Advanced Agriculture Semester Test

Name:  _____________________

Look up the following answers in your notes or worksheets that you have saved throughout the semester.  If you have specific questions, contact Mr. Christiansen via e-mail or during class time.
Time Management:

1. _______________  The act or art of managing time.

2. _______________  The measurable period during which an action exists.

3. _______________  The act or art of managing.

4. What are four benefits of effectively managing your time?
5. What are two strategies for managing your time?
6. Time management is defined as…
7. What are some important parts of time management?
8. What are some benefits of time management?
9. What is the 1-2-3 planning system?
10. Why are timelines important?
11. What is a solution?
12. What are actions when dealing with time management and goals?
13. What does it mean to modify something?
14. What does it mean to evaluate a solution?
15. Why is it important to examine the impacts of the solution on others?
Parliamentary Procedure:

16. What are rules that are related to the details of the administration of an organization rather than to parliamentary procedure?
17. How is a motion is recorded in the minutes?
18. How can the chair debate?
19. How can debate be closed?

20. Name 3 subsidiary motions that can be amended?All of the following subsidiary motions can be amended except:


21. When can the motion to adjourn be moved?  And how is the motion dealt with if there is no other business pending?
22. What can be done if a member does not want a motion to be discussed at a meeting?
23. What is the purpose of moving the Previous Question?
24. Name 3 debatable subsidiary motions.
25. If the following motions are all before the assembly at the same time, which is the immediately pending motion?

a. Main motion

b. Postpone Indefinitely

c. Limit or Extend Limits of Debate

d. Withdraw the main motion

26. When can a member who has been assigned the floor be interrupted?
27. What are the rules of debate for a motion that is postponed to a certain time (postponed definately)?
28. To withdraw a motion that has been stated by the chair requires what?
29. What is the proper order of steps in considering a main motion?

30. Name 3 motions that do not require a second?

31. Name 5 motions that may be reconsidered?

32. In order to have a majority vote with 51 votes cast, there must be an affirmative vote of at least

33. Which motion can cancel or countermand a previous action?

34. Which motion could be made so that the chair would be called on to enforce a violated rule?

35. Which motion would you propose if you wanted to call the presiding officer’s attention to the fact that ventilation in the meeting room was very poor and you wanted it to be more comfortable?

36. Name 4 privileged motions?

37. What is the vote requirement for the motion to close debate?

38. What items need to be included in the motion to refer?

39. Which of the motions is the lowest in the order of precedence?

a. Main motion

b. Refer to committee

c. Adjourn

d. Fix the time to which to adjourn

40. There are 45 members at a meeting and a member moved to close debate.  How many members must vote in favor of the motion to close debate?

41. What are the rules about a motion that has been lain on the table.
Job Interview:

42. Explain proper posture and handshake for a person that is interviewing.
43. Which are good non-verbal behaviors that you should use during an interview? And what are some poor non-verbal behaviors?


      
44. When should you send a thank you note after an interview?

45. When should you call the interviewer to determine progress on the selection process.


46. When should a person arrive for an interview.


47. Name 2 things that should be in the 1st paragraph of a letter of application.
48. What is one thing that should be in the 2nd paragraph of a letter of application?

49. What are 2 things that should be in the last paragraph of a letter of application?

50. You will have to write a letter of application in the proper format for a job as a carpenter.  You will be graded using the following rubric.
a. Neatness – 2.5

b. General Appearance – 2.5

c. Completeness – 2.5

d. Organization – 2.5

e. Content – 2.5

f. Proper Form – 2.5

g. Interest Arroused – 2.5

h. Puncuation – 2.5

i. Grammar and Spelling – 2.5

j. Job Applied for - .5
k. Qualifications – .5

l. Reference – .5

m. Total – 25 points

51. What are 4 of the 5 categories that need to be listed on a resume?
52. There will be up to 5 questions pertaining to the book How to Win Friends and Influence People by Dale Carnegie.  You will write a response to these questions.  The more informative these questions are and the way that they relate to the reading will determine your grade.  These will be essay type question. 
