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SHRM-CP Cheat Sheet 

Overview 

-   Certification: Society for Human Resource Management Certified Professional (SHRM-

CP) 

-   Purpose: Validates HR professionals' knowledge and competencies in HR practices and 

policies. 

-   Validity: 3 years; requires recertification through professional development or retaking 

the exam. 

Exam Structure 

-   Duration: 3 hours 

-   Format: Multiple-choice questions (160 questions) 

-   Sections: 

• People (45%) 

• Workplace (30%) 

• Business (15%) 

• Leadership and Navigation (10%) 

Key Topics 

People 

-   Talent Acquisition: 

• Recruitment strategies 

• Selection processes 

• Interviewing techniques 

-   Employee Relations: 

• Conflict resolution 

• Performance management 

• Employee engagement 



-   Total Rewards: 

• Compensation structures 

• Benefits administration 

• Incentive programs 

Workplace 

-   Workplace Management: 

• Health and safety regulations 

• Workplace policies 

• Employee accommodations 

-   HR Operations: 

• HRIS (Human Resource Information Systems) 

• Record-keeping 

• Compliance with labor laws 

Business 

-   Business Acumen: 

• Financial literacy 

• Strategic planning 

• Organizational culture 

-   Global and Cultural Effectiveness: 

• Cross-cultural communication 

• Global workforce management 

• Ethical considerations 

Leadership and Navigation 

-   Leadership and Navigation: 

• HR strategy development 

• Change management 

• Organizational effectiveness 

Exam Preparation Tips 

Study Strategies 

-   SHRM Learning System: Use the official SHRM Learning System for comprehensive 

study. 



-   Practice Exams: Take multiple practice exams to familiarize yourself with the format 

and types of questions. 

-   Study Groups: Join or form study groups for collaborative learning and discussion. 

Time Management 

-   Pacing: Aim to answer questions at a steady pace (approximately 1 minute per 

question). 

-   Skip and Review: Skip difficult questions and return to them later if time permits. 

Test-Taking Techniques 

-   Read Carefully: Pay close attention to question wording and instructions. 

-   Eliminate Options: Eliminate obviously incorrect answers to narrow down choices. 

-   Trust Your Instincts: Go with your first instinct if you’re unsure. 

Important Resources 

SHRM Resources 

-   SHRM Learning System: Comprehensive study materials. 

-   SHRM eLearning: Online courses and modules. 

-   SHRM Certification Handbook: Detailed information on the certification process. 

Additional Resources 

-   Books: 

• "Human Resource Management" by Gary Dessler 

• "The SHRM Body of Competency and Knowledge" 

-   Websites: 

• SHRM.org 

• HR.com 

-   Apps: 

• SHRM Cert Prep App 

• Quizlet (for flashcards) 

Exam Day Tips 

Before the Exam 

-   Review Notes: Go over your notes and key concepts one last time. 



-   Sleep Well: Ensure you get a good night’s sleep. 

-   Arrive Early: Arrive at the testing center at least 30 minutes before your scheduled 

time. 

During the Exam 

-   Stay Calm: Take deep breaths and stay calm to think clearly. 

-   Use Breaks: Utilize the breaks provided to refresh and refocus. 

-   Double-Check: Double-check your answers before finalizing. 

Recertification 

-   Professional Development Credits (PDCs): Earn 60 PDCs over 3 years. 

-   Alternative: Retake the SHRM-CP exam. 

-   Activities: 

• Attend HR conferences 

• Participate in webinars 

• Complete online courses 

Example Questions 

People 

-   Question: What is the primary goal of a performance management system? 

  -   Answer: To improve employee performance and align it with organizational goals. 

Workplace 

-   Question: Which federal law requires employers to provide reasonable 

accommodations for employees with disabilities? 

  -   Answer: The Americans with Disabilities Act (ADA). 

Business 

-   Question: What is the role of HR in strategic planning? 

  -   Answer: To align HR strategies with business objectives and support organizational 

growth. 

Leadership and Navigation 

-   Question: How can HR facilitate change management within an organization? 

  -   Answer: By communicating the benefits of change, providing training, and offering 

support to employees. 



This cheat sheet provides a comprehensive guide to preparing for and passing the SHRM-CP 

exam. Use it as a reference to navigate through the key topics, study strategies, and exam 

tips effectively. Good luck! 
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