A*S*K Certification
Exams

2023 Technical Manual

Detailed technical information regarding the A*S*K Business Institute’s certification exams.

©2023, MBA Research and Curriculum Center




Table of Contents
2ol <=4 o TU T o USRS 2
Purpose of the A*S*K Certification EXamS.......cocciiiiieciiie ettt e e s etr e e e st e e s esereeeseanraeeean 3
DLV ] (oY T a t =T ol o o Yol Y] 4
o7 1 | OO PP PP OPPRON 5
Yoo ] 4 o= U TP PP P U PPPTUPPPPPPINE 5
Test AdMINISErAtiON/DEIIVEIY ....c.vei ettt et e e e etae et e e et e e eateeeetee e seeeebeseesseeentesenseeesnreean 6
20T oY T = ST U] &SP 8
PErfOrMAaNCE DAta...ccc.eiiiieii ettt ettt et e s bt e s bt e s at e sa bt st e et e bt e e be e eae e et e et e e beenbeesheesaneeas 9
Additional DOCUMEBNTATION. .....eitiiitiiiiiitee ettt et et e e b e saeesab e st e e be e beesmeesmeeeaeeennean 11
EXAM CONTENT ... ettt e s e s e e e s s b e e s s e e e s s aree s 12
CONLENT BrEaKAOWN ..coiueiiiiiiieite ettt sttt sb e st e e sab e e s bt e e sab e e sabeesbaeesabeeenbaeesateesaseeesanes 12
CONTENT FOCUS ittt st e e e s s e e e e e e s s s e e e e e e e s s s nnreseeee s 13
Performance INICALOrS ... .ciouiiiiiee ettt et e st e st e e sbe e e sabe e sbeesateesabeeenanes 16
SAMPIE QUESTIONS «..evieeieiiee e ettt ettt e e et e e e et te e e e ebteeeeebteeeeeabtaeesesteeeeaseseasassssaesasssaassassasesassaseesastanassnnes 17

©2023, MBA Research and Curriculum Center



Background

Accountability in education affects all programs, all grade levels, and all educators. Local school districts,
state education departments, and the U.S. Department of Education are all insisting that teachers,
schools, and students be more accountable for instructional outcomes—in short, for learning.

Assessment tools offered by MBA Research and Curriculum Center support both formative and
summative proof of student achievement. Specific options include authentic assessment tools such as
rubrics as well as a wide range of more traditional objective testing alternatives. In addition to testing
options designed specifically for, and aligned with, classroom instruction, MBA Research fostered the
development of an industry-based certification program via the Institute for Assessment of the Skills and
Knowledge of Business (A*S*K Business Institute).

The A*S*K Business Institute provides objective, industry-based proof of learning for students of
business. The Institute is administered by MBA Research staff.
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Purpose of the A*S*K Certification Exams

Historically, few opportunities have been available for marketing and business students to formally
document their learning. MBA Research and Curriculum Center seeks to change that paradigm with the
A*S*K Institute certification exams. The exams provide third-party documentation of learning
achievement as well as offer added value to completion of course work and other learning experiences.

Each A*S*K certificate is based on well-documented performance indicators derived from MBA
Research’s continuing research of the business community. These industry-validated performance
indicators define skills and knowledge commonly addressed in a high-quality, rigorous program of study.
Moreover, these are skills and knowledge required for ethical decision-making and career success in
business, marketing, finance, management, and entrepreneurship.

While A*S*K exams are typically administered to secondary and postsecondary students completing
their programs, the tests (which are not grade-level specific) are appropriate for all students of
business—high school students, college students, and even early-career professionals. In essence, A*S*K
certification exams are critical tools for all serious students of business administration who wish to

document their understanding of key business skills, their willingness to be accountable for their
learning, and their interest in positioning for employment and promotion.

The A*S*K Institute certification program offers specific benefits to individuals passing one or more
certification exams, including a portable credential for résumés and portfolios; evidence of preparation
for college and career advancement; documentation of challenging course electives for college
applications; preparation for competitive events (high school as well as college); and personalized
recognition of exemplary performance by individual students, faculty members, and programs.

The A*S*K exams also address many specific needs of contemporary professional and technical career
programs beyond recognition of high-achieving examinees. Instructors can increase the accountability of
their programs relative to national standards by administering the exams. The exams can serve as guides
in the development of programs and curricula. Exam results provide useful guidance regarding student
knowledge and understanding of certain critical skills and concepts as well as the effectiveness of
student learning across the entire instructional program. Pre- and post-assessment results also lend
themselves to program improvement and evaluation of student growth throughout a program.
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Development Process

The A*S*K Business Institute certification exams and corresponding pre-assessments are based on
industry-validated performance indicators. The exam questions have been developed, reviewed, and
edited for validity by professional writers and curriculum researchers who are trained in the
development of quality instructional materials, including assessments.

Each multiple-choice test item is developed following these guidelines:

e Each test question must relate to a specified performance indicator and must test key,
significant content.

e Each question must contain a complete stem so that students understand what they are being
asked to respond to before reading the four alternatives (A, B, C, and D).

e Each question should be stated in a question or completion format.

e The bulk of the content for each item should be put in the stem rather than in the alternatives.

e Each question should be stated simply so that students do not have to guess at what they have
been asked.

e Each test item should make students think and move beyond mere regurgitation of information.

All performance indicators have been validated (most, repeatedly) via direct industry input — most
recently via online surveys involving hundreds of private sector business leaders nationwide.

All MBA Research instructional materials are routinely reviewed to ensure unbiased presentation. Select
items that appear on the A*S*K exams are reviewed during a field-test process coupled with the
development of instructional modules.

In addition, a statistical analysis of each A*S*K certification exam is completed once per year. Revisions
to exams are made based on that analysis. A high percentage of items designated for replacement are
selected because of their degree of difficulty. Items that are too easy fail to discriminate between
students who know and don’t know the content. Iltems that are too difficult are also removed. The other
key variable impacting exam revisions is the alignment with the National Business Administration
Standards. As standards change, so do the test items on the exams. An average of 10% - 20% of all
items is replaced annually.

Access to the complete exams is limited to MBA Research staff who have a legitimate need-to-know
(e.g., those responsible for loading exam questions into the testing software).

Some individual items, including annual replacement items, are pulled from an existing item bank and,
therefore, may have been included in other applications.
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Format

Each A*S*K certification exam contains 100 multiple-choice test items administered online through a
secure online testing vendor. Each test item is composed of a self-contained stem and four alternatives,
including three plausible, but not defensible, distractors. Examinees have a total of 100 minutes to
complete the exam.

The A*S*K Business Institute currently offers six certification exams:

e Fundamental Business Concepts

e Fundamental Marketing Concepts
e Concepts of Finance

e Concepts of Business Management
e Concepts of Entrepreneurship

e Fundamentals of Ethics

A pre-assessment/pre-test is also available for each A*S*K exam.

Scoring

A*S*K certifications are awarded on the basis of cut scores that represent a level of competence
typically expected by industry. While not yet statistically validated, these cut scores are based on
experience with comparable exams and with data collected during the content validation. Further, these
criterion-based cut scores determine certification independent of other examinees.

Examinees who earn a score of at least 70% are recognized as Certified High Achievers, while examinees
who score 90% or higher are recognized as Certified Exemplary Achievers.
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Test Administration/Delivery

Exams are delivered via a highly secure, password-protected online system designed specifically for

high-stakes testing. Exams can be taken through any modern web browser (e.g., Internet Explorer,

Mozilla Firefox, Chrome, Safari) running on a computer connected to the Internet.

Test administration/delivery processes include:

1.

The testing administrator (a high-school or postsecondary instructor, in most cases) must recruit
and register a testing proctor to monitor the actual testing process. The exam proctor is
responsible for supervising the examinees during the actual examination period and may
oversee a maximum of 30 examinees. (Assistant proctors should also be recruited if 30+
examinees are expected to take an exam.) Instructors may not serve as exam proctors for
students in their classes/departments. To register the proctor, the testing administrator must
report the name and contact information for the proctor to MBA Research. Exams administered
locally without proper proctor registration in advance will not be honored, and no certificates
will be issued to passing examinees. Once registered, the proctor should become familiar with
the testing process as they will be responsible for addressing any questions that arise during the
test.

The testing administrator must log in to the online testing system to register each student,
thereby creating student testing accounts. The administrator must create an identification
number for each student (many schools use their students’ school identification number) and
select the test(s) each student will take. If any student will require special accommodations (e.g.,
extra time, a reader, etc.) during testing, the testing administrator can select the appropriate
option when creating the student’s account. Accommodations can be set at any time before
activating a test for the student.

The testing administrator must enable each student’s account online, which allows students to
log in to the testing website as necessary without giving students access to any exams. The
testing administrator should also access and print the students’ login names and passwords.

On the actual test day, no more than 60 minutes before testing is scheduled to begin, the
testing administrator must activate each student who will be taking the test that day. By doing
so, the testing administrator authorizes these students to access and complete the selected
exam.
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5. The testing proctor administers the test. The proctor must be present during the entire testing
period to field students’ questions, enforce all policies and procedures for testing, and deter
dishonest behavior.

Examinees have 100 minutes to complete the 100-item multiple-choice exam, although
individual questions are not timed. Questions appear in random order and vary by computer
terminal. Only one test item appears on an examinee’s screen at any one time, but students can
click forward and backward to skip and review questions throughout the exam.

Examinees are allowed use of basic calculators and scratch paper during testing, provided that
the scratch paper is collected and destroyed at the conclusion of testing. Examinees are not
permitted to use references or resources of any kind, access other computer programs while
logged in to the testing website, communicate with other students or the testing administrator,
or record any element of the exam in any manner.

6. The testing proctor must fill out and return the Exam Certification Form to MBA Research. The
completed Exam Certification Form certifies the test results and documents the individual’s role
as proctor.
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Reporting Results

Exam results are available in real time to authorized test administrators and can be viewed 24/7 in
individual as well as aggregate reports. Individual results, which are available as either .CSV or .TXT files,
detail the student’s cumulative score on the exam, the number of test questions that the student
answered correctly, and the student’s test performance broken down by instructional area. Aggregate
reports, on the other hand, provide information on the students’ test performance as a group or class.
The group/class average for the entire exam overall is provided, as well as details about how the
group/class performed in each instructional area.

Access to scoring data is hierarchical and determined by the client. For example, a state may give access
to districts who may in turn give access to schools, etc. Depending on the level within this hierarchical
structure, authorized users may have access to the results for an entire state/province, district/region,
or school.

Data are available for download so that each user may organize reports to fit specific needs. All
reporting of current data (current fiscal year) are included in the cost of testing. There is a nominal fee
for accessing archived data, if available.
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Performance Data

Statistical data for each A*S*K certification exam are reviewed annually to determine how effectively
the overall exam and individual items within the exam are performing. On average, 10% - 20% of the
statistically weakest items are replaced. Additional reviews by subject matter experts focus on item
validity relative to the research base (standards and performance indicators).

Relevant data for the period ending May, 2023:

Fundamental Business Concepts
Examinees: 2,777

Certified High Achievers (70-89%): 1,083 (39%)
Certified Exemplary Achievers (90%+): 90 (3%)
Mean Score: 63.5

Median Score: 66.0

Variance: 281.53

Standard Deviation: 16.8

Alpha (Reliability): .93

Fundamental Marketing Concepts
Examinees: 766

Certified High Achievers (70-89%): 271 (35%)
Certified Exemplary Achievers (90%+): 7 (1%)
Mean Score: 60.4

Median Score: 64.0

Variance: 307.19

Standard Deviation: 17.5

Alpha (Reliability): .94

Concepts of Business Management
Concepts of Business Management is a new exam, scheduled for initial use in the 2023-2024 school year.
Exam performance data will be available beginning in Summer 2024.

Concepts of Entrepreneurship
Concepts of Entrepreneurship is a new exam, scheduled for initial use in the 2023-2024 school year.
Exam performance data will be available beginning in Summer 2024.

Concepts of Finance

Examinees: 210

Certified High Achievers (70-89%): 54 (26%)
Certified Exemplary Achievers (90%+): 0 (0%)
Mean Score: 57.2

Median Score: 59.0

Variance: 256.12

Standard Deviation: 16.0

Alpha (Reliability): .93
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Fundamentals of Ethics

Examinees: 1,254

Certified High Achievers (70-89%): 776 (62%)
Certified Exemplary Achievers (90%+): 33 (3%)
Mean Score: 70.4

Median Score: 74.0

Variance: 226.32

Standard Deviation: 15.0

Alpha (Reliability): .93

Psychometric data is based on analysis by statisticians at the Center on Education and Training for
Employment, The Ohio State University.
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Additional Documentation

MBA Research and Curriculum Center provides additional forms, checklists, and other documents to aid
customers with their assessment programs. The various documents, along with a description of each,
are listed below.

e Instructions for Administering A*S*K exams: Provide detailed information to local teachers and
administrators regarding A*S*K certification exams, including:

An overview of the online testing process

Exam administration instructions

FAQs and troubleshooting

Policies and procedures for proctoring A*S*K exams
Proctor registration form

Roster of examinees

Exam certification form

Local administrator checklist

Student instructions for test day

Online assessment glossary of terms

O O O O 0O O O O O O
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Exam Content

Content Breakdown

All A*S*K exams are based on industry-validated performance indicators. Performance indicators are

organized into broad content areas and assigned to one of six planning levels:

Prerequisite
(PQ)

Career-
Sustaining (CS)

Specialist (SP)

Supervisor (SU)

Manager (MN)

Owner (ON)

Content develops employability and job-survival skills and concepts, including
work ethics, personal appearance, and general business behavior.

Content develops skills and knowledge needed for continued employment in or
study of business based on the application of basic academics and business skills.

Content provides in-depth, solid understanding and skill development in all
business functions.

Content provides the same in-depth, solid understanding and skill development in
all business functions as in the specialist curriculum, and in addition, incorporates
content that addresses the supervision of people.

Content develops strategic decision-making skills in all business functions needed
to manage a business or department within an organization.

Content develops strategic decision-making skills in all aspects of business that are
needed to own and operate a business.

Each performance indicator is assigned to one of six curriculum-planning levels that represent a

continuum of instruction ranging from simple to complex. The levels can serve as building blocks for

curriculum development in that students should know and be able to perform the performance

indicators at one level before tackling more complex skills and knowledge at the next level. The levels

can also be used as the basis for developing an unduplicated sequence of instruction for articulation

between high school and postsecondary business courses.

Specific exam questions are aligned with Bloom’s taxonomy to help ensure that each exam addresses

critical performance issues appropriate to industry standards.
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Content Focus

All specifications outlined below are estimates. Specific exam content changes frequently and without
notice on the basis of continuing item analysis, content validations, and other variables. These
specifications are for general information only.

Fundamental Business Concepts Fundamental Marketing Concepts
Questions: 100 multiple-choice Questions: 100 multiple-choice

Content specifications (projected, approximate Content specifications (projected, approximate
percentages): percentages):

Business Law (BL): 1% Business Law (BL): 1%

Communication Skills (CO): 7% Channel Management (CM): 2%

Customer Relations (CR): 9% Customer Relations (CR): 7%

Economics (EC): 16% Economics (EC): 13%

Emotional Intelligence (El): 22% Emotional Intelligence (El): 8%

Financial Analysis (Fl): 7% Financial Analysis (Fl): 2%

Human Resource Management (HR): 1% Human Resources Management (HR): 1%
Information Management (NF): 6% Information Management (NF): 6%

Marketing (MK): 2% Marketing-Information Management (IM): 8%
Operations (OP): 13% Marketing (MK): 4%

Professional Development (PD): 15% Market Planning (MP): 5%

Strategic Management (SM): 1% Operations (OP): 6%

Pricing (PI): 3%

Product/Service Management (PM): 12%
Professional Development (PD): 6%
Promotion (PR): 8%

Selling (SE): 7%

Strategic Management (SM): 1%
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Concepts of Finance
Questions: 100 multiple-choice

Content specifications (projected, approximate
percentages):

Business Law (BL): 3%

Customer Relations (CR): 10%

Economics (EC): 19%

Emotional Intelligence (El): 6%

Financial Analysis (Fl): 32%
Financial-Information Management (FM): 3%
Human Resources Management (HR): 1%
Information Management (NF): 7%
Marketing (MK): 2%

Operations (OP): 8%

Professional Development (PD): 7%
Strategic Management (SM): 2%
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Concepts of Business Management
Questions: 100 multiple-choice

Content specifications (projected, approximate
percentages):

Business Law (BL): 1%

Customer Relations (CR): 10%
Economics (EC): 13%

Emotional Intelligence (El): 7%
Financial Analysis (FI): 7%

Human Resources Management (HR): 2%
Information Management (NF): 2%
Knowledge Management (KM): 2%
Marketing (MK): 2%

Operations (OP): 23%

Professional Development (PD): 5%
Project Management (PF): 5%
Quality Management (QM): 2%
Risk Management (RM): 1%
Strategic Management (SM): 12%
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Concepts of Entrepreneurship
Questions: 100 multiple-choice

Content specifications (projected, approximate
percentages):

Business Law (BL): 1%

Channel Management (CM): 2%
Economics (EC): 13%

Emotional Intelligence (El): 9%
Entrepreneurship (EN): 17%

Financial Analysis (Fl): 4%

Human Resources Management (HR): 1%
Information Management (NF): 7%
Marketing (MK): 1%

Market Planning (MP): 12%

Operations (OP): 6%

Pricing (P1): 4%

Product/Service Management (PM): 8%
Professional Development (PD): 4%
Promotion (PR): 4%

Strategic Management (SM): 7%
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Fundamentals of Ethics
Questions: 100 multiple-choice

Content specifications (projected, approximate
percentages):

Business Law (BL): 2%
Communication Skills (CO): 3%
Emotional Intelligence (El): 78%
Operations (OP): 7%

Professional Development (PD): 10%
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Performance Indicators

The content of each A*S*K exam is based on performance indicators, or competencies, drawn from the
National Business Administration Standards. Specific performance indicators within these standards may
change without notice on the basis of continuing secondary research, validation by industry
professionals, and other variables.

For more information on the specific performance indicators tested on each of the different A*S*K
certification exams, go to https://www.askinstitute.org/index.php/exams/preparation-and-study-guide.
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Sample Questions

In addition to differences in the content focus, each A*S*K certification exam differs slightly in terms of
the levels of questions being asked. Using Bloom’s taxonomy as the model, questions are selected to
represent all six levels as indicated below:

Knowledge and Comprehension, including definitions, basic information, meaning of basic terms and
concepts, and transfer of knowledge into new or different context.

Examples:
1. Which major marketing function 2. If a company uses puffery to promote its
communicates information to consumers products, it makes claims.

about a business's products?
a. exaggerated

a. Promotion b. fraudulent
b. Channel management c. humble

c. Product/Service Management d. factual

d. Pricing

Application and Analysis, including use of information and concepts in hypothetical situations and
recognition of meaning as used in various settings and situations.

Examples:
1. A tornado destroyed a local business. 2. Calculate the total amount of the sale,
This is an example of a(n) risk. using a sales-tax rate of 6%:
2 shirts @ $14.95 each

a. pure 1 pair of jeans @ $39.99 each
b. uninsurable 1 sweater @ $21.55 each
c. speculative
d. predictable a. $91.44

b. $95.94

c.$91.34

d. $96.93
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Synthesis and Evaluation, including development of conclusions, ideas and recommendations for
action based on hypothetical situations and data.

Examples:
1. Joelle and Darius are planning to open a 2. While at work, employees see that a customer
business. Darius is unable to devote full has been in an accident. The customer appears
time to daily business operations but plans to be unconscious. What should they do?
to provide financial support. Which form
of business partnership would you suggest a. Take careful notes
to Darius? b. Start CPR
c. Call911
a. Open d. Move victim to a more comfortable position
b. Close
c. General
d. Limited

©2023, MBA Research and Curriculum Center



