
Fall 2009 Personal Career Planning Quiz-Resumes/Dining Etiquette 

General 110-151

Name:_____________________________________
1.
What size margin (top, bottom, sides) should you use on a resume?

A. 1.25 inch





B. 2 inch
C. Whatever the default is



D. 1 inch
2.
Initially, how long will an employer look at your resume?

A. 5 minutes





B. 30-40 seconds

C. 5 seconds





D. Three minutes
3.
You should ALWAYS include an objective statement on your resume:

______ True   
  ______False
4.
When describing your work or professional experience you should ALWAYS list 
what at the beginning of this section?
A. Place of employment



B. The employer
C. City and state




D. Your title
5.
What size font should you typically use on your resume? (Except name and unless you 
need more space)
A. 11 font





B. 9 font
C. 12 font





D. 10 font
6. The functional titles (Education, Professional/Related Experience, Activities, etc.) should always be what size font?
A.  10






B.  14


C.   8






D.  12

7. The functional titles (Education, Professional/Related Experience, Activities, etc.) should always be bolded.

______ True   
  ______False
8. Your name on your resume should be what size font?


A.  14-16





B.  20

C.  12






D.  8

9. You should always use what kind of words to begin describing your skills and abilities?

A.  Action verbs




B.  Capital letters

C.  Nouns





D.  Adjectives
10. The dates should be listed where on your resume?


A.  Directly after the employer name


B.  Beside the job title

C.  Right-centered




D.  On a separate line
11. On the Education Section of the resume, the first item listed should be:

A.  The university




B.  Your major
C.  Your gpa





D.  Your degree

12. Study Abroad and Foreign Languages should ALWAYS be listed on a resume.

______ Yes   
  ______No

13. Relevant Coursework should always be listed on a resume.

______ Yes   
  ______No

14. The following items should be listed on a resume EXCEPT:

A.  Internships





B.  Community Service

C.  High school scholarships



D.  Volunteer Experience

15. ALWAYS use these kind of words on your resume to make sure it is identified in a computer database of resumes:

A.  Action words




B.  Capital letter words

C.  Sophisticated words



D.  Keywords

16. When writing a resume do NOT use these kind of words :

A.  I, me or my




B.  Action words

C.  Keywords





D.  Descriptive words

17. Your references should go on a separate page from your resume.

______ True   
  ______False

18. When using the American style to eat, you should always have your knife in what hand?


A.  Right hand





B.  Left hand

C.  What ever is most comfortable


D.  Either hand
19. When should you place your napkin on your lap?


A.  After the host/hostess has sat down

B.  After the meal has been served

C.  As soon as you are seated



D.  After you take your first bite

20. Your napkin should be placed where when you leave your table?


A.  On the right side of your plate


B.  On the arm of your chair

C.  In the middle of your chair


D.  Fold and place on your plate

18.  A

19.  C

20.  B

