Study Guide – Exam 3 Human and Work Relations
Chapter 6
Professional presence (def)

Professional presence in the job interview

  How to dress

Primacy effect

Assumption v Fact

First few seconds (importance of)

How decisions regarding others are made

Communication of personal attitudes

Possible assumptions made from body language

Cultural influence on person perception

Image

Major factors that influence image perception (know all generally unless marked):

  Voice quality

  Handshake*

  Surface language*

  Entrance and carriage*

  Facial expression

  Versatility

  Self confidence*

  Positive attitude

  Integrity

  Competence*

  Manners (etiquette)*

  Dress and grooming*

Selection of career apparel (importance of knowing appropriate apparel for specific job)

Wardrobe engineering

Business casual (what it is, what it emphasizes)

Possible factors that influence wardrobe policy(know all)

  Products/services offered.

  Type of customer

  Desired image of company

  Geographic region

Casual dress guidelines (know all)

Facial expression (why important, cultural significance of)

Etiquette (know general unless noted):

  Dining

  Meeting*

  Cell phone*

  Conversation

  Networking

Chapter 7

Diversity

Primary dimensions of diversity

Secondary dimensions of diversity

Prejudice (how formed, can they be changed)

Stereotypes
Ethnocentrism
Ethnicity

Economic factors

Protected classes (know why this term is applied, know characteristics of all):

  Age

  Gender

  Race

  Religion

  Disability

  Sexual orientation (know barrier from making this a true protected class)

Race as social myth (know all myths related to race, as well as evidence supporting claims)

How companies are trying to encourage workplace diversity (pg 154)

Nonprotected classes (know why this term is applied, know characteristics of all):

  Weight

  Tobacco use

  Education

  Accent

  Politics

  SES

Why diversity in the work place is important

Managing diversity

How to deal with personal stereotypes/prejudices:

  Critical thinking about perceived differences.

  Sensitivity to differences.

  Own diversity awareness program.

How to deal with organizational stereotypes/prejudices: 

  Incetivevising hiring/promoting of minorities

  Active recruitment of diverse populations

  Training and development of diverse populations

Affirmative Action (definition)

AAP’s
Which organizations are required to follow AA guidelines

