\/%
N

' B 3 T

SAMPLE STUDY GUIDE
WITH LIMITED QUESTIONS




Copyright © 2026 by Examzify - A Kaluba Technologies Inc. product.

ALL RIGHTS RESERVED.

No part of this book may be reproduced or transferred in any form or by any means, graphic,
electronic, or mechanical, including photocopying, recording, web distribution, taping, or by any
information storage retrieval system, without the written permission of the author.

Notice: Examzify makes every reasonable effort to obtain accurate, complete, and timely
information about this product from reliable sources.




Table of Contents

070 )7/ T |1 1
Table of CONtENTS ... 2
INtrodUCtion .. 3
How to Use This GUIAE ... 4
QUESTIONS ..o 5
AN WIS e 8
EXPlanations ... 10

N Xt S P S oo e 16




Introduction

Preparing for a certification exam can feel overwhelming, but with the right tools, it becomes
an opportunity to build confidence, sharpen your skills, and move one step closer to your
goals. At Examzify, we believe that effective exam preparation isn't just about
memorization, it's about understanding the material, identifying knowledge gaps, and
building the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you're preparing for a licensing exam, professional certification, or entry-level
qualification, this book offers structured practice to reinforce key concepts. You'll find a
wide range of multiple-choice questions, each followed by clear explanations to help you
understand not just the right answer, but why it's correct.

The content in this guide is based on real-world exam objectives and aligned with the types
of questions and topics commonly found on official tests. It's ideal for learners who want to:

* Practice answering questions under realistic conditions,
* Improve accuracy and speed,

* Review explanations to strengthen weak areas, and

* Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but alongside other
resources like flashcards, textbooks, or hands-on training. For best results, we recommend
working through each question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn't about getting every question right the first
time, it's about learning from your mistakes and improving over time. Stay focused, trust the
process, and know that every page you turn brings you closer to success.

Let's begin.
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How to Use This Guide

This guide is designed to help you study more effectively and approach your exam with
confidence. Whether you're reviewing for the first time or doing a final refresh, here's how to
get the most out of your Examzify study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what you need to focus on.
Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 — 45 minutes). Review a handful of
questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got it right. It reinforces
key points, corrects misunderstandings, and teaches subtle distinctions between similar
answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions. Revisit these
regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without pausing. Set a timer and
simulate test-day conditions to build confidence and time management skills.

6. Repeat and Review

Don't just study once, repetition builds retention. Re-attempt questions after a few days and
revisit explanations to reinforce learning. Pair this guide with other Examzify tools like
flashcards, and digital practice tests to strengthen your preparation across formats.

There's no single right way to study, but consistent, thoughtful effort always wins. Use this
guide flexibly, adapt the tips above to fit your pace and learning style. You've got this!
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Questions




1. In which sector do charities and community groups fall under?
A. Private sector
B. Public sector
C. Third sector
D. Fourth sector

2. Which of the following defines the concept of variable costs?
A. Costs that remain constant regardless of production levels
B. Costs that vary with the level of output or sales
C. Expenses that are easily recoverable
D. Fixed expenses that are incurred every month

3. What type of expenses generally increases and decreases with production
levels?

A. Fixed costs

B. Variable costs

C. Administrative costs
D. Opportunity costs

4. In the RACI matrix, how many people should be accountable for each task?
A. One
B. Two
C. Three
D. Four

5. Under the Manual Handling Operations Regulations, what is one
requirement for employers?

A. Provide training for manual handling tasks only

B. Avoid hazardous manual handling tasks as much as possible
C. Employ only workers who are physically fit for manual labor
D. Conduct manual handling tasks without any assessment
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6. When creating KPIs, what type of measurements should you aim for?
A. Ambiguous measurements that can be interpreted in various ways
B. Unrealistic measurements that challenge your capacity
C. Realistic measurements that are attainable
D. Measurements based solely on past performance

7. Which criteria should be used when developing effective KPIs?
A. Porter's Five Forces
B. SWOT Analysis
C. SMART criteria
D. PEST Analysis

8. Which of the following is an example of personal data?
A. Stock prices
B. A company's sales report
C. A photo of an individual
D. Annual company earnings

9. What aspect of society is examined under social factors in PESTLE?
A. Climate change
B. Interest rates
C. Population size and growth rate
D. Discrimination laws

10. Which of the following is NOT a type of organizational structure?
A. Divisional
B. Hierarchical
C. Decentralized
D. Functional
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Explanations




1. In which sector do charities and community groups fall under?
A. Private sector
B. Public sector
C. Third sector
D. Fourth sector

Charities and community groups are classified under the third sector, which is distinct from the private and
public sectors. The third sector is often referred to as the nonprofit sector, encompassing organizations that
operate independently from the government and are not driven primarily by profit. This sector plays a vital role in
addressing social issues, providing community services, and supporting various causes through volunteer
efforts and donations. Understanding the third sector helps recognize its unique contributions to society,
including advocacy, community building, and enhancing social cohesion. Organizations in this sector often aim
to fulfill specific missions that address societal needs, which differentiates them from businesses in the private
sector that prioritize profit and from government entities in the public sector that focus on public administration
and services.

2. Which of the following defines the concept of variable costs?
A. Costs that remain constant regardless of production levels
B. Costs that vary with the level of output or sales

C. Expenses that are easily recoverable
D. Fixed expenses that are incurred every month

The selected answer accurately captures the essence of variable costs, which are costs that fluctuate in direct
proportion to changes in production levels or sales volume. This means that as production increases, variable
costs rise, and conversely, as production decreases, these costs will decrease as well. Examples of variable
costs include materials, labor directly involved in production, and shipping costs. Understanding this concept is
crucial for businesses as it helps in budgeting and forecasting, as well as in determining pricing strategies based
on variable expenses. The other choices presented misunderstand the nature of variable costs. Costs that
remain constant regardless of production levels refer to fixed costs, which are not affected by the volume of
goods produced. Expenses that are easily recoverable do not necessarily relate to variable or fixed costs; this
option is more about liquidity than cost classification. Lastly, fixed expenses incurred monthly clearly categorize
another type of cost independent of production levels, rather than highlighting the variable nature of costs.

3. What type of expenses generally increases and decreases with production
levels?

A. Fixed costs
B. Variable costs

C. Administrative costs
D. Opportunity costs

The correct answer is variable costs, as these are directly related to the level of production. When a business
increases its production, variable costs rise because they include expenses that vary with output, such as
materials, labor, and utility costs needed for production. Conversely, if production decreases, the variable costs
will also fall because fewer resources are required. Fixed costs, on the other hand, remain constant regardless
of the level of production. These expenses, such as rent, salaries of permanent staff, and insurance, do not
fluctuate with the volume of goods produced. Administrative costs may include fixed and variable components
but are not strictly tied to production levels. Opportunity costs, while important in decision-making, do not
represent direct expenses and are more about the trade-offs of choosing one option over another in resource
allocation.
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4. In the RACI matrix, how many people should be accountable for each task?
A. One
B. Two
C. Three
D. Four

In the RACI matrix, the role of accountability is crucial for effective project management and task delegation.
Each task should have one individual who is ultimately accountable for its completion. This person is
responsible for ensuring that the task is completed correctly and on time. Having a single accountable person
helps to clarify responsibility and prevents confusion about who is in charge of a given task. When there is one
individual accountable, it streamlines decision-making and enhances accountability. If multiple people were
designated as accountable, it could lead to overlapping responsibilities and unclear authority, which can
complicate project execution and hinder progress. The structure of a RACI matrix aims to create clear lines of
communication and responsibility, making it essential that only one person holds the accountability role for any
particular task.

5. Under the Manual Handling Operations Regulations, what is one
requirement for employers?

A. Provide training for manual handling tasks only
B. Avoid hazardous manual handling tasks as much as possible

C. Employ only workers who are physically fit for manual labor
D. Conduct manual handling tasks without any assessment

The requirement for employers under the Manual Handling Operations Regulations is to avoid hazardous manual
handling tasks as much as possible. This regulation emphasizes the importance of risk assessment and
proactive measures in the workplace to mitigate the potential for injury among employees. By focusing on
avoiding hazardous tasks, employers are encouraged to look for alternative methods of working, such as using
machinery or redesigning tasks to minimize manual handling. This approach is proactive in ensuring worker
safety and health, placing the responsibility on employers to analyze the tasks being performed and find safer
solutions. Addressing hazards before they cause harm is a fundamental principle of workplace safety, which
these regulations aim to uphold. Other potential choices, while related to workplace safety, do not align with the
core intent of the Manual Handling Operations Regulations. For example, solely training employees on manual
handling tasks does not alleviate the risks associated with manual handling itself. Similarly, stipulating that only
physically fit workers be employed does not address the broader issue of hazardous tasks that pose risks to
health, nor does conducting tasks without any assessment comply with safety regulations designed to protect
workers.
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6. When creating KPIs, what type of measurements should you aim for?
A. Ambiguous measurements that can be interpreted in various ways
B. Unrealistic measurements that challenge your capacity
C. Realistic measurements that are attainable

D. Measurements based solely on past performance

In the process of establishing Key Performance Indicators (KPIs), the focus should be on realistic and attainable
measurements. These KPlIs serve as essential benchmarks for gauging progress towards specific goals, making
it crucial that they are grounded in the capabilities and resources of the organization. When KPIs are realistic,
they provide a clear direction and motivate teams to achieve set objectives while also fostering accountability. If
the measurements are indeed attainable, they encourage consistent engagement and drive performance
improvements over time, rather than leading to frustration from overly ambitious expectations. Setting realistic
measurements helps organizations to identify their strengths and weaknesses accurately and make informed
decisions moving forward. Additionally, aiming for realistic KPIs ensures that the metrics remain relevant and
contextualized to the current market conditions and internal capabilities of the business. When KPIs are
appropriately aligned with achievable outcomes, they become valuable tools for strategic planning and
performance tracking.

7. Which criteria should be used when developing effective KPIs?
A. Porter's Five Forces
B. SWOT Analysis
C. SMART criteria
D. PEST Analysis

Using SMART criteria is essential when developing effective Key Performance Indicators (KPIs) because this
framework ensures that KPIs are well-defined and useful for measuring performance. The SMART acronym
stands for Specific, Measurable, Achievable, Relevant, and Time-bound. - Specific means that the KPI should be
clear and focused, allowing everyone involved to understand what is being measured. - Measurable indicates
that there should be a quantifiable element, allowing for tracking and assessment of progress. - Achievable
ensures that the KPI is realistic and attainable based on available resources and constraints. - Relevant ties the
KPI to specific business objectives, ensuring that it contributes positively to overall goals. - Time-bound means
that the KPI should have a defined time frame for completion, creating urgency and facilitating timely
assessment. Incorporating these criteria helps organizations set meaningful and actionable KPIs, which drive
performance and facilitate informed decision-making. While other concepts like Porter's Five Forces, SWOT
Analysis, and PEST Analysis are valuable tools for strategic analysis and understanding the business
environment, they are not specifically geared toward creating effective KPIs. Therefore, they do not provide the
same structured approach needed for KPI development that SMART criteria offer.
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8. Which of the following is an example of personal data?
A. Stock prices
B. A company's sales report
C. A photo of an individual

D. Annual company earnings

Personal data refers to any information that relates to an identified or identifiable individual. This includes data
that can directly or indirectly point to a person, allowing them to be recognized. A photo of an individual is a
clear representation of personal data because it visually identifies a person. It typically includes visual
characteristics that can link back to an individual, encapsulating personal information such as identity and
possibly even location, depending on the context in which the photo was taken. In contrast, the other options,
such as stock prices, a company'’s sales report, and annual company earnings, relate to organizations or
financial metrics rather than individual identities. These types of data are categorized as business or financial
information and do not identify or relate to any specific individual, thereby excluding them from being considered
personal data.

9. What aspect of society is examined under social factors in PESTLE?
A. Climate change
B. Interest rates
C. Population size and growth rate

D. Discrimination laws

The examination of social factors within the PESTLE framework focuses on how societal influences shape the
environment in which businesses operate. Population size and growth rate are critical components because they
directly affect market demand, consumer behaviors, and workforce availability. Understanding these
demographics allows businesses to adapt their strategies based on the size of their target market and its
potential growth trajectory. In contrast, the other options relate to different categories within PESTLE; climate
change falls under environmental factors, interest rates pertain to economic factors, and discrimination laws are
typically classified under legal factors. Therefore, focusing on population size and growth rate as social factors
provides valuable insights into the societal trends that can impact business operations and strategies.
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10. Which of the following is NOT a type of organizational structure?
A. Divisional
B. Hierarchical
C. Decentralized

D. Functional

The concept of organizational structure is fundamental to understanding how businesses operate, as it defines
how activities such as task allocation, coordination, and supervision are directed toward the achievement of
organizational goals. The types of organizational structures commonly recognized in business literature include
divisional, hierarchical, and functional structures. Divisional structure organizes the company based on
products, services, or geographical location, allowing for more focused strategies on particular markets or
product lines. Hierarchical structure emphasizes a clear chain of command from the top levels of management
down to the entry-level staff, which helps in maintaining organized authority and structure within the
organization. Functional structure groups employees based on their specific functions or roles within the
company, such as marketing, finance, and human resources. In contrast, "decentralized” is often used to
describe the level of decision-making authority distributed throughout an organization rather than as a distinct
structural type. Decentralization refers to the process of distributing or dispersing functions, powers, people, or
decisions away from a central authority. It can occur within any of the formal structures like divisional,
hierarchical, or functional, rather than being a standalone type of organizational structure itself. Therefore,
identifying it as a type of structure is misleading, which supports the conclusion reached regarding the correct
answer
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Next Steps

Congratulations on reaching the final section of this guide. You've taken a meaningful step
toward passing your certification exam and advancing your career.

As you continue preparing, remember that consistent practice, review, and self-reflection
are key to success. Make time to revisit difficult topics, simulate exam conditions, and track
your progress along the way.

If you need help, have suggestions, or want to share feedback, we'd love to hear from you.
Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:
https://businessadminlvl3.examzify.com

We wish you the very best on your exam journey. You've got this!
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