. For instance, two college students might share the same 40-hour-a-week job, one working mornings and the other working afternoons.

Answer F
(Job Design

Page 637)

120. One of the surest ways to kill high performance is simply to fail to recognize it and the employees responsible for it.

Answer T
(Rewards and Compensation

Page 640)

121. Praise, recognition and daily demonstrations of respect for an individual can be displayed on a regular basis at absolutely no cost.

Answer T
(Rewards and Compensation

Page 640)

122. When managers or employees detect a perfor​mance gap, their next challenge is to decide on a course of action that will eliminate it.

Answer T
(Feedback

Page 643)

123. One of the most common methods of providing feedback on em​ployee performance is through performance appraisal, the process of evaluating an em​ployee’s actual performance against desired performance standards.

Answer T
 (Feedback

Page 643)

124. Many companies are encouraging employees to evaluate each others’ performance in peer reviews or to evaluate their boss’s performance in upward feedback, both part of a technique called 180-degree feedback. 

Answer F
(Feedback

Page 643)

125. Despite all of the modern communication tools available, the grapevine, the informal lines of communication that exist in every company, remains an non-important link in a company’s communication network.

Answer F
(The Grapevine

Page 633)

126. The second objective of a job analysis is to create a job specification, a written state​ment of the qualifications and characteristics needed for a job stated in such terms as educa​tion, skills, and experience. 

Answer T
(Create Practical Job Descriptions and Job Specifications

Page 616)

127. In an interview, Close-ended questions are most effective because they encourage candidates to talk.

Answer F
(Plan an Effective Interview

Page 618)

128. Many skilled inter​viewers use the job analysis to explain the nature of the job and the company's culture to the applicant. 

Answer F
(Conduct the Interview

Page 620)

129. Today’s organizational culture does not reinforce some basic principles that are fundamental to the creation of a productive workplace. 

Answer F
(Culture

Page 625)
130. In many cases, small companies achieve impressive growth because they bypass the traditional organizational structures, forgo rigid policies and procedures, and maintain maxi​mum flexibility. 

Answer T
(Culture

Page 625)
131. In so many cases where teams prove to be ineffective the answer can be found in an entrepreneur that did not structure and create teams that could be expected to succeed.  

Answer T
(Team-based management

Page 629)

132. Companies that have used teams successfully still pay members individually, but they make successful team work a major part of an individual’s performance review.

Answer T
(Team-based management

Page 629)

133. The primary rea​sons employees usually don't do what they are expected to do has a lot to do with their motivation and desire to work. 

Answer F
(Communicating Effectively

Page 630)

134. One rea​son employees usually don't do what they are expected to do is because they lacked the skills to perform the task.

Answer T
(Communicating Effectively

Page 630)

135. Knowing that employees are “connected” through the grapevine allow business owners to send out ideas to obtain reaction making a formal announcement.

Answer T
(Communicating Effectively

Page 630)

136. As an incentive for workers to learn to perform other jobs within an operation, some companies offer skill-based pay, a system under which the more skills workers acquire, the more they earn.
Answer T
(Job Design

Page 637)

137. Continuous feedback, both positive and negative, is a much less effective way to improve employees’ perfor​mances and to increase their motivation.
Answer F
(Performance Appraisal

Page 645)

Essay Questions

138. What is the entrepreneur's role as a leader in the small business?

(The Entrepreneur’s Role As Leader

Page 613)

139. Outline and briefly explain the key behaviors that an effective leader of a small business should demonstrate.

(The Entrepreneur’s Role As Leader

Page 613)

140. What are the barriers to effective communication that the small business owner needs to be aware of and to overcome?

(Improving Communication

Page 631)

141. Discuss the roles that job analysis, job descriptions, and job specifications play in the human resource planning process.

(Hiring The Right Employees

Page 616)

142. Review the process for planning an effective interview.

(Plan an Effective Interview

Page 618)

143. Outline the steps in conducting an interview, explaining the important aspects of each step.

(Conduct The Interview and Table 19.5 A Guide for Interview Questions

Page 620)

144. Explain the use of employment tests and reference checking in the hiring process.

(Check References and Conduct Employment Test

Page 623)

145. What is company culture and how does it influence the staffing and leading of a growing company?

(Building The Right Culture And Structure

Page 625)

146. Name and briefly explain the six management styles an entrepreneur can adopt in leading his/her small business.

(Management Style, Organizational Culture And Organizational Structure

Page 627)

147. When using team-based management style, what errors does the manager have to be careful to avoid? How can he/she ensure the teams' success?

(Team-Based Management

Page 629)

148. What is the role of empowerment in motivating workers? What does the small business owner need to do to help empowerment to work in his/her company?

(Empowerment

Page 634)

149. How can job design serve as a motivational tool for the small business owner? What are the various elements of job design the entrepreneur needs to consider when seeking to motivate employees?

(Job Design

Page 637)

150. What is pay-for-performance and how does it motivate workers to greater and more effective work efforts?

(Rewards And Compensation

Page 640)

151. How is feedback motivational to employees?

(Feedback

Page 643)

152. What are the four key elements of the feedback loop? Briefly explain each.

(Feedback

Page 643)

153. Outline the necessary guidelines for establishing a performance appraisal system.

(Performance Appraisal

Page 645)
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