1. What is the primary role of a Human Resource Officer?

a) Managing payroll

b) Ensuring employee satisfaction

¢) Handling recruitment and selection

d) Coordinating training programs

Answer: ¢) Handling recruitment and selection

Which of the following is a key responsibility of a Human Resource Offiger 11 at
TRA?

e) Handling tax audits

f) Monitoring employee performance

g) Designing revenue policies

h) Organizing public relations campaigns
Answer: b) Monitoring employee performance

2. How do you ensure confidentiality of employee*records?

a) By sharing only with senior management

b) Through secure data storage and limited access

¢) By not storing sensitive information

d) By making records accessible to all employees

Answer: b) Through secure data storage and limited access

3. Which software is commonly used for,HR management in organizations like
TRA?

a) Microsoft Excel
b) QuickBooks

c) SAP HR

d) Microsoft Word
Answer: ¢) SAPHR

4. What is theymainpurpose of a performance appraisal in HR management?

a) To promote,employees automatically

b) To evaluate’employees’ work performance and growth

c) To calcutate bonuses only

d) To handle employee grievances

Answer: b) To evaluate employees’ work performance and growth

5. What should you do if an employee complains about workplace harassment?



a) Ignore the complaint until it becomes serious

b) Document the complaint and initiate an investigation

c¢) Immediately terminate the accused employee

d) Discuss the issue with other employees

Answer: b) Document the complaint and initiate an investigation

6. Which labor law is most applicable to HR functions in Tanzania?

a) The Employment and Labour Relations Act, 2004

b) The Income Tax Act

c) The Banking Act

d) The Industrial Relations Code

Answer: a) The Employment and Labour Relations Act, 2004

7. How can you improve employee motivation in a governmentinstitution like
TRA?

a) By offering financial incentives only

b) By providing training and development opportunities

c¢) By avoiding any performance monitoring

d) By ignoring employee feedback

Answer: b) By providing training and development oppertunities

8. What is a key challenge in human resource mmanagement in a government
organization?

a) Lack of funds for recruitment

b) Political influence on HR decisions

c) Low employee performance

d) Over-staffing

Answer: b) Political influenceion HR decisions

9. What should an'HR Officer do when an employee’s performance is
declining?

a) Terminate the employee immediately

b) Provide feedback and develop a performance improvement plan

¢) Ignore the issue until it resolves

d) Transferthe employee to a different department

Answer: b) Provide feedback and develop a performance improvement plan

10. What is the purpose of a job description in HR management?

a) To outline the benefits of a job
b) To describe the qualifications of the employee



c) To define the duties and expectations of the position
d) To identify training requirements
Answer: ¢) To define the duties and expectations of the position

11. Which of the following is an essential skill for an HR Officer?

a) Financial analysis

b) Communication and interpersonal skills

c) Programming skills

d) Data entry

Answer: b) Communication and interpersonal skills

12. Which of the following is a type of employee performance’evaltiation
method?

a) SWOT analysis

b) 360-degree feedback

¢) Brainstorming sessions

d) Marketing research

Answer: b) 360-degree feedback

13. In Tanzania, which organization oversees laborlaws and employment rights?

a) The Ministry of Finance

b) The Tanzania Revenue Authority

c¢) The Ministry of Labour, Employment and Yeuth Development

d) The Central Bank of Tanzania

Answer: ¢) The Ministry of Labour, Employment and Youth Development

14. What action should an MR Officer take when an employee files a grievance?

a) Immediately dismiss the,employee

b) Investigatethe,grievance and attempt resolution

c) Ignore thegrievance ifjit is minor

d) Report the grievanceto external authorities

Answer: b) Investigate the grievance and attempt resolution

15. What is the importance of employee training and development?

a) To keep employees busy

b) To increase employee productivity and skills

c) To reduce the workforce size

d) To limit employee growth opportunities

Answer: b) To increase employee productivity and skills



16. Which of the following is not a part of HR responsibilities?

a) Recruitment

b) Employee welfare

c¢) Payroll management

d) External tax audits

Answer: d) External tax audits

17. Which of the following is an example of employee engagement activity?

a) Pay raises

b) Team-building exercises

c) Job rotation

d) Implementing a new software system
Answer: b) Team-building exercises

18. What is the purpose of an employee handbook?

a) To give detailed financial reports

b) To outline company policies, expectations, and benefits

¢) To manage payroll

d) To record employee attendance

Answer: b) To outline company policies, €xpectations, and benefits

19. When an employee is promoted, what should the HR Officer do first?

a) Update the payroll records

b) Notify the employee’s supervisor-only

c) Change the employee’s warkalocation

d) Ignore the promotion until furtherinstructions are given
Answer: a) Update‘the payroll records

20. Which ofthe following is a key aspect of workforce planning?

a) Managing employeerperformance

b) Ensuring sufficient staffing levels

c) Developing marketing strategies

d) Setting’revenue targets

Answer:'b) Ensuring sufficient staffing levels

21. What is the significance of the ""Equal Employment Opportunity'* principle?

a) Ensures fair pay for all employees
b) Prevents discrimination based on gender, race, or other factors
¢) Guarantees bonuses for all employees



d) Helps in minimizing employee turnover
Answer: b) Prevents discrimination based on gender, race, or other factors

22. Which action is most appropriate for an HR Officer when handling employee
disputes?

a) Encourage open communication between the parties involved

b) Ignore the conflict to avoid confrontation

c) Immediately take sides with one party

d) Terminate both employees involved

Answer: a) Encourage open communication between the parties involved

23. What role does an HR Officer play in employee retention?

a) Conducting exit interviews only

b) Developing and implementing retention strategies

¢) Focusing solely on recruitment

d) Ignoring employee feedback

Answer: b) Developing and implementing retention/Strategies

24. What is the primary objective of an HRaudit?

a) To assess employee satisfaction

b) To evaluate the efficiency and effectiveness 0f\HR policies and practices

¢) To conduct payroll assessments

d) To evaluate the job performance of employees

Answer: b) To evaluate the efficiency and)effectiveness of HR policies and practices

25. In the context of HR,What does "'succession planning®* refer to?

a) Managing employee henefits

b) Planning for future,leadership needs by identifying and developing potential leaders

c) Tracking empleyees“performance reviews

d) Identifying,areasifor cost-cutting

Answer: b) Planning for future leadership needs by identifying and developing potential
leaders

26. Which of the following best describes the term “employee relations'?

a) The process of hiring new employees

b) The interaction and communication between the employer and employees

c) The act of managing payroll systems

d) The training of new employees

Answer: b) The interaction and communication between the employer and employees



27. Which of the following is a responsibility of the Tanzania Revenue Authority
(TRA) in relation to human resources?

a) Enforcing tax laws only

b) Managing employee benefits and compensation

c) Developing marketing campaigns

d) Providing legal counsel

Answer: b) Managing employee benefits and compensation

28. What is a common challenge HR Officers face during recruitment?

a) Lack of applicants

b) Difficulty in retaining employees

c) Limited budget for recruitment activities

d) Employee turnover

Answer: c) Limited budget for recruitment activities

29. Which HR practice helps in addressing skills-gaps withinan organization?

a) Job analysis

b) Performance appraisals

¢) Training and development programs

d) Employee surveys

Answer: ¢) Training and development{programs

Here are the remaining questions;from 31 to 50:

30. Which of thefollowingiis a key benefit of employee feedback surveys?

a) Determining salary increases

b) Identifying,areasifor improvement and boosting employee morale

c) Reducing themneed for employee training

d) Deereasing employee turnover

Answer: b)aldentifying areas for improvement and boosting employee morale

31. Whats the purpose of onboarding in the HR process?

a) To assess employee performance

b) To familiarize new employees with company culture and policies

¢) To terminate underperforming employees

d) To assign tasks to employees

Answer: b) To familiarize new employees with company culture and policies



32. Which of the following is an example of an HR compliance issue?

a) Ensuring employees' compensation meets national minimum wage requirements
b) Organizing employee recreational activities

c¢) Handling customer inquiries

d) Improving customer satisfaction

Answer: a) Ensuring employees' compensation meets national minimum wage
requirements

33. What is the role of a compensation and benefits system in HR?

a) To provide non-monetary incentives to employees

b) To offer fair salaries, bonuses, and benefits packages to employees

¢) To punish employees for low performance

d) To ensure employees are not overworked

Answer: b) To offer fair salaries, bonuses, and benefits packages to employees

34. How should an HR Officer handle an employeewho consistently fails to meet
performance standards?

a) Ignore the issue and hope it improves

b) Provide a performance improvement plan with clear goals.and feedback

c) Immediately suspend the employee

d) Move the employee to another department without addressing the issue

Answer: b) Provide a performance4dmprovementplan with clear goals and feedback

35. Which of the following is'a potential risk of not conducting regular
performance reviews?

a) Increased legal issues

b) Employee disengagement and a lack of motivation

c) Increased job/satisfaction

d) Decreased training costs

Answer: b) Employee disengagement and a lack of motivation

36. What is the function of a job evaluation?

a) To assess employees’ mental health

b) To determine the value of a job in relation to others in the organization

c) To calculate payroll expenses

d) To monitor employee satisfaction

Answer: b) To determine the value of a job in relation to others in the organization

37. How can an HR Officer help in reducing employee turnover?



a) By reducing employee compensation

b) By promoting a positive work environment and career development opportunities
c) By ignoring employee feedback

d) By hiring new employees frequently

Answer: b) By promoting a positive work environment and career development
opportunities

38. Which of the following is a common method for resolving workplace
conflicts?

a) Ignoring the conflict until it escalates

b) Encouraging direct communication and mediation between the involved parties

c) Automatically terminating one of the employees involved

d) Posting the conflict on the company’s website

Answer: b) Encouraging direct communication and mediation/betweenythe involved parties

39. What is the purpose of conducting exit interviews?

a) To encourage employees to return to the organization

b) To understand why employees are leaving and identify areas for improvement

c) To give employees a chance to file complaints against theirieoworkers

d) To evaluate the performance of employees before, termination

Answer: b) To understand why employeeSare leaving and identify areas for improvement

40. Which of the following is thesmain‘reasar for implementing an employee
wellness program?

a) To cut down on payroll expenses

b) To improve employees' healthhand work-life balance

c) To punish employees for absenteeism

d) To track employee performance

Answer: b) Toimpreveemployees' health and work-life balance

41. What'isithe rele of an HR Officer in an organization's diversity and inclusion
strategy?

a) To hire only.the most qualified candidates regardless of diversity

b) To ensure equal opportunities for all employees and promote a diverse workplace

c) To focussolely on hiring people of a specific demographic

d) To ignore diversity as an HR concern

Answer: b) To ensure equal opportunities for all employees and promote a diverse
workplace

42. What is the significance of a probation period for new employees?



a) It allows the organization to evaluate the new employee’s performance and fit

b) It guarantees permanent employment after three months

c) Itis used to decide employee benefits

d) It prevents employees from receiving training

Answer: a) It allows the organization to evaluate the new employee’s performance and fit

43. How should an HR Officer address an employee who is frequently absent
from work?

a) Ignore the absences as long as the employee meets their goals

b) Investigate the cause of absenteeism and provide support if necessary

c) Fire the employee without prior discussion

d) Do nothing and wait for the employee to return to normal

Answer: b) Investigate the cause of absenteeism and provide support.if necessary

44. What is the purpose of conducting a job analysis?

a) To determine the financial resources needed for each job

b) To identify the skills, responsibilities, and requirements of @ job

c) To track employees' attendance

d) To set company-wide salary ranges

Answer: b) To identify the skills, responsibilities,\and reguirements of a job

45. Which of the following is a method ofattracting qualified candidates during
recruitment?

a) Offering low salary packages

b) Advertising the job opening through,various channels

c) Conducting interviews without,any preparation

d) Selecting candidates based en'theirpersonal connections

Answer: b) Advertising the job opening through various channels

46. What isamHR Officer’s role in ensuring employee engagement?

a) To enforce strict dis€iplinary actions

b) To'monitor andiimprove employee satisfaction through feedback and engagement activities
c) To ignoreremployees' concerns

d) To fogus only on financial incentives

Answer:'B) To monitor and improve employee satisfaction through feedback and
engagement activities

47. What is the role of human resource planning in an organization?

a) To track employee attendance and performance
b) To forecast future human resource needs and align them with organizational goals



¢) To manage payroll

d) To improve customer satisfaction

Answer: b) To forecast future human resource needs and align them with organizational
goals

48. Which of the following is a typical responsibility of an HR Officer Il in a
government agency like TRA?

a) Managing employee recruitment and retention strategies

b) Setting tax rates

¢) Conducting financial audits

d) Managing external legal disputes

Answer: a) Managing employee recruitment and retention strategies

49. What is the best way to ensure a fair recruitment process?

a) Select candidates based on seniority

b) Implement a structured interview process and evaluate.allicandidatessequally

c) Promote internal candidates only

d) Choose candidates based on personal preferences

Answer: b) Implement a structured interview preeess and evaluate all candidates equally



