
Introduction
Welcome to the PHR Exam Prep, second edition. Whether this is the first
Exam Prep book you’ve ever picked up, or whether you’ve used our exam
prep resources before, you’ll find that this book will provide valuable infor-
mation and perceptive insights, as well as helpful suggestions as you prepare
to take the Professional in Human Resources (PHR) examination.

This introduction will explain the PHR exam in a general sense and will
explore ways in which this Exam Prep can help you as you prepare to take
the exam. It will also begin to give you an idea of the various topics that
you’ll be exploring in greater detail in the book, as well as important infor-
mation about how the book is structured.

About the Exam
Performing HR-related transactions well is important—but, by itself, it’s
not enough. Those of us who truly want to succeed in the ever-evolving
HR profession must thoroughly understand the HR body of knowledge and
be well equipped and well prepared to apply that knowledge in effective,
meaningful, impactful, and appropriate ways. Passing the PHR exam is one
way that HR professionals can demonstrate to themselves, their employers,
and their potential employers that they do, in fact, possess this fluency and
knowledge. 

It also serves to establish a foundation of credibility with other HR
colleagues—in a sense, even before one is personally acquainted with them.
Separate and apart from how others might perceive this accomplishment,
earning the PHR certification also represents a level of professionalism and
will inspire a measure of self-confidence that is uniquely attainable through
this achievement. 

The PHR exam is administered by the Human Resource Certification
Institute (HRCI), an affiliate of the Society for Human Resource
Management (SHRM). SHRM is one of the most—if not the most—
preeminent professional organizations with which HR professionals can
align themselves, and HRCI enjoys the full measure of respect that comes
along with its close affiliation with SHRM. Since 1976, HRCI has certified
more than 85,000 HR professionals and in so doing has contributed immea-
surably to the advancement of the profession. 

For more information on HRCI and SHRM, visit www.hrci.org and www.shrm.org.

NOTE
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The PHR exam constitutes an important part of what makes our profession a true
profession. A well-recognized, well-respected credential, it is also a near-universal indi-
cator of achievement. By purchasing this book, you have taken an important first step
toward earning the distinction that accompanies the PHR designation.

About This Book
Most of the exam preparation materials on the market today don’t distinguish exam prep
for the PHR exam from exam prep for the Senior Professional in Human Resources
(SPHR) exam. We do. Why? First, because the exams are different (see Chapter 1, “The
HR Profession and the PHR Exam”). It’s our belief that because the PHR and SPHR
exams are designed and constructed differently, your preparation should be different as
well. By tailoring your preparation to more closely reflect what will be covered on the
PHR exam, you are positioning yourself to focus on those areas that matter most to you.

Like so many other factors, elements, and experiences that make up our profession,
however, this isn’t necessarily as clear cut as it sounds. Certain questions that you’ll
encounter on the PHR exam will seem quite “senior” or “strategic” in nature—almost
more like what you would expect to see on the SPHR exam instead of on the PHR
exam. As such, we’re not going to limit our questions in this book only to those that
represent what the PHR exam is “supposed to” contain, because this exam—like our
profession—can be anything but typical at times.

Specifically, we’ve taken the following approach in this book: Although it’s true that the
PHR exam contains more fact-based questions than scenario-based questions, the reality
is that it’s impossible to know exactly which topics will be covered in terms of “just the
facts” and which will be placed in the context of a workplace scenario. We’re committed
to helping you to prepare for whatever you might encounter on the PHR exam, which is
why we’ve included more scenario-based questions than you might encounter on the
actual exam. (It’s also why we will use the Exam Alerts to suggest specific topics that you
might want to seek additional information about—topics that extend beyond the scope
of what we can explore in this book.)

We believe that if you can answer a scenario-based question correctly, it’s almost certain
that you understand the raw facts behind it (assuming you haven’t guessed at the answer,
that is). Answering a strictly fact-based question successfully, however, doesn’t neces-
sarily mean that you could answer a scenario-based question that has been built around
those same facts. And on the PHR exam, you might be called upon to do exactly that.

In short, we hope to test your limits (if you will pardon the expression), and to help you
prepare as thoroughly as possible, even if that means that some people might find the
exam prep to be a bit more challenging than the actual PHR exam. In a way, in fact, we
would consider that to be very good news.

PHR Exam Prep
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Chapters
Chapter 1 covers everything you need to know about the exam—how to apply for it,
suggestions relative to how to prepare to take it, and what you can expect before,
during, and after you take the actual exam. We’ll also provide you with the information
you’ll need to determine whether you qualify to take the PHR exam or whether you
might want to consider taking the SPHR exam instead.

Chapter 2 explores the underlying knowledge and principles of HR—important building
blocks that you’ll need to understand and interpret in a myriad of ways across the six
functional areas of HR. Each of the six remaining content-based chapters (Chapters
3–8) of this book are devoted to one of the specific functional areas covered on the PHR
exam:

. Chapter 3: Strategic Management 

. Chapter 4: Workforce Planning and Employment 

. Chapter 5: Human Resource Development 

. Chapter 6: Total Rewards (formerly known as “compensation and benefits”) 

. Chapter 7: Employee and Labor Relations 

. Chapter 8: Risk Management (formerly known as “occupational health, safety, and
security”)

At the end of the book, there are two practice PHR exams, as well as an answer key and
explanations about why each choice was—or wasn’t—the best answer. But let us be clear
about one very important point: This book is neither designed nor intended to teach
you everything you need to know to pass the PHR exam. Instead, we’ve brought
together as much information as possible to help you prepare for the PHR exam—as
well as lists of resources where you can get more information about particular topics.
We’ll also give you more practice, and lots of it.

In addition to reading this book cover-to-cover, you can use it to brush up on particular
areas in which you want a bit more review or practice. To do this, use the index or the
table of contents to go straight to the specific topics, sections, and questions you want to
reexamine. We’ve structured the book according to headings and subheadings to facili-
tate the process of providing straightforward, outlined, easy-to-reference information
about each specific topic. In fact, after you’ve taken the PHR exam, you can use this
book as a tightly focused reference tool that will serve you well as a day-to-day resource
for HR-related information.
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Chapter Formats
Each Exam Prep chapter follows a regular structure and includes graphical cues about
especially important or useful material. The structure of a typical chapter is as follows:

. Objectives List—Each chapter begins with a listing of the PHR objectives the
chapter covers. A short, descriptive paragraph also sheds some light on what’s
expected for that objective.

. Chapter Outline—Next you’ll find an outline of the chapter’s topics complete with
the page number of where that topic is found. This is a handy feature that can help
you quickly locate the topics that interest you most. 

. Study Strategies—This section offers you some helpful tips and hints as to how you
can effectively study and interact with the chapter’s content. 

. Topical Coverage—After the opening items, each chapter covers a variety of topics,
all of which are related to the chapter’s primary subject.

. Exam Alerts—Throughout the topical coverage section, we highlight material most
likely to appear on the exam by using a special Exam Alert layout that looks like
this:

PHR Exam Prep

EXAM ALERT
This is what an Exam Alert looks like. An Exam Alert stresses concepts, terms, or activities that will
most likely appear in one or more exam questions. For that reason, we think any information found
offset in Exam Alert format is worthy of particular attention on your part. 

We’ll also use Exam Alerts to bring your attention to information that is likely to be covered on the
exam that goes beyond the scope of what is specifically explored in the chapter. Use this type of an
Exam Alert as an indicator that you need to seek out additional sources of information about the partic-
ular topic that is being referenced.

Please note, however, that even if material isn’t flagged as an Exam Alert, all of the
content in this book is associated in some way with exam-related material, and any
of it could appear as part of a question on the PHR exam. 

. Notes—This book provides an overarching examination of many of the topics
covered on the PHR exam. As such, we’ll present information that relates in a
variety of ways to different dimensions of each functional area. But we can’t touch
on everything—the reality is that the HR body of knowledge consists of more
information, knowledge, and wisdom than any single book could meaningfully
impart. Where the body of knowledge runs deeper than the scope of the book,
we’ll also use notes to indicate areas of concern or specialty training. The
following is an example of a note.

Passing the PHR exam will help you earn a valuable credential, but that alone won’t make you a competent
HR practitioner. Although you could choose to simply memorize the facts you need to know in order to
pass the PHR exam, you’d be much better off spending time understanding the underlying concepts and
reconciling those concepts with your own professional experiences.

NOTE
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. Tips—We provide tips that will help you to build a better foundation of knowledge
or that will help you to focus your attention on an important concept that appears
elsewhere in the book. Tips are intended to remind you of the context surrounding
a particular area or topic under discussion.

The intent of a tip is to provide you with alternative ways of looking at and approaching some of the situa-
tions and challenges that HR professionals encounter in the real-world. Tips may suggest quicker ways of
performing tasks or new methods or techniques that are not particularly well known. Tips help us bring
real-world HR content into the boundaries of this Exam Prep book.

TIP

. Review Breaks and Chapter Summaries—At the end of each chapter, and at other
transitional points within each chapter, we’ve included review breaks and
summaries. Specifically, we’ve included lists of key points you need to know and
remember, brief summaries of preceding content, and transitional “turn signals” to
let you know what you’ll be studying next. In addition, at the end of each chapter
you’ll find a comprehensive summary of the material covered in that chapter. 

. Key Terms—A list of key terms appears at the end of each chapter. As part of your
review, make sure you understand and can recognize, define, and/or explain each
of those terms and that you are prepared to apply each of them within the context
of a specific scenario, if you’re called on to do so. 

. Exercises—Located at the end of each chapter in the “Apply Your Knowledge”
section, the exercises include additional tutorial material and more chances to
apply the knowledge and practice the skills that were presented earlier in the
chapter.

. Review Questions—These open-ended, short answer/essay-type questions will elicit
your explanation of important chapter concepts. 

. Exam Questions—This section presents a short list of exam questions based on a
sampling of the content that was covered in the chapter. 

. Review and Exam Question Answers and Explanations—The next two sections will
include the Review Questions and Exam Questions answers and explanations.

. Suggested Readings and Resources—Each chapter concludes with a listing of
suggested books, websites, or other resources through which you can explore the
topics covered in that particular chapter in greater detail.

The bulk of the book follows this chapter structure, but there are also a few other
elements that we would like to point out:

. Objectives Quick Reference—This jump table is found at the beginning of the book.
This organizes the important PHR objectives and puts them alongside the page
numbers where each objective can be found in the book. This is a great tool to
help you quickly find items you want to review immediately.
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. Study and Exam Tips—This section helps you develop study strategies. It also
provides you with valuable exam-day tips and information. We suggest that you
read it early on in your study process, which is why we placed this resource near
the front of this book.

. Practice Tests—The two practice tests, which are included toward the end of this
book, provide you with the opportunity to prepare for the exam by answering a full
set of sample test questions (225, to be exact) that are representative of what you’re
likely to encounter on the PHR exam. Use these tests as a way to test your knowl-
edge and understanding and to map out areas in which you want to invest addi-
tional study time.

. Answer Keys—The answer keys provide the answers to the practice exam, complete
with an identification of the “best answer,” as well as detailed discussions and
explanations of all the choices you could select for each question.

. Glossary—This is an extensive glossary of important terms used in this book and
covered on the PHR exam.

Contacting the Author
On a personal note, please know that the highly talented team of Exam Prep editors and
I have worked diligently to create a real-world tool that you can integrate into your
overall personalized PHR study strategy. We take this responsibility seriously and would
greatly appreciate hearing back from you about your experiences with this book, along
with any feedback you have—positive as well as constructive. For instance, let us know
the degree to which you found this book to be helpful in your preparation efforts. We’d
also like to know how you felt about your chances of passing the exam before you used
the book, and then after you used the book. 

We also recognize that—despite our best efforts—there’s always room for improvement.
In that spirit, each of us is keenly interested in hearing your suggestions for changes or
additions that could enhance the value of this book for future PHR candidates. We’ll
consider everything you say carefully and will respond to all reasonable suggestions and
comments.

And, of course, we love good news. So, even if you just want to tell us that you passed
your PHR exam and share the story of your success, let us know. 

Whatever the nature of your comment, I invite you to reach out to me at
Cathy@CathyLeeGibson.com, and thank you in advance for doing so.

Last, let me offer a word of thanks for including us in your exam prep strategy. Enjoy
the book and your experiences with it. We would wish you luck on the exam, but we
don’t think you really need it. Using this book as part of a larger test-prep plan, we
know you’ll do well on the strength of your knowledge, skills, and your ability to apply
those skills to real-life workplace situations—and with all that going for you, there’s no
need for luck.

PHR Exam Prep
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