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Overview

This study guide is designed to help students prepare for the Marketing Education: Marketing
Fundamentals assessment and Manager Trainee assessment. It not only includes information about
the assessments, but also the skills standards upon which the assessments are based and test taking
strategies.

Each of the four sections in this guide provides useful information for students preparing for the
Marketing Education assessments.

»  CareerTech and Competency-Based Education: AWinning Combination
= Marketing Education Assessments

» Assessment Information

» Standards and Test Content

» Sample Questions

» Abbreviations, Symbols, and Acronyms
»  Strategies for Test Taking Success

= Notes

The Marketing Fundamentals and Manager Trainee standards are aligned with the standards of the MBA
Research and Curriculum Center (http://mbaresearch.org/).

These assessments are aligned with those of the Institute for the Assessment of the Skills and
Knowledge of Business (A*S*K). For additional information: www.ASKInstitute.org.

Disclaimer

The Oklahoma Department of Career and Technology Education cannot vouch for the accuracy of the
information contained in any linked site. Our intent is to simply provide a list of sites that we feel may
be useful to you. Some of the links presented here are commercial sites.¥We do not endorse these sites
or their products, and we do not request or accept any fee for inclusion on this list. The Department
makes no representations or warranties, express or implied, with respect to the document, or any

part thereof, including any warrantees of title, noninfringement of copyright or patent rights of others,
merchantability, or fitness or suitability for any purpose.

Equal Opportunity/Non Discrimination Statement

The Oklahoma Department of Career and Technology Education does not discriminate on the basis of
race, color, national origin, sex/gender, age, disability, or veteran status. Inquiries concerning application
of this policy may be referred to the ODCTE Compliance Coordinator, 1500 W. 7th Ave. Stillwater, OK
74074-4364, or call 1-800 522-5810 or (405) 377-2000.
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CareerTech and Competency-Based Education:
A Winning Combination

Competency-based education uses learning outcomes that emphasize both the application and creation
of knowledge and the mastery of skills critical for success. In a competency-based education system,
students advance upon mastery of competencies, which are measurable, transferable outcomes that
empower students.

Career and technology education uses industry professionals and certification standards to identify
the knowledge and skills needed to master an occupation. This input provides the foundation for
development of curriculum, assessments and other instructional materials needed to prepare students
for wealth-generating occupations and produce comprehensively trained, highly skilled employees
demanded by the work force.

Tools for Success

CareerTech education relies on three basic instructional components to deliver competency-based
instruction: skills standards, curriculum materials, and competency assessments.

Skills standards provide the foundation for competency-based instruction and outline the
knowledge and skills that must be mastered in order to perform related jobs within an industry. Skills
standards are aligned with national skills standards and/or industry certification requirements; therefore,
a student trained to the skills standards is equally employable in local, state and national job markets.

Curriculum materials and textbooks contain information and activities that teach students
the knowledge and skills outlined in the skills standards. In addition to complementing classroom
instruction, curriculum resources include supplemental activities that enhance learning by providing
opportunities to apply knowledge and demonstrate skills.

Certification Assessments test the student over material outlined in the skills standards and
taught using the curriculum materials and textbooks. When used with classroom performance
evaluations, certification assessments provide a means of measuring occupational readiness.

Each of these components satisfies a unique purpose in competency-based education and reinforces the
knowledge and skills students need to gain employment and succeed on the job.

Measuring Success

Evaluation is an important component of competency-based education. Pre-training assessments
measure the student's existing knowledge prior to receiving instruction and ensure the student's
training builds upon this knowledge base. Formative assessments administered throughout the training
process provide a means of continuously monitoring the student's progress towards mastery.

Certification assessments provide a means of evaluating the student’s mastery of knowledge and skills.
Coaching reports communicate assessment scores to students and provide a breakdown of assessment
results by standard area. The coaching report also shows how well the student has mastered skills
needed to perform major job functions and identifies areas of job responsibility that may require
additional instruction and/or training.



Marketing Education
Assessment Information

What are the Marketing Fundamentals and Manager Trainee
assessments?

The Sales/Marketing Associate and Manager Trainee assessments are end-of-program assessments for
students in Marketing Education programs. The assessments provide an indication of student mastery of basic
knowledge and concepts necessary for success in marketing careers.

How was the assessment developed?

The assessments were developed by the CareerTech Testing Center. The assessments and standards
align with the MarkED Career Paths National Curriculum Standards. Items were developed and
reviewed by a committee of subject matter experts.

The committee assigned frequency and criticality ratings to each skill, which determines the significance
of each task for test development:

Frequency: represents how often the task is performed on the job. Frequency rating scales
vary for different occupations. The rating scale used in this publication is presented below:

| = less than once a week 2 = at least once a week 3 = once or more a day

Criticality: denotes the level of consequence associated with performing a task incorrectly.
The rating scale used in this publication is presented below:

| = slight 2 = moderate 3 = extreme
What does the assessment cover?

Specifically, the tests include multiple-choice test items over the following areas:

Marketing Fundamentals (65 questions)

Business Law 2% Communication Skills 8%
Economics 15% Information Management 3%
Marketing 8% Operations 15%
Professional Development 5% Channel Management 3%
Market Planning 7% Pricing 3%
Product/Service Management 6% Promotion 7%
Selling 18%

Manager Trainee (55 questions)

Economics 18% Promotion 18%
Merchandising 13% Marketing Management 29%
Pricing 6% Selling 4%
Information Management 2%



What are the benefits of using these assessments?

Students receive a certificate for each assessment that he/she passes. This certificate may be included in his/
her portfolio and used to communicate the student’s mastery of the subject matter to potential employers.

When should the assessment be taken?

The CareerTech Testing Center recommends that students take these assessments as soon as possible
after receiving all standards-related instruction, rather than waiting until the end of the school year.

Is the assessment timed?

No. However, most students finish the assessment within one hour.

What resources can students use on these assessments?

Students are allowed to use calculators and scratch paper on CTTC assessments; however, these items must
be provided by the testing proctor and returned to the proctor before the student’s exam is submitted for
scoring. Calculator apps on cell phones and other devices may not be used on these assessments.

What accommodations can be made for students with
Individualized Education Plans (IEPs)?

Accommodations are allowed for students with an Individualized Education Plan. Examples of allowable
accommodations include:

» Extended time — This assessment is not timed; therefore, students may take as much time as
needed to finish. The assessment must be completed in one testing session.

»  Readers — A reader may be used to read the assessment to a student who has been identified as
needing this accommodation.

» Enlarged text — Students needing this accommodation can activate this feature by clicking the
AA iconin the upper right corner of the screen.

What can students expect on Test Day?

All CTTC assessments are web-based and delivered exclusively by a proctor in the school’s assessment center.
The proctor cannot be an instructor or anyone who was involved with the student during instruction.

Assessments are delivered in a question-by-question format. When a question is presented, the student
can select a response or leave the question unanswered and advance to the next question. Students
may also flag questions to revisit before the test is scored. All questions must be answered before the
test can be submitted for scoring.

After the assessment is scored, the student will receive a score report that not only shows the student’s
score on the assessment, but also how the student performed in each standard area.

Can students retake the test?

Students may retake the test unless their school or state testing policies prohibit retesting. Students
who can retest must wait at least three days between test attempts.
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Standards and Test Content
Marketing Fundamentals

Business Law (I question)

Explain the nature of workplace regulations. (3/3)

Communication Skills (5 questions)

i A Wb

Economics (10 questions)

. Distinguish between economic goods and services. (3/3)

© 0¥ ©® N o U AW

. Analyze company resources to ascertain policies and procedures. (3/3)

Interpret others’ nonverbal cues. (3/3)
Employ communication styles appropriate to target audience. (3/3)
Organize information. (3/3)

Choose appropriate channel for workplace communication. (3/3)

Explain the principles of supply and demand. (3/3)

Describe the functions of prices in markets. (3/3)

Explain the organizational design of businesses. (3/3) 4 _ m promitim resea )
A Fi T s &8 2
Describe factors that affect the business environment. (3/3) =m.aallocate||§= ’f’maf eo&tle? t“ -
=8

¥Is“ng economies ' ifi - galll {:ﬁiﬁiﬁﬁ“y

Identify factors affecting a business’s profit. (3/3) , “specific = GUCLS associares ALY v

Determine factors affecting business risk. (3/3)
Discuss the supply and demand for money. (3/3)
Explain the concept of productivity. (3/3)

Analyze the impact of specialization/division of labor on productivity. (3/3)

Information Management (2 questions)

l.
2.

Assess information needs. (3/3)

Maintain customer records. (3/3)

Marketing (5 questions)

l.
2.

Explain customer/client/business buying behavior. (3/3)

Discuss actions employees can take to achieve the company’s desired results. (3/3)

3. Demonstrate connections between company action and influencing consumer buying behavior,

gaining market share, etc. (3/3)
Identify company’s unique selling proposition. (3/3)

Identify internal and external service standards. (3/3)
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Operations (10 questions)
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. Discuss the role of ethics in operations. (1/3)

Follow safety precautions. (3/3)

Handle and report emergency situations. (3/3)
Explain routine security precautions. (3/3)

Protect company information and intangibles. (3/3)
Identify potential security issues. (3/3)

Maintain inventory of supplies. (3/3)

Explain employee’s role in expense control. (3/3)

Identify routine activities for maintaining business facilities and equipment. (3/3)

Professional Development (3 questions)

l.
2.
3.

Make decisions. (3/3)
Use time management skills. (3/3)

Analyze employer expectations in the business environment. (3/3)

Channel Management (2 questions)

l.
2.

Explain legal considerations in channel management. (2/3)

Describe ethical considerations in channel management. (2/3)

Market Planning (5 questions)

Select target market. (3/3)

2. Conduct SWOT analysis for use in the marketing planning process. (3/3)
3. Conduct competitive analysis. (3/3) *”7%/5:“‘?:“?
4. Set marketing goals and objectives. (3/3 L q&
5. Develop margkegting plan. (3]/3) & %%ﬁ/t@ FLYE ’}_;\\%
iy . CREATION &
Pricing (2 questions) | ”ﬂ%’ LO \\3&\\&%
CONCEPY _

l.
2. Calculate break-even point. (1/3)
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Describe the role of business ethics in pricing. (3/3)
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Product/Service Management (4 questions)

Identify product opportunities. (3/3)

2. Explain warranties and guarantees. (3/3)
3.
4. ldentify product to fill customer need. (3/3)

Explain the concept of product mix. (1/3)

Promotion (5 questions)

A W

. Explain the role of promotion as a marketing function. (1/3)

Identify the elements of the promotional mix. (1/3)
Describe the use of business ethics in promotion. (3/3)
Describe the use of technology in the promotion function. (2/3)

Identify promotional messages that appeal to targeted markets. (2/3)

Selling (11 questions)

© 0 © N o U hWN

o —

. Describe the use of technology in the selling function. (2/3)

Acquire product information for use in selling. (3/3)

Analyze product information to identify product features and benefits. (3/3)

Discuss motivational theories that impact buying behavior. (2/3)
Establish relationship with customer/client. (3/3)

Determine customer/client needs. (3/3)

Recommend specific product. (3/3)

Demonstrate good/service. (3/3)

Convert customer/client objections into selling points. (3/3)
Close the sale. (3/3)

. Demonstrate suggestion selling. (3/3)

Plan follow-up strategies for use in selling. (3/3)



Standards and Test Content
Manager Trainee

Economics (10 questions)

Promotion (10 questions)

© N o U AW
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. Describe the objectives of promotion. (1/3)

. Explain the marketing functions. (1/2)

Explain how each of the economic systems answers the basic economic questions. (1/2)
Explain the effects of competition in a private enterprise economy. (2/3)

Explain the importance of profit in a private enterprise system. (1/3)

Explain how factors affecting profit can be adjusted to increase profit. (1/3)

Explain the nature of supply and demand. (1/3)

Explain the importance of price. (2/2)

Explain how prices are determined. (1/3)

Explain the reasons why that productivity is measured. (2/2)
Explain ways to increase productivity. (2/3)

Discuss the advantages and disadvantages of promotional activities.
(273)
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Describe the elements of the promotional mix. (2/2) e
B.INDTA

Explain factors affecting the selection of a promotional mix. (2/2)
Describe factors to consider in selecting promotional media. (2/3)
Demonstrate proper procedures for selecting appropriate media. (2/2)
Describe factors that affect the costs of promotional media. (1/3)

Describe how the content of each element can be used to achieve its
objective. (1/3)

9. Describe guidelines for obtaining publicity. (1/3)

10.

Prepare copy for a print advertisement. (2/3)

Merchandising (7 questions)

N o U~ WD

. Explain the role of distribution in marketing. (1/2)

Identify the advantages and the disadvantages of types of inventory control systems. (1/2)
Identify causes of inventory shrinkage. (2/2)
Describe methods of reducing inventory shrinkage. (2/3)
Perform basic mathematical operations (addition, subtraction, multiplication and division). (3/3)
Explain the importance of the marketing function of purchasing. (1/2)
Calculate merchandising-related discounts. (2/2)
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Marketing Management (16 questions)
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Discuss ways that a market can be segmented.

Explain the relationship of product/service planning to marketing. (1/3)
Describe the importance of management to an organization. (1/3)
ctions. (2/3)

Describe the content of a new-employee orientations. (1/3)

Describe the purposes of the management fun

Explain the importance of manger/supervisor training and development. (1/3)

Explain the meaning of the term motivation. (1

Handle employee complaints. (2/2)

Select ways management can build employee morale. (2/3)

Identify policies affecting customers. (2/2)

Identify business policies to customers. (2/2)

Discuss methods of communicating with employees. (2/2)

Demonstrate ways that management can ensure equitable opportunities for employees. (2/3)

Pricing (3 questions)

l.
2.

. Explain the importance of market identification. (1/3)
(173)

Explain the importance of marketing strategies to business. (1/3)

/3)

. Explain the importance of employee morale. (1/3)
12.
13.
14.
5.
16.

Define the marketing function of pricing. (2/2)

Explain the importance of selling price. (2/3)

3. Discuss the factors which affect selling price. (1/3)

Selling (8 questions)

© N o U A~ w DN

Information Management (1 question)

Identify types of customer personalities. (2/2)

Explain sales techniques which build customer

Maintain/use a prospect list. (2/2)

loyalty. (2/3)

Describe the reasons for using sales quotas. (2/2)

Probe for information in a sales situation. (2/2)

Explain the importance of selling policies. (2/3)

Explain factors which determine selling policies. (2/3)

Explain the importance of sales training. (2/3)

I. Describe the factors affecting sales forecasts. (2/2)
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Sample Questions
Marketing Fundamentals

Work regulations are important because they:

can be changed by employees to fit the situation as needed.

give employees the freedom to do what they want in certain circumstances.
help customers/clients know how to handle a situation.

help prevent accidents and injuries in the workplace.

an op

A sales associate is having a conversation with someone who breaks eye contact and
looks away. The associate should:

disregard the lack of eye contact.

do something funny so the person will look at him/her.

quit talking until the person gives the employee his/her attention.
try to regain the person's attention with a comment or question.

an op

What economic resource is needed to operate a business?

capital
entrepreneurship
labor

land

an op

Before a business can effectively use data, it must determine:

the collection process for gathering data.

the reports that will be created from the data.
the type of computer needed to create reports.
what information is needed.

an op

What type of service standard requires employees to respond to general inquiry calls
within two minutes?

external
internal
manufacturer
outside

an op

When a customer is injured in an accident at a store, what should employees do first?

examine the injured customer

keep the incident to themselves

move the customer to a comfortable area
report the injury to a manager

an op

11



7. A business decision made after reviewing all facts from a variety of consultants is

8.

9.

10.

based upon:

a. emotion.

b. experience.
c. intuition.

d. logic.

A company tells a wholesaler that it can only carry a product line if it does not carry a
competitor's merchandise. This is:

an op

illegal because it creates a monopoly.

illegal because it is an exclusive arrangement that lessens competition.
legal because it is a free market.

legal because there are other wholesalers the competition can use.

What is an example of a psychographic?

an op

degree of loyalty
education and income
location

values and lifestyles

When a firm advertises a low price for an item it has no intention of selling, that firm
is engaging in what type of deceptive advertising technique?

an op

bait and switch
loss leader
hidden catches
bandwagon

12



Sample Questions — Key
Marketing Fundamentals

. Work regulations are important because they:
can be changed by employees to fit the situation as needed.

help customers/clients know how to handle a situation.
help prevent accidents and injuries in the workplace.

oo op

Option A —Work regulations are generally consistent for all employees, regardless of the situation.

give employees the freedom to do what they want in certain circumstances.

Option B —Work regulations are not determined based on an employee's choice.

Option C —Work regulations are set for employers, not customers.
Option D is correct — Certain work regulations do help prevent accidents and injuries in the

workplace.

. A sales associate is having a conversation with someone who breaks eye contact and looks away.

The associate should:

disregard the lack of eye contact.
do something funny so the person will look at him/her.

oo op

. What economic resource is needed to operate a business?

a. capital Correct by definition

b. entrepreneurship Incorrect by definition
c. labor Incorrect by definition
d. land Incorrect by definition

. Before a business can effectively use data, it must determine:

quit talking until the person gives the employee his/her attention.
try to regain the person's attention with a comment or question.

Wrong, but plausible
Wrong, but plausible
Wrong, but plausible
Correct, best choice

a. the collection process for gathering data. Wrong, but plausible
b. the reports that will be created from the data. Wrong, but plausible
c. the type of computer needed to create reports. Wrong, but plausible
d. what information is needed. Correct

. What type of service standard requires employees to respond to general inquiry calls within two

minutes?

a. external Correct by definition
b. internal Incorrect by definition
c. manufacturer Incorrect by definition
d. outside Incorrect by definition
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When a customer is injured in an accident at a store, what should employees do first?

a. examine the injured customer Wrong, but plausible
b. keep the incident to themselves Wrong, but plausible
c. move the customer to a comfortable area ~ Wrong, but plausible
d. report the injury to a manager Correct

A business decision made after reviewing all facts from a variety of consultants is based upon:

a. emotion. Incorrect by definition
b. experience. Incorrect by definition
c. intuition. Incorrect by definition
d. logic. Correct by definition

A company tells a wholesaler that it can only carry a product line if it does not carry a competitor's
merchandise. This is:

a. illegal because it creates a monopoly. Wrong, but plausible
b. illegal because it is an exclusive arrangement that lessens competition. Correct

c. legal because it is a free market. Wrong, but plausible
d. legal because there are other wholesalers the competition can use. Wrong, but plausible

What is an example of a psychographic?

a. degree of loyalty. Incorrect by definition
b. education and income. Incorrect by definition
c. location. Incorrect by definition
d. values and lifestyles. Correct by definition

. When a firm advertises a low price for an item it has no intention of selling, that firm is engaging in

what type of deceptive advertising technique?

a. bait and switch Correct by definition

b. loss leader Incorrect by definition
c. hidden catches Incorrect by definition
d. bandwagon Incorrect by definition

14



Sample Questions
Manager Trainee

I. Contractual agreements such as insurance guarantees, surety bonds, and leases handle
business risks through:

avoidance.
management.
prevention.
transfer.

an op

2. Avrivalry between two or more businesses to attract limited customer dollars is a/an:

battle.
competition.
corporation.
partnership.

an op

3. How does publicity benefit the business’s promotional plan?

It eliminates the need for advertising.

It extends the business’s advertising budget.

It reduces the business’s share of media coverage.
It replaces sales promotion.

an op

4. Two forms of utility created by physical distribution are:

form and location.
place and date.
possession and time.
date and time.

oo ow

5. A characteristic of a unit-control inventory system is that it:

identifies slow-selling items.

is inexpensive to use.

is useful to salespeople, but not to buyers.
records the value of stock.

an op

6. Which type of corporation sells shares to investors and must furnish information
about its earnings, assets and debts?

public
limited
open

S

oo o
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7. The president of a company has asked employees to make suggestions for a new
product the company could develop. This activity involves which step in the product-
planning process?

concept testing
feasibility analysis
idea generation
test marketing

Un oop

8. Which of the following methods should a supervisor use to implement a preventive
discipline program?

Communicate standards clearly.

Maintain proper records of employees’ violations.
Take corrective action promptly for infractions.
Use progressive penalties.

an op

9. Who is responsible for recognizing and correcting problems that affect employees’

motivation?

a. employees

b. leaders/managers

c. mediators

d. top-level management

10. The overall purpose of the Americans with Disabilities Act (ADA) is to:

make it possible for qualified individuals with disabilities to get and keep jobs.
prevent businesses from asking job applicants about their disabilities.

require businesses to install handicapped ramps.

require businesses to employ applicants with physical and/or mental disabilities.

an op

16



Sample Questions — Key
Manager Trainee

. Contractual agreements such as insurance guarantees, surety bonds, and leases handle business risks
through:

a. avoidance. Incorrect by definition
b. management. Incorrect by definition
c. prevention. Incorrect by definition
d. transfer. Correct by definition

. Arivalry between two or more businesses to attract limited customer dollars is a/an:

a. battle. Incorrect by definition
b. competition. Correct by definition

c. corporation. Incorrect by definition
d. partnership. Incorrect by definition

. How does publicity benefit the business’s promotional plan?

a. It eliminates the need for advertising . Incorrect by definition
b. It extends the business’s advertising budget. Correct by definition

c. It reduces the business’s share of media coverage.  Incorrect by definition
d. It replaces sales promotion. Incorrect by definition

. Two forms of utility created by physical distribution are:

a form and location. Incorrect by definition
b. place and date. Incorrect by definition
c. possession and time. Correct by definition

d. date and time. Incorrect by definition

. A characteristic of a unit-control inventory system is that it:

a. identifies slow-selling items. Correct by definition

b. is inexpensive to use. Incorrect by definition
c. is useful to salespeople, but not to buyers.  Incorrect by definition
d. records the value of stock. Incorrect by definition

. Which type of corporation sells shares to investors and must furnish information about its earnings,
assets and debts?

a. public Correct by definition

b limited Incorrect by definition
c. open Incorrect by definition
d S Incorrect by definition
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7. The president of a company has asked employees to make suggestions for a new product the
company could develop. This activity involves which step in the product-planning process?

a. concept testing Incorrect by definition
b. feasibility analysis Incorrect by definition
c. idea generation Correct by definition

D. test marketing Incorrect by definition

8. Which of the following methods should a supervisor use to implement a preventive discipline

program?

a. Communicate standards clearly. Correct

b. Maintain proper records of employees’ violations. Wrong, but plausible
c. Take corrective action promptly for infractions. Wrong, but plausible
d. Use progressive penalties. Wrong, but plausible

9. Who is responsible for recognizing and correcting problems that affect employees’ motivation?

a. employees Wrong, but plausible
b. leaders/managers Correct

c. mediators Wrong, but plausible
d. top-level management Wrong, but plausible

10. The overall purpose of the Americans with Disabilities Act (ADA) is to:

a. make it possible for qualified individuals with disabilities

to get and keep jobs. Correct by definition
b. prevent businesses from asking job applicants

about their disabilities. Incorrect by definition
c. require businesses to install handicapped ramps. Incorrect by definition
d. require businesses to employ applicants with physical

and/or mental disabilities. Incorrect by definition
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The following is a list of abbreviations, symbols, and acronyms used in the Marketing study guide and on

Abbreviations, Symbols and Acronyms

the Marketing assessments.

$

%
ADA
CEO
CPM
IEP

Dollar

Percentage

Americans with Disabilities Act
Chief Executive Officer

Cost per mille

Individualized Education Plan
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Test Taking Strategies

This section of the study guide contains valuable information for testing success and provides a
common-sense approach for preparing for and performing well on any test.

General Testing Advice

N o U~ w D

. Get a good night’s rest the night before the test — eight hours of sleep is recommended.

Avoid junk food and “eat right” several days before the test.

Do not drink a lot or eat a large meal prior to testing.

Be confident in your knowledge and skills!

Relax and try to ignore distractions during the test.

Focus on the task at hand — taking the test and doing your best!

Listen carefully to the instructions provided by the exam proctor. If the instructions are not clear,
ask for clarification.

Testing Tips

. Read the entire question before attempting to answer it.

Try to answer the question before reading the choices. Then, read the choices to determine if one
matches, or is similar, to your answer.

Do not change your answer unless you misread the question or are certain that your first answer is
incorrect.

Answer questions you know first, so you can spend additional time on the more difficult questions.

Check to make sure you have answered every question before you submit the assessment for
scoring — unanswered questions are marked incorrect.
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NOTES
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NOTES

22



