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Sample Test Material for: 

 Administrative supervision 
 
Test material will be presented in a multiple-choice question format. 
 
There are 15 questions in this subject area. 
 
Test Task:  You will be presented with situations in which you must apply knowledge of the principles 
and practices of administrative supervision to answer the questions correctly.  You will be placed in the 
role of a supervisor of a section, which is made up of several units.  Each unit has a supervisor and several 
employees.  All unit supervisors report directly to you. 
 

SAMPLE QUESTION:  
 
You have delegated a work project to two unit supervisors and have asked them to collaborate on it.  
Later, you observe two employees strongly arguing about which one of them is responsible for a certain 
activity within the work project.  The arguing employees work for different units.  Which one of the 
following actions is most appropriate for you to take in this situation? 
 

A. Intercede in the employees’ argument and settle it. 
B. Meet with the unit supervisors of the two employees and inform them of the situation you observed. 
C. Inform one unit supervisor of the situation and ask this supervisor to take care of it. 
D. Set up a meeting that includes both unit supervisors and both employees to resolve the situation. 
 
The correct answer to this sample question is Choice B. 
 
Solution: 
 
Choice A is not correct.  In your position, you supervise properly by giving direction through your unit 
supervisors.  By taking this choice, you are not allowing your unit supervisors to handle a problem 
involving their staff members.  Also, it is not reasonable that you would be able to settle the employees’ 
dispute. Earlier, you delegated the work project to the two unit supervisors, who would be responsible for 
assigning activities related to the project.  The two unit supervisors must deal with the problem.  
 
Choice B is the correct answer to this question.  The two unit supervisors are collaborating on the work 
project and therefore giving the assignments.  You should meet with them and tell them about the 
employees’ argument.  The unit supervisors should be informed about the point of contention and the fact 
that the two employees had a heated argument.  The unit supervisors must then work out a way to handle 
the situation.  
 
Choice C is not correct.  Speaking to only one supervisor about the situation means that the second 
supervisor may be uninformed, or only partly informed, about the situation.  You cannot be assured that 
the first supervisor will include the second supervisor in finding a way to settle the issue.  If the first unit 
supervisor chooses to handle the situation on his own and speak to both employees, this supervisor would 
be giving direction to one employee from another unit.  This is not good supervisory practice.  Also, in 
taking Choice C, you are favoring one supervisor and slighting the other.  
 
Choice D is not correct.  The unit supervisors need to come up with a way of handling the situation that 
you observed.  To do this, they must be informed without the employees present.  Also, by including the 
employees in the meeting, you may get a replay of their earlier argument, which is not helpful.  


