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The following questions are designed to give learners an indication of the style and format of questions to expect at the examination.

All Learners are strongly encouraged to use these sample questions as an examination practice opportunity. We recommend learners test themselves by answering these questions under examination conditions, using the Answer Booklet template, and then referring to the answers at the end or their course materials afterwards to check their answers. ‘AC’ in the answers refers to ‘Assessment Criteria’. The complete list of Assessment Criteria can be found in the syllabus of this qualification.
Please note these are only example questions and anything from the syllabus may be drawn upon in the examination.
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· All mobile phones and PDAs must be switched off and placed in bags at the back of the room.
· Write the information required on the front of your Answer Booklet and in the above box.

· Read questions carefully before attempting to answer them.

· Answer ALL questions. 

· Use black or blue ink only. Correction fluid is not allowed.

· Use the Answer Booklet to answer the questions. Ticks within the Question Paper will NOT be taken into account.

· Only ticks are allowed ((). If you realise you have ticked a wrong box, cross it over and tick the box you intended to tick.

· Please tick one box only per question. If you tick more than one box per question, your answer will be discounted.

· The maximum mark for this paper is 100.
· No communication with other students is permitted during or immediately after the examination.

· The Question Paper is to be returned to the Invigilator at the end of the exam.

All companies and characters appearing in this examination are fictitious. Any resemblance to real companies or persons, living or dead, is purely coincidental.
Unit RPK 2-1: (a total of 12 marks)
1.1 A significant change in the recruitment market promoted competitiveness, productivity and greater quality. Which one of the following statements is attributed to this change?

A. The necessity for flexible working to suit the labour requirements of companies

B. The introduction of the National Minimum Wage

C. The creation of Recruitment Employment Confederation

D. The implementation of the Agency Workers Regulations

1.2 In order to generate potential future recruitment opportunities, Robert has decided to market a candidate with excellent skills to his lapsed and prospect client base. In what circumstances would this sales activity be most appropriate?

A. Before the candidate has registered their details with Robert, so he can assess their potential value

B. After the candidate has been registered and assessed

C. If the candidate has a disability

D. If the candidate does not have suitable skills but Robert established an excellent rapport with them

1.3
Alex is reviewing her market place to establish her business development strategy. Having researched the market extensively, she has drawn some accurate conclusions. Which one of the following recruitment industry sectors did Alex identify as representing the top sector in permanent staffing?

A. Professional/managerial

B. Medical/care

C. IT

D. Education/teaching

1.4
From her continued research, Alex found that there is a number of sources of information and advice on training and career opportunities within the recruitment industry. Which one from the list below would you advise Alex to refer to?

A. Department for Work and Pensions

B. Citizens Advice Bureau

C. IRP 

D. ACAS

1.5 
When supporting your colleagues with a client recruitment campaign, it is important you follow the defined process of selection. If you were to advise your colleagues on selection methods, which one of the following answers would you argue the selection decision should be based on?

A. How well the candidate and hiring manager got on during the interview

B. The candidate who will accept the highest salary

C. The candidate who has the least notice period

D. Objective evidence as to the candidate’s ability compared to the requirements of the role

1.6
The acronym ‘IRP’ stands for:

A. International Recruitment Process

B. Internal Recruitment Process

C. Institute of Recruitment Professionals

D. Institute of Resourcing Partners

1.7
Once the client has accurately assessed their recruitment needs, the candidate shortlist is most likely to follow on from:

A. Interviewing

B. Processing and matching applications

C. Human Resource Planning

D. Assessing candidate’s skills

1.8
Bryony has never used the services of a recruitment company before and she asks Simone, a local consultant, to summarise the role of a recruiter in one sentence. Which one of the following sentences would be the most appropriate answer?

A. To ensure the client pays a fee, which is less than full standard terms of business, in order to demonstrate good value

B. To make sure the candidate does not have a criminal conviction, by obtaining quality references

C. To provide a consultative and supporting service to ensure the right hiring decisions are made

D. To allow to candidate to make the right choice by encouraging them to manage the process throughout

1.9
Daniel is mentoring Anna, who has recently joined Eazihire Personnel Recruits, and explains that fully completing a job analysis should enable a recruitment consultancy to:

A. Interview every available candidate with the relevant skills

B. Take an objective view ensuring no potential discrimination occurs when hiring

C. Interview British candidates as a priority, in line with the Conduct Regulations 

D. Take a subjective view on what type of person they would like to hire, based on personality alone

1.10 
When creating a strategic plan to make the best of every opportunity in recruitment, goals and objectives must be:

A. Niche

B. Client focused

C. Specific

D. Fee orientated

1.11
Emily has a monthly meeting with her Team Leader to discuss the growth of her temporary desk, and it includes a review of her Key Performance Indicators. Which one of the following statements best defines the purpose of KPIs?

A. To provide evidence used to discipline recruiters when they are not performing

B. To assess candidates’ skills and match them to jobs

C. To ensure the consultant interviews the candidates correctly 

D. To evidence progress towards goals and objectives

1.12 
Heather is meeting with a new contractor, who is starting an assignment with one of her clients on Monday. In order to ensure the contractor is paid correctly for the work completed, Heather explains that they must provide which of the following on the agreed date?

A. A timesheet only

B. An invoice only

C. A wage slip

D. A timesheet and an invoice

Unit RPK 2-2: (a total of 15 marks)

2.1
Max has arranged a meeting with a prospect client to discuss a new job role. He requests the client to email him a job description in advance of the meeting, so they can agree the key criteria for the role. His client tells him they do not work from job descriptions and asks Max why he needs one. Which one of the following statements best describes the purpose of a job description?

A. It tells the employee what to do

B. It explains to the manager what the employee should be doing

C. It details the purpose, tasks and responsibilities of the job

D. It enables HR to know when the employee is not doing their job properly

2.2
What is usually detailed under the ‘duties and responsibilities’ section of a job description?

A. The skills and experience a candidate needs if they want to apply for the job

B. Which tasks should be delegated to other colleagues

C. The difference between duties and responsibilities of the role

D. The functions, accountabilities and day-to-day activities of the job role

2.3
Max goes on to explain to the client why a person specification is equally important when assessing potential candidates against the client’s requirements. What should be contained in a person specification?

A. The duties and responsibilities required of the person in order to do the job properly

B. The salary and benefits the person will get if they are successful in their application 

C. The code of conduct the company expects their employers to abide by

D. The attributes, skills and experience required of the person to carry out the role satisfactorily

2.4
What would you usually NOT find in a person specification?

A. Minimum qualifications and/or training required

B. Required skills and knowledge

C. Working hours

D. Job-related competencies

2.5
What resources could Max use to ensure the accuracy of the job description and person specification?

A. Wikipedia

B. REC and APSCo

C. Current job holder, line manager, organisational charts

D. Clients’ financial reports and published accounts

2.6
What is the difference between internal and external vacancy advertising?

A. Internal refers to adverts written by the company itself; external refers to adverts written by recruiters and marketing agencies

B. Internal is the information that should not be made public about a given role; external advertising contains all the information that can be divulged to the public

C. Internal adverts are exposed to employees of the organisation only; external job adverts are placed in a range of public media, either by HR or external recruiters

D. Internal advertising comes out of the company’s own advertising budget; external advertising is paid for by the recruitment agencies who advertise the jobs

2.7
Magda is preparing an advertisement for a variety of job boards in response to a recent job order from one of her account clients. When writing the advert, Magda knows there are statutory considerations she needs to make to ensure compliance. Which one of the following points is in breach of the Conduct of Employment Agencies and Employment Business Regulations 2003, in terms of agency advertising?

A. Agencies advertising as much as they need to fulfil their business needs

B. Agencies advertising vacancies for which they have not been authorised by the employer

C. Agencies spending client money and budget on advertising

D. Agencies advertising jobs more than once in the same place

2.8
Magda’s manager gives her some positive feedback on the draft advertisement she has shown her before posting it to the job boards. Her manager gives her some sound advice for future reference. She explains that the most important thing when writing advertisements for online jobs boards is to:

A. Use a job title and search words that will be search engine friendly to ensure that candidates can find the job when they search

B. Use jargon and repeat words as much as possible, to make sure it gets found

C. Use lots of pictures

D. Make sure you name the consultant who is handling the assignment as they need to ensure they get their full commission

2.9 
Which one of the following information must be mentioned as a legal requirement, when placing a job advertisement?

A. Working hours

B. Notice period

C. Employment status (Temp, perm or contract)

D. Probationary period

2.10
Magda has learned that there are many considerations when using social media sites for job advertising in order to get the best result.  Which one would you consider to be critical to ensure a positive return on the investment?

A. All advertisements should have the client website address to encourage candidates to research the client

B. Advertisements should never include the location details of the job, so as to prevent the candidate from guessing who the client is

C. Careful research into your target audience should be carried out as not all prospective candidates visit the same social media sites

D. It is illegal to advertise on social media sites

2.11
Magda’s manager explains it is important to monitor advertising spend against numbers of placements made, and asks her what considerations she will make when deciding on her advertising strategy. Which one of the following statements can Magda identify as a key consideration?

A. Cost versus placement analysis will demonstrate the return on the investment

B. It proves to the client that there is value for money in recruitment advertising

C. It shows how many job applications it takes to place the vacancy, and prove to the client that the agency is being effective in finding candidates

D. By charging the client for advertising, you can charge a higher fee per placement

2.12
Once you have registered your candidate on your CRM, which one of the following laws governs the storage and retention of information, including references about job applicants on a recruitment database?

A. Employment Agencies Act 1973

B. REC Code of Conduct

C. Data Protection Act 1998

D. Equality Act 2010

2.13 
Which one of the following statements is a requirement under the Employment Agencies Act 1973?

A. Information about job seekers must be destroyed after three months, in order to protect their right to privacy

B. Records must be kept for at least one year after their creation

C. Companies must use a computer database to store the data effectively

D. Anyone is entitled to see their records without giving prior notice or explanation as to why

2.14 
When registering a candidate to place them in a temporary or permanent role, which piece of legislation requires that employers and recruiters ensure that successfully placed job seekers have the right to work in the UK?

A. The Equality Act 2010

B. Conduct of Employment Agencies and Employment Businesses Regulations 2003
C. Immigration, Asylum and Nationality Act 2006

D. Employment Rights Act 1996
2.15 
Tony has registered a candidate who has provided two documents showing two different names. What advice would you give to Tony?

A. Tell the candidate that they will not be allowed to continue with their job application as their documents do not concur

B. The candidate must get their documents changed in order to be allowed right to work in the UK

C. The candidate will still be allowed to work, as long as they can provide a good reason why the names differ

D. The candidate should have supporting documents e.g. a marriage certificate, deed poll or divorce decree to show why the names are different

Unit RPK 2-3: (a total of 12 marks)

3.1
Andrew is inviting potential candidates to an assessment centre, in preparation for a major recruitment campaign. Which one of the following best describes assessment objectives? 

A. To ensure EU citizens are prioritised for the roles

B. To determine how the assessment will be measured

C. To ensure the candidates bring their right to work documents for approval

D. To assess the level of fee to be paid by his client

3.2 
Andrew is presenting his ideas for the assessment centre to his client. What is the advantage of having numerous assessment techniques throughout the recruitment process?  

A. It is more fun for the candidates

B. It justifies charging higher fees

C. It presents a higher predictability of a successful placement

D. Only the best candidates will apply for the role

3.3
When planning the assessment centre, Andrew explains to his colleagues that assessment techniques should be used when:

A. The client is prepared to pay a premium fee for a recruiter’s service

B. You are unable to find relevant candidates via job boards

C. Your candidate cannot demonstrate eligibility to work documents

D. Your client has a specific skill requirement for the role

3.4
A biographical interview should explore candidates’ past experience including:

A. The previous personal relationships

B. To establish if they are too old to perform the role

C. To review their work history

D. To identify if they are eligible to work in the UK

3.5 
It is important that a recruiter demonstrates a range of questioning skills in order to properly understand the needs and motivations of the candidate. As well as using skilful questioning techniques, careful listening skills must also be applied. Active listening can be demonstrated by: 

A. Writing a letter or email to the candidate to confirm the interview date and time

B. Providing feedback

C. Summarising key information from the interview

D. Using Skype to conduct the interview

3.6 
You know that planning is an essential part of the resourcing process, and when interviewing your candidate, you have shortlisted a series of relevant interview questions to take into the meeting with you.

‘What specifically did you do to complete that task?’ is an example of:

A. A fantasy question

B. An open question

C. A broad question

D. A probing question

3.7
“Did you manage to hit that deadline?”’ is an example of:

A. A probing question

B. A fantasy question

C. A closed question

D. A broad question

3.8
In order to get the very best from every candidate when discussing their requirements, you will need to develop a trusting and mutually beneficial relationship with them. Your supervisor has discussed the important concept of quickly building rapport in order to develop this trust. Which one of the following is important to consider when building rapport?    

A. Make jokes about the candidate’s job history

B. Sit very close to the candidate so they can see you are friendly

C. Maintain a comfortable and suitable physical space between you

D. Take a formal position by sitting on opposite sides of the interview desk

3.9
During the recruitment process, when should candidate feedback ideally be given?

A. When the candidate requests it

B. When the feedback is positive in order to boost self-esteem

C. At every stage of the recruitment process

D. To successfully placed candidates only

3.10
One of your candidates is reviewing her contract of employment, as she is considering an offer from a direct competitor of her current employer. Which one of the following is she not entitled to, as an employee working under a contract of employment?  

A. Maternity or Paternity leave

B. To be able to subcontract her services to someone else equally able to do the role

C. Protection against unfair dismissal

D. Statutory Redundancy Pay

3.11
Six candidates have successfully completed the assessment centre and the client is now in a position to make formal offers. At the offer stage, which one of the following checks must Andrew carry out on each candidate?

A. The candidates’ motivation to change job

B. The candidates’ measurements for the company uniform

C. The candidates’ eligibility to work in the UK

D. Employment references
3.12
All of the candidates who attended the assessment centre have had their interview records stored on the recruitment consultancy database. Andrew reminds his team about the importance of the DPA. What does the Data Protection Act protect individuals from?

A. Illegal working in the UK

B. Discrimination in the workplace

C. The misuse or unauthorised disclosure of their personal data

D. Unfair dismissal

Unit RPK 2-4: (a total of 25 marks)

4.1 You are planning on delivering a coaching session to a new colleague, who has never worked in a sales environment before. He is slightly anxious about how he is going to approach his calls and visits, so you volunteer to talk him through the sales cycle, to explain typically what he might experience. Which one of the following statements is a characteristic of the sales cycle? 

A.
The sales cycle ends when negotiations on price end

B.
The more expensive a product or service is, the longer the sales cycle is likely to be

C.
The cheaper a product or service is, the more attention needs to be paid to the sales cycle

D.
The recruitment sales cycle is determined entirely by the client

4.2 It is important you are able to identify where you are likely to achieve success in your sales activities.  Which one of the following statements describes the Pareto Principle in relation to recruitment sales?

A.
30% of clients produce 60% of complaints

B.
20/80 rule – 20% of your candidates will come from 80% of your referrals

C.
The client should always determine the recruitment process, as they are paying the fee

D.
80/20 rule - 80% of your business will come from 20% of your clients

4.3 The Sales Cycle is an important part of your sales planning process. The recruitment sales cycle begins with which one of the following stages?

A.
Agreeing fees

B.
Explaining features and benefits

C.
Identifying sales opportunities

D.
Conducting a credit check on the client

4.4 In your team meeting, your manager explains it is always important to assess sales leads in terms of time, resources and money, and there is little success in pursuing every lead you identify.  This process is known as:
A.
Qualifying the sales lead

B.
Quantifying the opportunity

C.
Confirming fees

D.
Budgeting management

4.5 In a team meeting, your manager announces a change in business development strategy and advises that full training will be provided on transactional sales techniques.  Which one of the following options best describes ‘transactional selling’?

A.
Asking clients to pay fees upfront

B.
Longer term, collaborative relationship between the sales person and the buyer

C.
The transaction is completed over a 12-month period, as part of a long-term relationship

D.
The sale is completed as quickly as possible and the sales person moves on to the next customer

4.6
Your Team Leader tells you that you are to look at the segmentation of clients and candidates. What would you consider to be the most appropriate definition of segmentation in this context?

A. The process of placing clients and candidates into particular groupings according to their needs and requirements

B. The process of allocating clients to different recruitment resourcers

C. A historical review of the performance of your consultancy against specific clients

D. The process of listing candidates and clients alphabetically on your database

4.7
The SMART principle helps when planning Sales targets and objectives.  In the context of selling recruitment services, what does the ‘T’ stand for in SMART? 

A. Tentative

B. Terms (of Business)

C. Tested

D. Time bound

4.8
Your Manager is presenting a training session on the use of social media as a source of information on potential clients.  Which one of the following statements accurately reflects the use of social media for people involved in recruitment sales?

A. It is rubbish – full of personal information that is not relevant

B. Sometimes it can be useful, but it is very time consuming and recruitment sales people do not have the time to look at social media

C. Most of what is written is not true, so it must be discounted

D. It is an excellent source of knowledge, opinions and ideas about particular organisations or the sector in which they operate

4.9
Your Team Leader has asked you if you would like to attend some local networking events on behalf of your recruitment consultancy.  What should your thoughts on this be?

A. Make it clear that you only work 9 to 5 and that these events are not part of your job

B. Nobody else wants to waste their time by going, so it gets passed down to you

C. Recognise that this will be a great opportunity to promote your corporate and personal brands

D. Recognise that this will be a great opportunity to promote your corporate brand

4.10
You are calling candidates to assess their relevance for a particular role. You are having difficulty gaining commitment from many candidates, and therefore, you refer to your manager for advice. Your manager tells you that you heard typical objections and summarises the four types of objection you are likely to encounter. These are ‘vague’, ‘irrelevant’, ‘price’ and which one of the following?

A. Compliance

B. Consequence

C. Capability

D. Complacent
4.11
In order to increase your sales conversions, it is necessary to convert a client need into a benefit statement. What is meant by the term ‘client need statement’?

A. A client’s own full understanding of their needs, expectations and problems

B. The candidate’s understanding of the client requirements

C. A script to help you to overcome objections to influence the client to buy your service

D. A written job specification

4.12 As one of your SMART objectives, you are planning to gather data from local networks to assist in contributing to the sales and marketing plan for your organisation.  Which one of the following statements explains why data is important for sales and marketing plans?

A. It enables you to demonstrate your marketing skills, with a view to potential career enhancement

B. Sales and marketing plans are reliant on data to provide informed decision making

C. It gives the opportunity to attend networking events, allowing you to have time away from the office

D. It gives you access to Facebook and Twitter, which are more effective than calling people

4.13
Which one of the following sets of features are features of a SWOT Analysis?

A.
SWOT looks for comparison with competitors, and establishes the views of all stakeholders including clients and candidates

B.
SWOT makes presumptions about competitors, taking into account the views of all sales people involved with talking to clients

C.
SWOT predetermines the outcome of sales and marketing activities, implementing procedures and policies to achieve these

D.
SWOT will avoid the use of quantifiable, statistical information, relying on feedback from various Sales Workers, Organisational Types involved in the research

4.14 You have a conversation about selling with some of your top sales people.  They tell you that you always need to be aware of the use of a Trial Close. Briefly explain what is meant by a ‘Trial Close’.

A.
This is the final stage of any court action against a client who has defaulted on payments of invoices your consultancy has raised

B.
This is a type of close used when timescales are involved

C.
This is a method of closing a sale which you use in order to get the client to commit to your terms of business and payment terms, and sign these documents as a signal of intent

D.
Trial close is used to help the sales person detect any concerns that a client may have and to assess their intent to ensure that you are on the pathway to gaining commitment

4.15
One of your top sales people is giving you some advice on closing techniques, including examples of how these can be handled.  Which one of the following is an example of an alternative close?

A.
“Ok, I really would like to be able to seal this deal with you now, is there anything I have missed out that you would like to discuss?”

B.
“Shall we proceed to the next stage this week or next week?”

C.
“So does everything that we have discussed today put your mind at rest about our approach for recruiting this role?”

D.
“Sign here!  If we don’t deliver the right candidates, we can start again”.

4.16
You are in the process of finalising a sale using the positive behaviour toolbox.  Which one of the following statements would you use to demonstrate empathy? 
A. “That’s great, I’m glad you know about the advantages of using recruitment consultancies”

B. “That’s a fair point, all budgets are tight right now”

C. “Tell me, when you do recruit, what methods do you use?”

D. “How do we move this forward?”

4.17
You arrange a sales visit with a lapsed target client. The contact at the client has not previously met you nor has personally worked with your company. They have asked you to present your company, defining its USPs.  What best defines USPs?

A. Key elements of your service delivery which satisfy legal requirements

B. Impressive brochures explaining the sectors in which you operate 

C. Undeniable Service Potential aimed at a specific client

D. Simple, clear statement of why your service is different, and makes you stand out from other recruitment companies

4.18
You hear a number of statements regarding the importance of record keeping.  Which one of the following is true?

A.
Sales records will not show information about contact addresses due to the Data Protection Act.

B.
The development of software means that you do not need to pay attention to record keeping as it will be done for you.

C.
Time management is not an issue when keeping records as getting the right candidate is more important than the time scales involved.

D.
There are costs associated with record keeping and records must be kept secure.

4.19 
You read an interesting article on LinkedIn about body language and selling, giving a number of examples of physical gestures and their ‘meaning’.  Which one of the following is most likely to be indicated by a nod of the head?

A. Total agreement with what you are saying

B. Interest in what you are saying

C. They are bored with your presentation and are likely to be nodding off

D. The buyer is only agreeing with you to end the meeting quickly

4.20 
Having researched these typical body language gestures, you observe at your next meeting that the buyer has their arms crossed throughout your discussion. Which one of the following is the likely meaning of this gesture? 

A. The buyer is very comfortable in your presence

B. the buyer is bored

C. The buyer wants to sign your terms and conclude the deal as quickly as possible

D. The buyer has a defensive or negative attitude

4.21
Your manager discusses the concept of the ‘Feel, Felt, Found’ method of dealing with typical client objections.  The following dialogue as an example of how you might use it when making your calls:

CLIENT - “You are too expensive” 

CONSULTANT (Feel) - “I can understand why you might feel like that …”

CONSULTANT (Felt) - “One of my other clients had exactly the same view as you …”

Which one of the following best describes the final part of the ‘Feel, Felt, Found’ response to this objection?

A. CONSULTANT (Found) - “But they were wrong too, so can you just sign our terms please, it’s the best you are likely to get”.

B.
CONSULTANT (Found) - “By the way, I found your offices without any problem this morning.  Are you ready to do the deal?”

C.
CONSULTANT (Found) - “However, once they saw the quality of the sample CVs I could put forward, they realised the value I could offer to the process, by saving them time”

D.
CONSULTANT (Found) - “Once they saw what was included as a standard part of our service, they realised that they could negotiate a little further.  How much discount on our standard fee are you looking for?”

4.22
Your area sales manager is visiting the office to present a training session on closing                                                       techniques for recruitment sales.  He talks about the structure of the Positive Behaviour Toolbox. Which of the following is the final part of the Positive Behaviour Toolbox?

A. Final focus
B.
Future focus
C.
Closing focus
D.
Client focus
4.23
During a sales meeting, a potential client says: “We already have a Preferred Supplier List in place”. What sort of objection is this?

A. A relevant objection

B. A related objection

C. An unrealistic objection

D. An irrelevant objection

4.24
You are keen to capitalise on your recent successes and recently attended a training workshop which described the concept of ‘add-on’ products or services that could be offered to customers.  Which one of the following best describes an add-on product or service? 

A. This is a product or service that is added to the sale after the client has signed the terms in order to enhance your margin

B. This is a product or service the client is not aware they have paid for

C. This is a product or service that must be provided in order to secure the sale

D. This is a product or service in addition to your core activity from which the client derives added value

4.25 
Which of the following is a description of cross-selling?
A. When your client makes you angry

B. When you use aggressive sales techniques

C. When selling an additional product or service to an existing buyer

D. Pull sales

Unit RPK 2-5: (a total of 12 marks)

5.1
You have posted an advertisement on a job board and have had a great response, with over 100 candidates applying for the role. You are now writing to each candidate to provide initial feedback, and to advise them if they will be required to attend an interview and registration at your office. Which one of the following statements is not regarded as discriminatory when used in the recruitment selection process?

A. “The ideal candidate must have at least 5 years’ work experience”

B. “We can only consider those eligible for employment in the UK”

C. “As fluent German language is required, you must be a German national”

D. “Your job application was not considered due to your criminal record”

5.2
Which one of the following would be the most acceptable internal resource to find out about the legal, ethical and regulatory requirements for your role as a resourcer?

A. Wikipedia

B. Company handbook and training manual

C. Your employment contract

D. Ask a colleague

5.3
A candidate has come to you to ask for advice, having received a poor service from another undisclosed agency. He asks you: 

“What is the main function of the Employment Agency Standards inspectorate (EAS)?”

Which one of the following answers would be the most appropriate reply?

A. To close down recruitment agencies who do not treat candidates fairly

B. Handling disputes between employment agencies and their clients and candidates to make sure that no one is treated unfairly, casting judgements and providing mediation

C. Advising recruitment business on the types of candidates they should register, and the types of interview techniques they should adopt.

D. Enforces the Employment Agencies Act 1973 and the associated Conduct of Employment Agencies and Employment Business Regulations, with powers to seek prosecutions and prohibit trading for up to 10 years

5.4
Your Team Leader explains that - as an REC Corporate member - all staff are expected to observe and work to the REC Code of Conduct. Which one of the following statements best describes the REC Code of Conduct?

A. Members will observe the highest principles of ethics, equity, integrity, professional conduct and fair practice, in a manner that uplifts the image of the recruitment industry 

B. Members will make sure that their REC membership fees are paid on time, otherwise interest payments will be accrued for the overdue period
C. Members will attend a minimum of 20 hours of recruitment training per annum, to ensure standards are being reinforced
D. Members will issue all their staff and employees with valid employment contracts and give all their members access to the information they need to operate within the legal guidelines laid down by the Employment Agencies Act 1973

5.5 
A recently-placed candidate has come into your office with her contract of employment, which arrived in the post this morning. She has a number of questions to ask you before she signs and returns it to the new employer. She asks you:

“What is the difference between express and implied terms?”

Which one of the following explanations would be your answer? 

A. Express terms are agreed on the spot. Implied terms are negotiated later

B. Express terms are the main terms written in the contract. Implied terms are not spelt out, but obvious due to custom and practice or practicality

C. Express terms are given to certain staff members only. Implied terms are those which every employee of the company benefits from

D. Express terms cannot be changed. Implied terms can be renegotiated when necessary

5.6
Which of these areas of employment are covered by employment legislation?

A. Terms and conditions of employment, the treatment of employees and data protection

B. Employment terms, use of company telephones and company cars

C. Maternity pay, employee rules and use of company property

D. Statutory written statement, contract and staff handbook

5.7
What is the purpose of the Equality Act 2010?

A. To give equal rights to everyone in the country

B. To protect people from discrimination

C. To make sure men and women get the same pay

D. To protect employee contractual rights

5.8
You encourage your colleagues to complete some research into the rights of employees and you set them a quiz to test their knowledge. One of your questions is ‘which of the following is not entitled to certain statutory employment rights?’ 

What is the correct answer? 

A. Anyone who is not a citizen of the country.

B. Anyone who works more than a certain amount of overtime hours.

C. Anyone who is given an employment contract.

D. Anyone who is not an employee.

5.9     
You ask your colleague to explain their research methodology and resources. Where would be the most appropriate place where you could find verifiable external information on employment rights and responsibilities?

A. DWP

B. HMRC 

C. ACAS

D. Governing bodies

5.10     John works for a manufacturing company with a unionised workforce, which unfortunately has to make redundancies to reduce costs. John has been asked to attend a redundancy consultation meeting. As a member of the trade union, he can expect the following:

A. The union representative can attend the meeting with John to provide him with support and advice

B. The union will assist John in finding alternative work

C. As a member of the trade union, John can expect to be made redundant

D. The trade union will not provide John with any assistance in these matters

5.11
In any workplace, it is the employees’ responsibility to ensure equality and diversity by:

A. Keeping to themselves, not sharing their opinions with others for fear of being accused of discrimination

B. Ensuring that all colleagues and managers give minority groups the better options to avoid discrimination claims

C. Being mindful of their own judgements and willing to recognise differences of opinion, origin and understanding

D. Making sure that their points of view are heard, even if management are seen to be doing the right thing

5.12
A recruitment agency wants to place an advertisement on a jobs board to find a French speaker to deal with a predominantly French customer base. How should they word the advertisement to ensure that equality and diversity legislation is applied?

A. “French national with fluent French language skills required to work in an exciting French customer service environment”.

B. “If you have French as your mother tongue, then this exciting customer service role is the ideal job for you!”

C. “Apply your fluent French language skills and knowledge of the French culture in an exciting customer service role”.

D. “An exciting opportunity for a first language French speaker who only wants to deal with French customers”.
Unit RPK 2-6: (a total of 12 marks)

6.1
A client is surprised at the timeframe you suggest to identify suitable candidates and he suggests you can simply pull them out of a hat! You explain the importance of building relationships with candidates to ensure the best possible matches. The client is keen to hear more about your strategy. You outline the four stages to building relationships with candidates.  Which one of the following is Stage 4?

A.
Inputting details on to a CRM

B.
Offering incentives and gifts to register

C.
Developing longer term contact plans

D.
Accurate note taking

6.2 
You advise your client that you always meet with candidates as part of the registration and interview process. The client suggests this is why your planned candidate attraction strategy may be time consuming. You stress the importance of face-to-face communications in order to build the strongest possible relationship. You say that research has identified that our manner, attitude, words and body language are all important when communicating. Which one of these is the most dominant?

      











A.
Body Language

B.
Tone and volume

C.
General appearance including dress code

D.
The pace of conversations

6.3
Your manager presents a training session on the communications policy of your recruitment consultancy.  Which one of the following statements best describes the purpose of the organisational policy for communications in this context?

A. To define, regulate and inform how you and your organisation communicate externally

B. Outline procedures for dealing with unhappy clients

C. Defines the type of telephone system used by the recruitment consultancy

D. To define, regulate and inform how you and your organisation communicate internally and externally

6.4 
As a recruitment resourcer, you are interviewing and assessing the needs of your candidates as part of the recruitment process. You are now ready to move on to the next step and are considering your actions. Which one of the following would be appropriate at this stage of the process?
A. Take complete ownership for the candidates including searching the database for suitable job roles, selling jobs to them and then sending them out on assignment

B. Take instructions from a consultant on potentially suitable roles for the candidates and become involved in briefing them about suitable organisations

C. Send job descriptions and person specifications to the candidates, advising them to ring the client directly for additional information should they be interested in applying
D.
Carry out a full biographical interview

6.5
One of your candidates has recently attended an interview and is due to come into the office to meet both you and the recruitment consultant for feedback. Which one of the following statements best describes feedback?

A.
A recruiter should always give feedback to the client first

B.
A resourcer should never give feedback, as this is the primary role of the recruiter

C.
Feedback is a two-way process between a client and the recruiter and should be provided in writing due to the Data Protection Act

D.
Feedback should be factual, honest and encompass the areas the candidate has performed well as well as the areas for development.

6.6
The client emails you to advise that following interview, they do not wish to pursue the candidate’s application further. You advise the client that feedback is an important part of the recruitment process and that you work to a set of guidelines when providing feedback. 
Which one of the following best describes the three stages of the recruitment feedback model?

A. The client provides feedback directly to the candidate in the interview, the candidate gives feedback to the recruiter, and the recruiter gives feedback to the resourcer

B. The candidate calls the resourcer, notes are taken and input onto the CRM and then feedback is given to the client in writing due to the DPA

C.
Only verbal feedback is permitted, notes are logged onto the CRM and then forwarded onto the consultant in a written report

D.   Client gives both the recruiter and candidate feedback where appropriate, the candidate gives the recruiter feedback, and the recruiter gives the candidate feedback
6.7
Which one of the following sets of activities is the most important when building a trusting relationship with candidates?

A. Passing on messages, being proactive with candidate applications, keeping in contact by agreeing a contact plan

B.
Offering refreshments, chatting to them in general about their hobbies 

C.
Dealing with emails, and responding to their online applications

D.
Using Facebook to keep in touch

6.8
One of your roles is to ensure that candidate’s loyalty is maintained, and this means taking measures to avoid complaints. Which one of the groups below includes three common complaints?

A.
Not always offered a drink, difficult to park, too much paperwork to fill in

B. leave you with the feeling of being “just a number”, send out your personal details without consulting you and make no attempt to find out what you are like
C.
Interviews are a waste of time, all relevant information about me can be found on LinkedIn, and paperwork is so unnecessary

D. 
Too many interviews take place on the telephone, you get passed from consultant to consultant
6.9
A new colleague asks for your advice about candidate attraction and retention.  You hand your colleague a document marked ‘SLS’.  What do the initials ‘SLS’ stand for in the context of customer and candidate care?

A.
Sales Linked Strategy

B.
Sensitive Learning System

C.
Service Level Standards

D.
Secure Level Selling

6.10
A senior colleague is coaching you on maintaining a reliable candidate network, in order to build your desk. She explains that once you have identified a valuable candidate, it is important that you are able to maintain a long-term relationship with them for future opportunities and lead generation. Enhancing candidate loyalty is therefore an important activity. Apart from various loyalty schemes, what do you consider a candidate expects from a recruitment organisation?

A. Regular work, a fair wage and an honest professional recruitment organisation

B. 
To talk to the same team member every time they make contact

C.  
Correct weekly payments

D.  
Vouchers, discount schemes, membership offers
6.11
She goes on to explain that it is important to review a candidate’s experience of working with you and your recruitment organisation. One way of doing this is to actively request feedback on the service they have received. From the options below, what would you suggest this feedback could be used for? 

A. To keep a record of candidates who give poor feedback, as this highlights those who are likely to be high maintenance

B. To be able to review internal practices and identify where training could be put in place

C. For record keeping purposes under the DPA

D. To use in your Performance Management Review

6.12
Which one of the following best describes who in a recruitment consultancy should be involved in an effective communications plan with candidates? 

A.
Recruitment Resourcers

B.
Team Leaders

C.
Recruitment Consultants

D.
Everyone involved in the process

Unit RPK 2-7: (a total of 12 marks)

7.1 
You and your colleague, a recruitment consultant, are presenting to a prospect client with a view to being accepted onto their PSL. This could mean a large volume of new job requirements over the next twelve months. In your presentation, you explain that typically, recruitment programmes are likely to follow a standard format. 

Looking at the typical recruitment process format shown below, which one of the following would you expect to find in box number ‘iv)’?
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A. Compliance checks

B. Reference Checks

C. Pre-selection

D. Obtaining ‘Right to Work’ documents

7.2 
You go on to explain in your presentation how you typically research the market for excellent candidates.  You provide an example of a fictitious candidate named Martin Roberts. You are demonstrating how you plan out your research activities.  

Looking at the following chart, what would you expect to find in the box number ‘ii)’?
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A. “Telephone call and email history”

B. “What do we already know about Martin Roberts?”

C. “Research documents used”

D. “CV & Application form”

7.3
The client asks you about the difference between qualitative and quantitative research. Which one of the following statements would be the correct response?

A. Qualitative research produces numerical data, whilst quantitative information generates verbal data

B. Qualitative research ensures that quality assurance measures have been adhered to when presenting your data

C. Quantitative research ensures that a large sample of evidence is sourced as part of the research

D. Quantitative research produces numerical data or information that can be converted into numbers, whilst qualitative information generates non-numerical data

7.4
You are preparing to conduct some research on your market sector, in terms of labour statistics and have decided you are going to undertake secondary research.  Which one of the following is an advantage of using secondary research to get information?

A. Information may be out of date, but will be historically accurate

B. It is obtained at a low cost, which may already have been absorbed by the primary researcher

C. Information is often difficult to find and access, but it is worth the effort

D. The information you are sourcing may be subject to copyright, and therefore you cannot use it in your findings

7.5
You continue to research the local demographic to identify where you can find the best candidates. You are following specific research instructions from your manager and you understand the research methods suggested are similar to the secondary research you adopted earlier.  Which one of the following is a disadvantage of secondary research?

A.
Can be time consuming and requires a lot of planning

B.
Ownership of information - the information gained may potentially be subject to copyright

C.
Information is not difficult to find and/or access

D.
Unable to adjust in order to clarify the focus of research

7.6
A colleague asks you about the use of “And”, “Or” and “Not” in Boolean searching.  You say that these are examples of:

A. Boolean Options

B. Boolean Co-operators

C. Boolean Operators

D. Boolean Nominators

7.7 You are explaining to your colleagues why it is important to follow a house style when presenting your results and conclusions of your research to your customer. Which one of the following statements is correct?

A.
You can tell the customer anything you like, as they will not be familiar with the style, so it makes little difference to them

B.
The standard of presentation and style is more important than any of the conclusions. Your aim is to impress the customer

C.
If it looks good, style will help to cover up any gaps in the research conclusions

D.
A house style reinforces the consultancy brand

7.8
Keeping research information relevant is a fundamental requirement for a number of reasons, including which one of the following?

A.
Helps to ensure that you can maximise your charges to the client

B.
Minimises time needed to complete the research

C.
Enables you to take as long as required to get the right information

D.
Allows the inclusion of subjective comments

7.9
A colleague tells you that the level of trust in your quantitative research can be assessed in four ways – internal validity, external validity, reliability and which one of the following?

A.
Cost

B.
Time

C.
Academic

D.
Objectivity

7.10
Researchers always have an inherent responsibility – no matter what type of work they are doing – to ensure that their research is fair, professional and which one of the following?

A. Cheap

B. Honest

C. Subjective

D. Assumptive

7.11 As a member of the IRP, you have agreed to abide by the IRP Code of Ethics. Which one of    the following statements explains the way in which ethics can affect the conduct and use of candidate research?

A. Ethics make the research project more complicated and lengthy, wasting time and resources

B. The recruitment industry must operate in line with legislation and respect the two-fold obligation to clients and candidates alike
C. Researching candidate markets does not require an ethical approach as they are not paying a fee. An ethical approach only applies to client sales 

D. Candidates must agree to exclusivity arrangements in order to earn the right to an ethical approach from recruiters  

7.12
You are talking to colleagues about planning your workload.  They suggest that you make use of the SMART process.  Which one of the following statements best describes the use of SMART in this context?

A. Keeps your work looking neat and tidy

B. The SMART acronym is an effective way of setting and testing objectives
C. Ensures that you are dressed appropriately for a meeting

D. It provides statistical measurements about recruitment techniques
Total: 100 marks
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ANSWERS
Unit RPK 2-1: (a total of 12 marks)
1.1 A significant change in the recruitment market promoted competitiveness, productivity and greater quality. Which one of the following statements is attributed to this change?

A. The necessity for flexible working to suit the labour requirements of companies

B. The introduction of the National Minimum Wage

C. The creation of Recruitment Employment Confederation

D. The implementation of the Agency Workers Regulations

A.C. 1.1

1.2 In order to generate potential future recruitment opportunities, Robert has decided to market a candidate with excellent skills to his lapsed and prospect client base. In what circumstances would this sales activity be most appropriate?

A. Before the candidate has registered their details with Robert, so he can assess their potential value

B. After the candidate has been registered and assessed

C. If the candidate has a disability

D. If the candidate does not have suitable skills but Robert established an excellent rapport with them

A.C. 3.1

1.3
Alex is reviewing her market place to establish her business development strategy. Having researched the market extensively, she has drawn some accurate conclusions. Which one of the following recruitment industry sectors did Alex identify as representing the top sector in permanent staffing?

A. Professional/managerial

B. Medical/care

C. IT

D. Education/teaching

A.C. 1.2

1.4
From her continued research, Alex found that there is a number of sources of information and advice on training and career opportunities within the recruitment industry. Which one from the list below would you advise Alex to refer to?

A. Department for Work and Pensions

B. Citizens Advice Bureau

C. IRP 

D. ACAS

A.C. 2.2

1.5 
When supporting your colleagues with a client recruitment campaign, it is important you follow the defined process of selection. If you were to advise your colleagues on selection methods, which one of the following answers would you argue the selection decision should be based on?

A. How well the candidate and hiring manager got on during the interview

B. The candidate who will accept the highest salary

C. The candidate who has the least notice period

D. Objective evidence as to the candidate’s ability compared to the requirements of the role

A.C. 3.3

1.6
The acronym ‘IRP’ stands for:

A. International Recruitment Process

B. Internal Recruitment Process

C. Institute of Recruitment Professionals

D. Institute of Resourcing Partners

A.C. 2.1

1.7
Once the client has accurately assessed their recruitment needs, the candidate shortlist is most likely to follow on from:

A. Interviewing

B. Processing and matching applications

C. Human Resource Planning

D. Assessing candidate’s skills

A.C. 3.3

1.8
Bryony has never used the services of a recruitment company before and she asks Simone, a local consultant, to summarise the role of a recruiter in one sentence. Which one of the following sentences would be the most appropriate answer?

A. To ensure the client pays a fee, which is less than full standard terms of business, in order to demonstrate good value

B. To make sure the candidate does not have a criminal conviction, by obtaining quality references

C. To provide a consultative and supporting service to ensure the right hiring decisions are made

D. To allow to candidate to make the right choice by encouraging them to manage the process throughout

A.C. 3.1

1.9
Daniel is mentoring Anna, who has recently joined Eazihire Personnel Recruits, and explains that fully completing a job analysis should enable a recruitment consultancy to:

A. Interview every available candidate with the relevant skills

B. Take an objective view ensuring no potential discrimination occurs when hiring

C. Interview British candidates as a priority, in line with the Conduct Regulations 

D. Take a subjective view on what type of person they would like to hire, based on personality alone

A.C. 3.3

1.10 
When creating a strategic plan to make the best of every opportunity in recruitment, goals and objectives must be:

A. Niche

B. Client focused

C. Specific

D. Fee orientated

A.C. 3.4

1.11
Emily has a monthly meeting with her Team Leader to discuss the growth of her temporary desk, and it includes a review of her Key Performance Indicators. Which one of the following statements best defines the purpose of KPIs?

A. To provide evidence used to discipline recruiters when they are not performing

B. To assess candidates’ skills and match them to jobs

C. To ensure the consultant interviews the candidates correctly 

D. To evidence progress towards goals and objectives

A.C. 3.4

1.12 
Heather is meeting with a new contractor, who is starting an assignment with one of her clients on Monday. In order to ensure the contractor is paid correctly for the work completed, Heather explains that they must provide which of the following on the agreed date?

A. A timesheet only

B. An invoice only

C. A wage slip

D. A timesheet and an invoice

A.C. 1.3

Unit RPK 2-2: (a total of 15 marks)

2.1
Max has arranged a meeting with a prospect client to discuss a new job role. He requests the client to email him a job description in advance of the meeting, so they can agree the key criteria for the role. His client tells him they do not work from job descriptions and asks Max why he needs one. Which one of the following statements best describes the purpose of a job description?

A. It tells the employee what to do

B. It explains to the manager what the employee should be doing

C. It details the purpose, tasks and responsibilities of the job

D. It enables HR to know when the employee is not doing their job properly

A.C. 1.1

2.2
What is usually detailed under the ‘duties and responsibilities’ section of a job description?

A. The skills and experience a candidate needs if they want to apply for the job

B. Which tasks should be delegated to other colleagues

C. The difference between duties and responsibilities of the role

D. The functions, accountabilities and day-to-day activities of the job role
A.C. 1.2

2.3
Max goes on to explain to the client why a person specification is equally important when assessing potential candidates against the client’s requirements. What should be contained in a person specification?

A. The duties and responsibilities required of the person in order to do the job properly

B. The salary and benefits the person will get if they are successful in their application 

C. The code of conduct the company expects their employers to abide by

D. The attributes, skills and experience required of the person to carry out the role satisfactorily
A.C. 1.3

2.4
What would you usually NOT find in a person specification?

A. Minimum qualifications and/or training required

B. Required skills and knowledge

C. Working hours

D. Job-related competencies

A.C. 1.4

2.5
What resources could Max use to ensure the accuracy of the job description and person specification?

A. Wikipedia

B. REC and APSCo

C. Current job holder, line manager, organisational charts

D. Clients’ financial reports and published accounts

A.C. 1.5 

2.6
What is the difference between internal and external vacancy advertising?

A. Internal refers to adverts written by the company itself; external refers to adverts written by recruiters and marketing agencies

B. Internal is the information that should not be made public about a given role; external advertising contains all the information that can be divulged to the public

C. Internal adverts are exposed to employees of the organisation only; external job adverts are placed in a range of public media, either by HR or external recruiters

D. Internal advertising comes out of the company’s own advertising budget; external advertising is paid for by the recruitment agencies who advertise the jobs

A.C. 2.1

2.7
Magda is preparing an advertisement for a variety of job boards in response to a recent job order from one of her account clients. When writing the advert, Magda knows there are statutory considerations she needs to make to ensure compliance. Which one of the following points is in breach of the Conduct of Employment Agencies and Employment Business Regulations 2003, in terms of agency advertising?

A. Agencies advertising as much as they need to fulfil their business needs

B. Agencies advertising vacancies for which they have not been authorised by the employer

C. Agencies spending client money and budget on advertising

D. Agencies advertising jobs more than once in the same place

A.C. 2.2

2.8
Magda’s manager gives her some positive feedback on the draft advertisement she has shown her before posting it to the job boards. Her manager gives her some sound advice for future reference. She explains that the most important thing when writing advertisements for online jobs boards is to:

A. Use a job title and search words that will be search engine friendly to ensure that candidates can find the job when they search

B. Use jargon and repeat words as much as possible, to make sure it gets found

C. Use lots of pictures

D. Make sure you name the consultant who is handling the assignment as they need to ensure they get their full commission

A.C. 2.3

2.9 
Which one of the following information must be mentioned as a legal requirement, when placing a job advertisement?

A. Working hours

B. Notice period

C. Employment status (Temp, perm or contract)

D. Probationary period

A.C. 3.1

2.10
Magda has learned that there are many considerations when using social media sites for job advertising in order to get the best result.  Which one would you consider to be critical to ensure a positive return on the investment?

A. All advertisements should have the client website address to encourage candidates to research the client

B. Advertisements should never include the location details of the job, so as to prevent the candidate from guessing who the client is

C. Careful research into your target audience should be carried out as not all prospective candidates visit the same social media sites

D. It is illegal to advertise on social media sites

A.C. 3.2

2.11
Magda’s manager explains it is important to monitor advertising spend against numbers of placements made, and asks her what considerations she will make when deciding on her advertising strategy. Which one of the following statements can Magda identify as a key consideration?

A. Cost versus placement analysis will demonstrate the return on the investment

B. It proves to the client that there is value for money in recruitment advertising

C. It shows how many job applications it takes to place the vacancy, and prove to the client that the agency is being effective in finding candidates

D. By charging the client for advertising, you can charge a higher fee per placement

A.C. 3.3

2.12
Once you have registered your candidate on your CRM, which one of the following laws governs the storage and retention of information, including references about job applicants on a recruitment database?

A. Employment Agencies Act 1973

B. REC Code of Conduct

C. Data Protection Act 1998

D. Equality Act 2010

A.C. 3.3
2.13 
Which one of the following statements is a requirement under the Employment Agencies Act 1973?

A. Information about job seekers must be destroyed after three months, in order to protect their right to privacy

B. Records must be kept for at least one year after their creation

C. Companies must use a computer database to store the data effectively

D. Anyone is entitled to see their records without giving prior notice or explanation as to why

A.C. 3.3

2.14 
When registering a candidate to place them in a temporary or permanent role, which piece of legislation requires that employers and recruiters ensure that successfully placed job seekers have the right to work in the UK?

A. The Equality Act 2010

B. Conduct of Employment Agencies and Employment Businesses Regulations 2003
C. Immigration, Asylum and Nationality Act 2006

D. Employment Rights Act 1996
A.C. 4.1

2.15 
Tony has registered a candidate who has provided two documents showing two different names. What advice would you give to Tony?

A. Tell the candidate that they will not be allowed to continue with their job application as their documents do not concur

B. The candidate must get their documents changed in order to be allowed right to work in the UK

C. The candidate will still be allowed to work, as long as they can provide a good reason why the names differ

D. The candidate should have supporting documents e.g. a marriage certificate, deed poll or divorce decree to show why the names are different

A.C. 4.2
Unit RPK 2-3: (a total of 12 marks)

3.1
Andrew is inviting potential candidates to an assessment centre, in preparation for a major recruitment campaign. Which one of the following best describes assessment objectives? 

A. To ensure EU citizens are prioritised for the roles

B. To determine how the assessment will be measured

C. To ensure the candidates bring their right to work documents for approval

D. To assess the level of fee to be paid by his client

A.C 1.1
3.2 
Andrew is presenting his ideas for the assessment centre to his client. What is the advantage of having numerous assessment techniques throughout the recruitment process?  

A. It is more fun for the candidates

B. It justifies charging higher fees

C. It presents a higher predictability of a successful placement

D. Only the best candidates will apply for the role

A.C 1.3
3.3
When planning the assessment centre, Andrew explains to his colleagues that assessment techniques should be used when:

A. The client is prepared to pay a premium fee for a recruiter’s service

B. You are unable to find relevant candidates via job boards

C. Your candidate cannot demonstrate eligibility to work documents

D. Your client has a specific skill requirement for the role

A.C. 1.3

3.4
A biographical interview should explore candidates’ past experience including:

A. The previous personal relationships

B. To establish if they are too old to perform the role

C. To review their work history

D. To identify if they are eligible to work in the UK

A.C. 2.1

3.5 
It is important that a recruiter demonstrates a range of questioning skills in order to properly understand the needs and motivations of the candidate. As well as using skilful questioning techniques, careful listening skills must also be applied. Active listening can be demonstrated by: 

A. Writing a letter or email to the candidate to confirm the interview date and time

B. Providing feedback

C. Summarising key information from the interview

D. Using Skype to conduct the interview

A.C. 2.3

3.6 
You know that planning is an essential part of the resourcing process, and when interviewing your candidate, you have shortlisted a series of relevant interview questions to take into the meeting with you.

 ‘What specifically did you do to complete that task?’ is an example of:

A. A fantasy question

B. An open question

C. A broad question

D. A probing question

A.C. 2.4

3.7
“Did you manage to hit that deadline?”’ is an example of:

A. A probing question

B. A fantasy question

C. A closed question

D. A broad question

A.C. 2.4

3.8
In order to get the very best from every candidate when discussing their requirements, you will need to develop a trusting and mutually beneficial relationship with them. Your supervisor has discussed the important concept of quickly building rapport in order to develop this trust. Which one of the following is important to consider when building rapport?    

A. Make jokes about the candidate’s job history

B. Sit very close to the candidate so they can see you are friendly

C. Maintain a comfortable and suitable physical space between you

D. Take a formal position by sitting on opposite sides of the interview desk

A.C. 2.5

3.9
During the recruitment process, when should candidate feedback ideally be given?

A. When the candidate requests it

B. When the feedback is positive in order to boost self-esteem

C. At every stage of the recruitment process

D. To successfully placed candidates only

A.C. 2.6

3.10
One of your candidates is reviewing her contract of employment, as she is considering an offer from a direct competitor of her current employer. Which one of the following is she not entitled to, as an employee working under a contract of employment?  

A. Maternity or Paternity leave

B. To be able to subcontract her services to someone else equally able to do the role

C. Protection against unfair dismissal

D. Statutory Redundancy Pay

A.C. 3.1

3.11
Six candidates have successfully completed the assessment centre and the client is now in a position to make formal offers. At the offer stage, which one of the following checks must Andrew carry out on each candidate?

A. The candidates’ motivation to change job

B. The candidates’ measurements for the company uniform

C. The candidates’ eligibility to work in the UK

D. Employment references

A.C. 3.2

3.12
All of the candidates who attended the assessment centre have had their interview records stored on the recruitment consultancy database. Andrew reminds his team about the importance of the DPA. What does the Data Protection Act protect individuals from?

A. Illegal working in the UK

B. Discrimination in the workplace

C. The misuse or unauthorised disclosure of their personal data

D. Unfair dismissal

A.C. 3.4
Unit RPK 2-4: (a total of 25 marks)
4.1 You are planning on delivering a coaching session to a new colleague, who has never worked in a sales environment before. He is slightly anxious about how he is going to approach his calls and visits, so you volunteer to talk him through the sales cycle, to explain typically what he might experience. Which one of the following statements is a characteristic of the sales cycle? 

A.
The sales cycle ends when negotiations on price end

B.
The more expensive a product or service is, the longer the sales cycle is likely to be
C.
The cheaper a product or service is, the more attention needs to be paid to the sales cycle

D.
The recruitment sales cycle is determined entirely by the client

A.C. 1.2
4.2 It is important you are able to identify where you are likely to achieve success in your sales activities.  Which one of the following statements describes the Pareto Principle in relation to recruitment sales?

A.
30% of clients produce 60% of complaints

B.
20/80 rule – 20% of your candidates will come from 80% of your referrals

C.
The client should always determine the recruitment process, as they are paying the fee

D.
80/20 rule - 80% of your business will come from 20% of your clients
A.C. 1.2

4.3 The Sales Cycle is an important part of your sales planning process. The recruitment sales cycle begins with which one of the following stages?

A.
Agreeing fees

B.
Explaining features and benefits

C.
Identifying sales opportunities
D.
Conducting a credit check on the client

A.C. 1.1 and 1.2

4.4 In your team meeting, your manager explains it is always important to assess sales leads in terms of time, resources and money, and there is little success in pursuing every lead you identify.  This process is known as:
A.
Qualifying the sales lead
B.
Quantifying the opportunity

C.
Confirming fees

D.
Budgeting management

A.C. 2.4

4.5 In a team meeting, your manager announces a change in business development strategy and advises that full training will be provided on transactional sales techniques.  Which one of the following options best describes ‘transactional selling’?

A.
Asking clients to pay fees upfront

B.
Longer term, collaborative relationship between the sales person and the buyer

C.
The transaction is completed over a 12-month period, as part of a long-term relationship

D.
The sale is completed as quickly as possible and the sales person moves on to the next customer
A.C. 1.3

4.6
Your Team Leader tells you that you are to look at the segmentation of clients and candidates. What would you consider to be the most appropriate definition of segmentation in this context?

A. The process of placing clients and candidates into particular groupings according to their needs and requirements
B. The process of allocating clients to different recruitment resourcers

C. A historical review of the performance of your consultancy against specific clients

D. The process of listing candidates and clients alphabetically on your database

A.C. 2.1

4.7
The SMART principle helps when planning Sales targets and objectives.  In the context of selling recruitment services, what does the ‘T’ stand for in SMART? 

A. Tentative

B. Terms (of Business)

C. Tested

D. Time bound
A.C. 2.2

4.8
Your Manager is presenting a training session on the use of social media as a source of information on potential clients.  Which one of the following statements accurately reflects the use of social media for people involved in recruitment sales?

A. It is rubbish – full of personal information that is not relevant

B. Sometimes it can be useful, but it is very time consuming and recruitment sales people do not have the time to look at social media

C. Most of what is written is not true, so it must be discounted

D. It is an excellent source of knowledge, opinions and ideas about particular organisations or the sector in which they operate
A.C. 2.3

4.9
Your Team Leader has asked you if you would like to attend some local networking events on behalf of your recruitment consultancy.  What should your thoughts on this be?

A. Make it clear that you only work 9 to 5 and that these events are not part of your job

B. Nobody else wants to waste their time by going, so it gets passed down to you

C. Recognise that this will be a great opportunity to promote your corporate and personal brands
D. Recognise that this will be a great opportunity to promote your corporate brand

A.C. 2.3
4.10
You are calling candidates to assess their relevance for a particular role. You are having difficulty gaining commitment from many candidates, and therefore, you refer to your manager for advice. Your manager tells you that you heard typical objections and summarises the four types of objection you are likely to encounter. These are ‘vague’, ‘irrelevant’, ‘price’ and which one of the following?
A. Compliance

B. Consequence

C. Capability
D. Complacent
A.C. 3.1

4.11
In order to increase your sales conversions, it is necessary to convert a client need into a benefit statement. What is meant by the term ‘client need statement’?

A. A client’s own full understanding of their needs, expectations and problems
B. The candidate’s understanding of the client requirements

C. A script to help you to overcome objections to influence the client to buy your service

D. A written job specification

A.C. 1.3

4.12 As one of your SMART objectives, you are planning to gather data from local networks to assist in contributing to the sales and marketing plan for your organisation.  Which one of the following statements explains why data is important for sales and marketing plans?

A. It enables you to demonstrate your marketing skills, with a view to potential career enhancement

B. Sales and marketing plans are reliant on data to provide informed decision making

C. It gives the opportunity to attend networking events, allowing you to have time away from the office

D. It gives you access to Facebook and Twitter, which are more effective than calling people

A.C. 2.3

4.13
Which one of the following sets of features are features of a SWOT Analysis?

A.
SWOT looks for comparison with competitors, and establishes the views of all stakeholders including clients and candidates
B.
SWOT makes presumptions about competitors, taking into account the views of all sales people involved with talking to clients

C.
SWOT predetermines the outcome of sales and marketing activities, implementing procedures and policies to achieve these

D.
SWOT will avoid the use of quantifiable, statistical information, relying on feedback from various Sales Workers, Organisational Types involved in the research

A.C. 2.2

4.14 You have a conversation about selling with some of your top sales people.  They tell you that you always need to be aware of the use of a Trial Close. Briefly explain what is meant by a ‘Trial Close’.

A.
This is the final stage of any court action against a client who has defaulted on payments of invoices your consultancy has raised

B.
This is a type of close used when timescales are involved

C.
This is a method of closing a sale which you use in order to get the client to commit to your terms of business and payment terms, and sign these documents as a signal of intent

D.
Trial close is used to help the sales person detect any concerns that a client may have and to assess their intent to ensure that you are on the pathway to gaining commitment
A.C. 3.5

4.15
One of your top sales people is giving you some advice on closing techniques, including examples of how these can be handled.  Which one of the following is an example of an alternative close?

A.
“Ok, I really would like to be able to seal this deal with you now, is there anything I have missed out that you would like to discuss?”

B.
“Shall we proceed to the next stage this week or next week?”
C.
“So does everything that we have discussed today put your mind at rest about our approach for recruiting this role?”

D.
“Sign here!  If we don’t deliver the right candidates, we can start again”.

A.C. 3.5

4.16
You are in the process of finalising a sale using the positive behaviour toolbox.  Which one of the following statements would you use to demonstrate empathy? 
A. “That’s great, I’m glad you know about the advantages of using recruitment consultancies”

B. “That’s a fair point, all budgets are tight right now”
C. “Tell me, when you do recruit, what methods do you use?”

D. “How do we move this forward?”

A.C. 3.1
4.17
You arrange a sales visit with a lapsed target client. The contact at the client has not previously met you nor has personally worked with your company. They have asked you to present your company, defining its USPs.  What best defines USPs?

A. Key elements of your service delivery which satisfy legal requirements

B. Impressive brochures explaining the sectors in which you operate 

C. Undeniable Service Potential aimed at a specific client

D. Simple, clear statement of why your service is different, and makes you stand out from other recruitment companies

A.C. 2.2

4.18
You hear a number of statements regarding the importance of record keeping.  Which one of the following is true?

A.
Sales records will not show information about contact addresses due to the Data Protection Act.

B.
The development of software means that you do not need to pay attention to record keeping as it will be done for you.

C.
Time management is not an issue when keeping records as getting the right candidate is more important than the time scales involved.

D.
There are costs associated with record keeping and records must be kept secure.
A.C. 2.5

4.19 
You read an interesting article on LinkedIn about body language and selling, giving a number of examples of physical gestures and their ‘meaning’.  Which one of the following is most likely to be indicated by a nod of the head?

A. Total agreement with what you are saying

B. Interest in what you are saying
C. They are bored with your presentation and are likely to be nodding off

D. The buyer is only agreeing with you to end the meeting quickly

A.C. 3.2

4.20 
Having researched these typical body language gestures, you observe at your next meeting that the buyer has their arms crossed throughout your discussion. Which one of the following is the likely meaning of this gesture? 

A. The buyer is very comfortable in your presence

B. the buyer is bored

C. The buyer wants to sign your terms and conclude the deal as quickly as possible

D. The buyer has a defensive or negative attitude
A.C. 3.2

4.21
Your manager discusses the concept of the ‘Feel, Felt, Found’ method of dealing with typical client objections.  The following dialogue as an example of how you might use it when making your calls:

CLIENT - “You are too expensive” 

CONSULTANT (Feel) - “I can understand why you might feel like that …”

CONSULTANT (Felt) - “One of my other clients had exactly the same view as you …”

Which one of the following best describes the final part of the ‘Feel, Felt, Found’ response to this objection?

A. CONSULTANT (Found) - “But they were wrong too, so can you just sign our terms please, it’s the best you are likely to get”.

B. CONSULTANT (Found) - “By the way, I found your offices without any problem this morning.  Are you ready to do the deal?”

C. CONSULTANT (Found) - “However, once they saw the quality of the sample CVs I could put forward, they realised the value I could offer to the process, by saving them time”
D. CONSULTANT (Found) - “Once they saw what was included as a standard part of our service, they realised that they could negotiate a little further.  How much discount on our standard fee are you looking for?”

A.C. 3.1

4.22
Your area sales manager is visiting the office to present a training session on closing                                                       techniques for recruitment sales.  He talks about the structure of the Positive Behaviour Toolbox:

Which of the following is the final part of the Positive Behaviour Toolbox?

A. Final focus
B. Future focus
C. Closing focus
D. Client focus
A.C. 3.1

4.23
During a sales meeting, a potential client says: “We already have a Preferred Supplier List in place”. What sort of objection is this?

A. A relevant objection

B. A related objection

C. An unrealistic objection

D. An irrelevant objection
A.C. 3.1
4.24
You are keen to capitalise on your recent successes and recently attended a training workshop which described the concept of ‘add-on’ products or services that could be offered to customers.  Which one of the following best describes an add-on product or service? 

A. This is a product or service that is added to the sale after the client has signed the terms in order to enhance your margin

B. This is a product or service the client is not aware they have paid for

C. This is a product or service that must be provided in order to secure the sale

D. This is a product or service in addition to your core activity from which the client derives added value
A.C. 3.4

4.25 
Which of the following is a description of cross-selling?
A. When your client makes you angry

B. When you use aggressive sales techniques

C. When selling an additional product or service to an existing buyer

D. Pull sales

A.C. 3.4

Unit RPK 2-5: (a total of 12 marks)

5.1
You have posted an advertisement on a job board and have had a great response, with over 100 candidates applying for the role. You are now writing to each candidate to provide initial feedback, and to advise them if they will be required to attend an interview and registration at your office. Which one of the following statements is not regarded as discriminatory when used in the recruitment selection process?

A. “The ideal candidate must have at least 5 years’ work experience”

B. “We can only consider those eligible for employment in the UK”

C. “As fluent German language is required, you must be a German national”

D. “Your job application was not considered due to your criminal record”

A.C. 1.1

5.2
Which one of the following would be the most acceptable internal resource to find out about the legal, ethical and regulatory requirements for your role as a resourcer?

A. Wikipedia

B. Company handbook and training manual

C. Your employment contract

D. Ask a colleague

A.C. 1.2
5.3
A candidate has come to you to ask for advice, having received a poor service from another undisclosed agency. He asks you: 

“What is the main function of the Employment Agency Standards inspectorate (EAS)?”

Which one of the following answers would be the most appropriate reply?

A. To close down recruitment agencies who do not treat candidates fairly

B. Handling disputes between employment agencies and their clients and candidates to make sure that no one is treated unfairly, casting judgements and providing mediation

C. Advising recruitment business on the types of candidates they should register, and the types of interview techniques they should adopt.

D. Enforces the Employment Agencies Act 1973 and the associated Conduct of Employment Agencies and Employment Business Regulations, with powers to seek prosecutions and prohibit trading for up to 10 years

A.C. 1.3

5.4
Your Team Leader explains that - as an REC Corporate member - all staff are expected to observe and work to the REC Code of Conduct. Which one of the following statements best describes the REC Code of Conduct?

A. Members will observe the highest principles of ethics, equity, integrity, professional conduct and fair practice, in a manner that uplifts the image of the recruitment industry 

B. Members will make sure that their REC membership fees are paid on time, otherwise interest payments will be accrued for the overdue period
C. Members will attend a minimum of 20 hours of recruitment training per annum, to ensure standards are being reinforced
D. Members will issue all their staff and employees with valid employment contracts and give all their members access to the information they need to operate within the legal guidelines laid down by the Employment Agencies Act 1973

A.C. 1.4

5.5 
A recently-placed candidate has come into your office with her contract of employment, which arrived in the post this morning. She has a number of questions to ask you before she signs and returns it to the new employer. She asks you:

“What is the difference between express and implied terms?”

Which one of the following explanations would be your answer? 

A. Express terms are agreed on the spot. Implied terms are negotiated later

B. Express terms are the main terms written in the contract. Implied terms are not spelt out, but obvious due to custom and practice or practicality

C. Express terms are given to certain staff members only. Implied terms are those which every employee of the company benefits from

D. Express terms cannot be changed. Implied terms can be renegotiated when necessary

A.C. 2.1
5.6
Which of these areas of employment are covered by employment legislation?

A. Terms and conditions of employment, the treatment of employees and data protection

B. Employment terms, use of company telephones and company cars

C. Maternity pay, employee rules and use of company property

D. Statutory written statement, contract and staff handbook

A.C. 2.2

5.7
What is the purpose of the Equality Act 2010?

A. To give equal rights to everyone in the country

B. To protect people from discrimination

C. To make sure men and women get the same pay

D. To protect employee contractual rights

A.C. 2.2

5.8
You encourage your colleagues to complete some research into the rights of employees and you set them a quiz to test their knowledge. One of your questions is ‘which of the following is not entitled to certain statutory employment rights?’ 

What is the correct answer? 

A. Anyone who is not a citizen of the country.

B. Anyone who works more than a certain amount of overtime hours.

C. Anyone who is given an employment contract.

D. Anyone who is not an employee.

A.C. 2.3

5.9     
You ask your colleague to explain their research methodology and resources. Where would be the most appropriate place where you could find verifiable external information on employment rights and responsibilities?

A. DWP

B. HMRC 

C. ACAS

D. Governing bodies

A.C. 2.4

5.10
John works for a manufacturing company with a unionised workforce, which unfortunately has to make redundancies to reduce costs. John has been asked to attend a redundancy consultation meeting. As a member of the trade union, he can expect the following:

A. The union representative can attend the meeting with John to provide him with support and advice

B. The union will assist John in finding alternative work

C. As a member of the trade union, John can expect to be made redundant

D. The trade union will not provide John with any assistance in these matters

A.C. 2.5

5.11
In any workplace, it is the employees’ responsibility to ensure equality and diversity by:

A. Keeping to themselves, not sharing their opinions with others for fear of being accused of discrimination

B. Ensuring that all colleagues and managers give minority groups the better options to avoid discrimination claims

C. Being mindful of their own judgements and willing to recognise differences of opinion, origin and understanding

D. Making sure that their points of view are heard, even if management are seen to be doing the right thing

A.C. 2.6

5.12
A recruitment agency wants to place an advertisement on a jobs board to find a French speaker to deal with a predominantly French customer base. How should they word the advertisement to ensure that equality and diversity legislation is applied?

A. “French national with fluent French language skills required to work in an exciting French customer service environment”.

B. “If you have French as your mother tongue, then this exciting customer service role is the ideal job for you!”

C. “Apply your fluent French language skills and knowledge of the French culture in an exciting customer service role”.

D. “An exciting opportunity for a first language French speaker who only wants to deal with French customers”.

A.C. 2.7

Unit RPK 2-6: (a total of 12 marks)

6.1.   A client is surprised at the timeframe you suggest to identify suitable candidates and he suggests you can simply pull them out of a hat! You explain the importance of building relationships with candidates to ensure the best possible matches. The client is keen to hear more about your strategy. You outline the four stages to building relationships with candidates.  Which one of the following is Stage 4?

A.
Inputting details on to a CRM

B.
Offering incentives and gifts to register

C.
Developing longer term contact plans
D.
Accurate note taking

A.C. 1.1

6.2 
You advise your client that you always meet with candidates as part of the registration and interview process. The client suggests this is why your planned candidate attraction strategy may be time consuming. You stress the importance of face-to-face communications in order to build the strongest possible relationship. You say that research has identified that our manner, attitude, words and body language are all important when communicating. Which one of these is the most dominant?

      











A.
Body Language
B.
Tone and volume

C.
General appearance including dress code

D.
The pace of conversations

A.C. 1.2

6.3
Your manager presents a training session on the communications policy of your recruitment consultancy.  Which one of the following statements best describes the purpose of the organisational policy for communications in this context?

A. To define, regulate and inform how you and your organisation communicate externally

B. Outline procedures for dealing with unhappy clients

C. Defines the type of telephone system used by the recruitment consultancy

D. To define, regulate and inform how you and your organisation communicate internally and externally
A.C. 1.3

6.4 
As a recruitment resourcer, you are interviewing and assessing the needs of your candidates as part of the recruitment process. You are now ready to move on to the next step and are considering your actions. Which one of the following would be appropriate at this stage of the process?
A. Take complete ownership for the candidates including searching the database for suitable job roles, selling jobs to them and then sending them out on assignment

B. Take instructions from a consultant on potentially suitable roles for the candidates and become involved in briefing them about suitable organisations

C. Send job descriptions and person specifications to the candidates, advising them to ring the client directly for additional information should they be interested in applying
D. Carry out a full biographical interview

A.C. 1.4

6.5
One of your candidates has recently attended an interview and is due to come into the office to meet both you and the recruitment consultant for feedback. Which one of the following statements best describes feedback?

A.
A recruiter should always give feedback to the client first

B.
A resourcer should never give feedback, as this is the primary role of the recruiter

C.
Feedback is a two-way process between a client and the recruiter and should be provided in writing due to the Data Protection Act

D.
Feedback should be factual, honest and encompass the areas the candidate has performed well as well as the areas for development.
A.C. 1.6

6.6
The client emails you to advise that following interview, they do not wish to pursue the candidate’s application further. You advise the client that feedback is an important part of the recruitment process and that you work to a set of guidelines when providing feedback. Which one of the following best describes the three stages of the recruitment feedback model?

A. The client provides feedback directly to the candidate in the interview, the candidate gives feedback to the recruiter, and the recruiter gives feedback to the resourcer

B. The candidate calls the resourcer, notes are taken and input onto the CRM and then feedback is given to the client in writing due to the DPA

C. Only verbal feedback is permitted, notes are logged onto the CRM and then forwarded onto the consultant in a written report

D. Client gives both the recruiter and candidate feedback where appropriate, the candidate gives the recruiter feedback, and the recruiter gives the candidate feedback
A.C. 1.6

6.7
Which one of the following sets of activities is the most important when building a trusting relationship with candidates?

A. Passing on messages, being proactive with candidate applications, keeping in contact by agreeing a contact plan

B. Offering refreshments, chatting to them in general about their hobbies 

C. Dealing with emails, and responding to their online applications

D. Using Facebook to keep in touch

A.C. 1.7

6.8
One of your roles is to ensure that candidate’s loyalty is maintained, and this means taking measures to avoid complaints. Which one of the groups below includes three common complaints?

A. Not always offered a drink, difficult to park, too much paperwork to fill in

B. Leave you with the feeling of being “just a number”, send out your personal details without consulting you and make no attempt to find out what you are like
C. Interviews are a waste of time, all relevant information about me can be found on LinkedIn, and paperwork is so unnecessary

D. Too many interviews take place on the telephone, you get passed from consultant to consultant

A.C. 2.1
6.9
A new colleague asks for your advice about candidate attraction and retention.  You hand your colleague a document marked ‘SLS’.  What do the initials ‘SLS’ stand for in the context of customer and candidate care?

A.
Sales Linked Strategy

B.
Sensitive Learning System

C.
Service Level Standards
D.
Secure Level Selling

A.C. 2.2

6.10
A senior colleague is coaching you on maintaining a reliable candidate network, in order to build your desk. She explains that once you have identified a valuable candidate, it is important that you are able to maintain a long-term relationship with them for future opportunities and lead generation. Enhancing candidate loyalty is therefore an important activity. Apart from various loyalty schemes, what do you consider a candidate expects from a recruitment organisation?

A. Regular work, a fair wage and an honest professional recruitment organisation

B. To talk to the same team member every time they make contact

C. Correct weekly payments

D. Vouchers, discount schemes, membership offers

A.C. 2.3
6.11
She goes on to explain that it is important to review a candidate’s experience of working with you and your recruitment organisation. One way of doing this is to actively request feedback on the service they have received. From the options below, what would you suggest this feedback could be used for? 

A. To keep a record of candidates who give poor feedback, as this highlights those who are likely to be high maintenance

B. To be able to review internal practices and identify where training could be put in place

C. For record keeping purposes under the DPA

D. To use in your Performance Management Review

A.C. 2.4
6.12
Which one of the following best describes who in a recruitment consultancy should be involved in an effective communications plan with candidates? 

A.
Recruitment Resourcers

B.
Team Leaders

C.
Recruitment Consultants

D.
Everyone involved in the process
A.C. 1.1
Unit RPK 2-7: (a total of 12 marks)

7.1
You and your colleague, a recruitment consultant, are presenting to a prospect client with a view to being accepted onto their PSL. This could mean a large volume of new job requirements over the next twelve months. In your presentation, you explain that typically, recruitment programmes are likely to follow a standard format. 

Looking at the typical recruitment process format shown below, which one of the following would you expect to find in box number ‘iv)’?
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A. Compliance checks

B. Reference Checks

C. Pre-selection

D. Obtaining ‘Right to Work’ documents

A.C. 1.1

7.2 
You go on to explain in your presentation how you typically research the market for excellent candidates.  You provide an example of a fictitious candidate named Martin Roberts. You are demonstrating how you plan out your research activities.  

Looking at the following chart, what would you expect to find in the box number ‘ii)’?
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A. “Telephone call and email history”

B. “What do we already know about Martin Roberts?”

C. “Research documents used”

D. “CV & Application form”

A.C. 1.1 

7.3
The client asks you about the difference between qualitative and quantitative research. Which one of the following statements would be the correct response?

A. Qualitative research produces numerical data, whilst quantitative information generates verbal data

B. Qualitative research ensures that quality assurance measures have been adhered to when presenting your data

C. Quantitative research ensures that a large sample of evidence is sourced as part of the research

D. Quantitative research produces numerical data or information that can be converted into numbers, whilst qualitative information generates non-numerical data

A.C. 1.3

7.4
You are preparing to conduct some research on your market sector, in terms of labour statistics and have decided you are going to undertake secondary research.  Which one of the following is an advantage of using secondary research to get information?

A. Information may be out of date, but will be historically accurate

B. It is obtained at a low cost, which may already have been absorbed by the primary researcher

C. Information is often difficult to find and access, but it is worth the effort

D. The information you are sourcing may be subject to copyright, and therefore you cannot use it in your findings

A.C. 1.4

7.5
You continue to research the local demographic to identify where you can find the best candidates. You are following specific research instructions from your manager and you understand the research methods suggested are similar to the secondary research you adopted earlier.  Which one of the following is a disadvantage of secondary research?

A.
Can be time consuming and requires a lot of planning

B.
Ownership of information - the information gained may potentially be subject to copyright
C.
Information is not difficult to find and/or access

D.
Unable to adjust in order to clarify the focus of research

A.C. 1.4

7.6
A colleague asks you about the use of “And”, “Or” and “Not” in Boolean searching.  You say that these are examples of:

A. Boolean Options

B. Boolean Co-operators

C. Boolean Operators
D. Boolean Nominators

A.C. 2.1
7.7 You are explaining to your colleagues why it is important to follow a house style when presenting your results and conclusions of your research to your customer. Which one of the following statements is correct?

A.
You can tell the customer anything you like, as they will not be familiar with the style, so it makes little difference to them

B.
The standard of presentation and style is more important than any of the conclusions. Your aim is to impress the customer

C.
If it looks good, style will help to cover up any gaps in the research conclusions

D.
A house style reinforces the consultancy brand
A.C. 2.3

7.8
Keeping research information relevant is a fundamental requirement for a number of reasons, including which one of the following?

A.
Helps to ensure that you can maximise your charges to the client

B.
Minimises time needed to complete the research
C.
Enables you to take as long as required to get the right information

D.
Allows the inclusion of subjective comments

A.C. 1.5

7.9
A colleague tells you that the level of trust in your quantitative research can be assessed in four ways – internal validity, external validity, reliability and which one of the following?

A.
Cost

B.
Time

C.
Academic

D.
Objectivity
A.C. 2.2

7.10
Researchers always have an inherent responsibility – no matter what type of work they are doing – to ensure that their research is fair, professional and which one of the following?

A. Cheap

B. Honest
C. Subjective

D. Assumptive

A.C. 2.4

7.11 As a member of the IRP, you have agreed to abide by the IRP Code of Ethics. Which one of    the following statements explains the way in which ethics can affect the conduct and use of candidate research?

A. Ethics make the research project more complicated and lengthy, wasting time and resources

B. The recruitment industry must operate in line with legislation and respect the two-fold obligation to clients and candidates alike
C. Researching candidate markets does not require an ethical approach as they are not paying a fee. An ethical approach only applies to client sales 

D. Candidates must agree to exclusivity arrangements in order to earn the right to an ethical approach from recruiters  

A.C. 2.4

7.12
You are talking to colleagues about planning your workload.  They suggest that you make use of the SMART process.  Which one of the following statements best describes the use of SMART in this context?

A. Keeps your work looking neat and tidy

B. The SMART acronym is an effective way of setting and testing objectives
C. Ensures that you are dressed appropriately for a meeting

D. It provides statistical measurements about recruitment techniques
A.C. 1.2

Total: 100 marks
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