Job Maintenance Pre & Post Test
Answer Key

1. What would you do if you were unable to get to work because of lack of transportation? Call your supervisor and let them know why you are unable to get to work and why. Ask them if there is anything you can do to make up the missed time.  
2. Which of the following is NOT a reason for a person to get fired?

a. Dishonesty

b. Abuse of drugs or alcohol

c. Following rules and listening to your supervisor

d. Too many days being absent or late
3. Your job requires you to arrive to work by 9am. Yesterday, you arrived at work by 9:30am. Is it okay to show up at 9:30am because other employees do it? Explain why? No. You have a job responsibility to arrive at 9am and you are unable to work productively if you continue to be late. Your employer will also notice your tardiness and you could possibly be fired. 
4. Read the following pay stub and answer the questions below:

a. How much Social Security was deducted from this check? None
b. Your take home pay after deductions is? $272.64
c. How many hours did you work during this pay period? 40 hours
d. How much did you pay to FICA? $12

5. True or False: If you become angry at work or are struggling with another co-worker, you should yell at the co-worker and then talk about them behind their back to someone else?

6. Which of the following would help you get a promotion at work?
a. Leave early every day

b. Have a poor attitude

c. Demand your supervisor give you more money

d. Ask for more responsibility only to the point you can handle

7. Why do you think good communication skills are important to an employer? This allows the employer know how you are doing on the job, what you are finding difficult/challenging, what is going right, the responsibilities you have taken on.
8. A co-worker and you are talking in the break room, during break time. Do you think this is an acceptable place and time to talk? If yes, explain. Yes. Break time is when you have the time to discuss personal matters with a co-worker or get personal items done. Your lunch break is also another excellent time.
9. You just got a new job. Your employer tells you that the dress code is business casual, what would you pick out of your closet to wear to work:

a. Knee length skirt and button-up blouse

b. Flip flops

c. Tank top

d. Khaki shorts

10. True or False: you were assigned to clean-up the wood department in the craft store you just started working at and you do not know the first thing about wood. Is it fine to organize the items the way they were before and put items back that were in the wrong place. 
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