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Optimizing e-Learning

Module One: Review Questions
1) Which of the following is true about

remote employees?

a) They have to come to the office
periodically to check in with the boss

b) They don't have to come to the
company'’s building to perform their job
functions

c) They are required to provide their own
transportation to the company building

d) None of the above

Approximately, what percentage of
Americans work remotely?

a) Over 90%

b) About 3%

c) Less than 30%

d) About 80%

Which of the following is not a position for
a remote employee?

a) Cashier

b) Human Resources

c) Customer Service Representative

d) None of the above
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4) Which of the following is not true about

remote workforce positions?

a) There are many different types of jobs
that a remote worker can do

b) There isn't a set type of position for
remote workers

c) Only data entry positions can be filled
via a remote workforce

d) None of the above

Why does offering remote work positions

attract a better quality of staff?

a) Because you can get the cheapest
worker

b) Because you aren't limiting yourself to
staff available only in the local area

C) Because people who work remotely
can't cause office drama

d) Remote workforce doesn't attract better
staff

Why do remote employees call in sick less

frequently?

a) Because they don't have a supervisor to
call in to

b) Because no one can tell if they are
doing their job anyway

C) Because no one remembers what they
are supposed to be doing
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7)

d) Because they come in less contact with
sick employees

How can you determine what materials a

remote employee needs?

a) The required materials depend on what
the employee’s job function requires
them to have

b) All remote employees need to be
provided with a computer

c) Remote employees are responsible for
obtaining all of their materials

d) All of the above

Which of the following is true about the

materials for remote employees?

a) You can require remote employees to
have basic items, like wireless internet

b) Specialized equipment would need to
be provided by the company

¢) Uncommon computer programs would
need to be provided by the company

d) All of the above

A remote workforce is basically employees
who work for a company without having to
a) Do much work

b) Be in the building
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c) Be accountable
d) None of the above

10) Of the following, which would be a
potential remote position?
a) Data entry
b) Writing
c) Editing
d) All of the above
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Module Two: Review Questions
1) What s a high-performance team?

a) A single individual who works hard to
complete their task.

b) An ineffective group of people who are
unable to complete a task or goal.

c) A group of extremely focused people
who come together to meet a goal.

d) All of the above

2) According to the module, which of the
following is not true about high
performance teams?

a) The leader is the only one from whom
direction can be taken.

b) The members have a lot of trust in each
other.

c) The members are fairly candid with one
another.

d) All of the above.

3) How do customers benefit from high
performance teams?
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b) They enter a more welcoming G lee e Y (3
environment.
c) The cost of the product or services is

lessened.
d) None of the above.
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a) The team members take turns in the
leadership role

b) The team members are assigned their
leaders by upper management
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¢) The members usually dislike the leader
d) All of the above

High performance teams depend a lot on
a) Communication

b) Budget

¢) Customers

d) None of the above

In high performance
teams

a) Leadership determines all of the tasks.
b) Leadership can veto anything.

c) No one voice is greater than another.
d) None of the above

High performance teams are
concept.

a) An age old

b) A new

¢) A redundant

d) An ineffective

10) In most cases these teams don't have a
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~—

a
b
C
d

Set goal

~—

Manager
Set lead
All of the above

== —

Module Three: Review Questions

1) What is the biggest cause of problems in a

team?

a) Lack of supplies

b) Poor communication
c) Bad attitudes

d) Lazy workers

What is a type of communication?
a) Verbal

b) Non-Verbal

c) Written

d) All of the above
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3)

What is a goal?

a) A goal is something that a person or
persons works to achieve

b) A goal is something that a company
assigns a team to complete.

¢) A goal is something that a person or
persons thinks about doing.

d) None of the above

What is an example of an intangible goal?
a) Building a toy robot

b) Fixing a car

c) Learning to play the clarinet

d) All of the above

High performance teams are known to be
very
a) Flexible

b) Assertive

c) Aggressive
d) Fundamental

Which of the following is not an example
of flexibility?

a) Changing leadership

b) Sticking to the plan

¢) Changing job tasks
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7)

d) All of the above

A committed team member is loyal and
dedicated to his______

a) Company

b) Team members

c) Task

d) All of the above

are committed to the

team and completing their goals.

a) Customers

b) Suppliers

c) High performance team members
d) All of the above

Every good relationship depends on great
a) Dates

b) Communication

¢) Planning

d) None of the above

~

10) The team will change __

depending on which member is best
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b) Team leads
c) Goals
d) All of the above

Module Four: Review Questions dayl ) Baa gl) Aaal sa

1) What is the first step in creating teamwork? feelenll danll I8 3 (A V)5 0all o L (1
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group's responsibilities
b) Picking out a good group of people
c) Deciding to create a team
d) None of the above
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2)

When identifying individual and team
responsibilities, make sure that you are
very_

a) Stern

b) Clear

¢) Nice

d) Vague

As a leader, you should give your team the
ability to do what?

a) Decide their responsibilities

b) Create their goals

c) Fix problems

d) All of the above

What helps strengthen the ownership of a

team’s job or project?

a) Giving them the ability to receive better
pay

b) Giving them the ability to receive a big
office

c) Giving the team the ability to take
action when needed

d) None of the above

What is teamwork built on?
a) Trust

b) Respect

¢) Communication
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d) All of the above

6) Team members need to be
comfortable

a) Communicating with their management
team

b) Sharing problems with management

c) Sharing new ideas with management

d) All of the above

7) Who can give feedback?
a) Team members
b) Management
c) AandB
d) None of the above

8) What does feedback mean?

a) Relaying reactions to an employee’s
ideas, performance, etc.

b) The sound that comes off of the radio
when you're on the phone

c) Telling a person what you think of their
product.

d) All of the above

9) Assembling a team is compared to
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a) Reading a book

b) Putting a puzzle together
c) Watching Netflix

d) Studying dinosaurs

10) Each team member does their part to
make sure that the team
a) Pleases the boss
b) Reaches their goal
c) Wraps-up at the end of the day
d) None of the above
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Module Five: Review Questions

D)

What is a corner stone for any highly
functioning team?

a) Team Meetings

b) Web Sites

c) Market Research

d) None of the above

___helps members of a team meet
up even when they are in different areas of
the world.

a) Email

b) Technology
C) Bus passes
d) Feedback

Which of the following is not true about

telephone conferences?

a) They take place between management
and team members.

b) They take place over a telephone.

¢) They cannot take place between more
than two people.

d) They can be between multiple team
members.

4) What type of systems can telephone

conferences be made over?
a) E-mail
b) Web Camera
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C) Intranet G lan e 5 Y (2
d) None of the above

Why is effective email communication foge Jadll 5 ySIY 2l e dual 5ill DL (5
iy 5 ) ALl cld e glaal) Jai dadl ) A3y yk Y (o

. . Gl (B ) e Jual il 5 AT Bob SV Y (g
b) Because it a great way to relay pertinent il

a) Because all communication is via email.

information to your team. Gmlk S (o
C) Because there are no other ways to

communicate with your team mates

and employees.
d) All of the above.

What do you want to do when & B A s sy Al sy e Jadli G i 13 (6

. . Q. ol i - .
constructing an email to your team mates fpithsal) 5l Al
Jaseslaaly S (!
Al A e Sl (o
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or employees?

a) Be clear and concise.

b) Make sure the tone is correct.
c¢) AandB

d) None of the above

What can you use to communicate with ) ALLYL ¢l 8 e Jual 5ill aalasiinl dliSay 3l L (7
your team besides email and telephone filells (s JU_*M e
conferences? Slaiey il A u ) ((‘
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¢) Social Media
d) All of the above

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

16



/\ saseeyat

NEZ

cadem

Optimizing e-Learning

8) What is an intranet page?
a) A private communication network
b) A public web page.
c) A social media site.
d) All of the above

___ can help team members be in
the same place at the same time.

a) Planning

b) Technology

¢) Communication

d) All of the above

10) Setting the correct tone in an email means:
a) Choosing your words carefully
b) Structuring your information
c) AandB
d) None of the above
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Module Six: Review Questions
1) What means training over the telephone?
a) Telecommute Training
b) Web-based Training
c) Peer to Peer Training
d) All of the above

2) What is true about telecommute training?

a) Telecommute training is training
preformed over the phone

b) Telecommute training can entail brief
instructions

c) Telecommute training can entail in-
depth details

d) All of the above

3) What is web-based training?
a) Training that takes place on the phone
b) Training that takes place on an Internet
or Intranet page
c) Training that takes place between to
team members
d) None of the above
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4) What can web-based training consist of?

5) According to the module, what is defined

a) Written information
b) Pictures and videos
¢) Interactive forums
d) All of the above

as "team members training other team
members"?

a) Person to person

b) Management to employee

c) Peer

d) None of the above

6) What is a benefit of peer training?

a) It allows team members to become
acquainted with management

b) It allows new team members to ask
questions without the pressure of
feeling intimidated

c) It allows old team members to have
someone else do their job

d) All of the above

7) What should you do once training is

completed?
a) Assess the training.
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8)

b) Give the new team member an
assignment.

c) Do more web-based training.

d) None of the above

Which of the following is a true statement?

a) Retraining a team member is a waste of
time

b) The need for retraining is not
necessarily a reflection of the new team
member

c¢) New team members who have to be
retrained are lazy

d) None of the above

Trainingyour ____ is a little different
from training your regular employees.
a) New employees

b) Virtual team

c) Peers

d) Self

10) Telecommute training can be _ , or
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a) Short or sweet

b) Instant or lengthy
c) Brief or detailed

d) None of the above

Module Seven: Review Questions

1) Why should you track your team's

performance?

a) To see if your team is being effective

b) To see if any changes need to be made
c¢) AandB

d) None of the above

2) What can you use to help rate the

effectiveness of your team?

a) Average prices in the market
b) Reports

c) Upper management feedback
d) All of the above
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3)

It's important to be able to tell your team

and its member's

a) When they are supposed to get paid for
their work

b) When they are doing their job in a
mediocre way

c) When they are not preforming at their
highest level

d) All of the above

When counseling employees, it's important
to tell them what they need to work on

a) How to fix the issue

b) How other people would do it

c) Both AandB

d) None of the above

~—

As a manager, it's your job to make sure
your team and its members feel

a) Valued

b) Indispensable

C) Pretty

d) Smart

Employees who feel valued are usually

a) Disgruntled
b) Dissatisfied
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¢) Engaged
d) All of the above

As a manager, you should always be

helping your team members by doing

what?

a) Obtaining new skills

b) Training them

c) Making them feel they have career
options

d) All of the above

Which of the following is not a way you

can help your employees continue their

training?

a) Obtaining training on a new position

b) Obtaining a new skill

c) Obtaining a job with a different
company

d) All of the above

Once you have your high-performance

team of remote workers together, it's time

to concentrateon____ thatteam.
a) Assembling

b) Disassembling

¢) Managing

d) None of the above
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10) In business, it's always a good idea B 5% b L)« Je Y1 Jlas 3 (10
Gl i dxal el (1
a) To review the team'’s progress GA ge Jal gl (2

b) To communicate with the team Gl st Y (o

c) To check results of training
d) None of the above

Module Eight: Review Questions ALl Bas gl) daa) e
1) What tells team members what topics will Lgdilia aias ) aaal sall (e 33yl eliacl iy AL (1
be discussed in a team meeting? ?C{Uﬂ‘ &L’““ 3
Lac \
a) An agenda ‘%Jﬁdﬁ* ((
. oo v (K
b) An email desd (g

c) A summons Grslaa s 8 Y (o
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2)

d) None of the above

What is an agenda?

a) A list of complaints to be discussed in a

team meeting.

b) A list of compliments to be discussed in

a team meeting.

c) A list of topics to be discussed in a team

meeting.
d) None of the above

Who can be helped by providing screen
shots in a team meeting?

a) Audio Learners

b) Kinesthetic Learners

c) Complimentary learners

d) Visual Learners

Sometimes a funny picture that relates to
the topiccan ___

a) Make team members upset

b) Help break the ice

¢) Help team members learn

d) All of the above

What kind of rule can help create a safe
place for your team to ask questions?
a) "No question is too silly”

fllee¥l Jsas o Lo (2
Al gl gidlia s T (5 QAL A (I
Gl plaia) b Ladilid ) e il (o
A plaia) (8 Lehdilia dis (Al gl sl 48 (2
G laa e BY (2

glaial & AL il yd 8 DA (e aSacbos S (e (3
sl

G pall galaia (i

LSl Graleidll (0

Ostilase Osalia (z

A padll Cpalaidl (2

OSay g s sally (3laS ASaiinn by gom a ¥l pany G (4

.omae e 3l elac] Jeal (]
Al S el (@

Al e 3 il slacisaclus (7
Gl S (2

iy 1l el (S eli) 8 aelus of (Ko Gl seldll g s le (5
QAL..»Y\C‘)LJ

II.\J.;"'”~ &yu (i

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a



4 nn o
Mseeyat
cademy

Optimizing e-Learning

b) "Every question is too silly”
c) "Have a clear agenda”
d) None of the above

Whose job is it to make sure your team
members are comfortable expressing their
comments or concerns with the group?

a) Other team members’

b) Customers’

c) Management's

d) None of the above

Which of the following is something that
you shouldn't do during a team meeting?
a) Make the meeting too long

b) Provide an agenda

¢) Use visual aids

d) All of the above

During a team meeting, you should
not

a) Address only one team member

b) Tell someone not to ask stupid
questions

¢) Yell at people

d) All of the above
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9) Team meetings are important, especially

whenyou havea_
a) New workforce

b) Remote workforce

c) Older workforce

d) Technologically advanced workforce

10) Running an effective team meeting is a skill

______ needs to master.
a) Employee

b) Team lead

c) Manager

d) All of the above
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Module Nine: Review Questions o)) Baa gl) A e
1) Which of the following is an indication of Shru 3 (18 sac dsag e yhise s blea gsi‘ (1
an unhappy team member? (s S L Jil ) Jsh A )u,_, (i
a) Change in the length of emails . ) o dall (<
: JLSY (Al suae 48 jaiuy A C Sl Jsh s (g
b) Gossip =

c) Change in the length of time it takes a G leasd Y (o

team member to complete a task
d) None of the above

2) Which of the following is not a sign of an fans e (3 pac e ddle Gl Jhilas L.fi‘ (2
unhappy team member? JuaillAagd A s (1
(A o dile ) sk (@

a) Change in tone of communication
) d Sl ga)ll aladinl (z

b) Length of emails

Gl S (0

c) Use of happy emoticons

d) All of the above
3) Employees need to have a/an A ) gsibsall 2lisy (3

policy with their SLsel (!
a - xt:| B
management team. SEOe (s
sl (7

a) Close door G lea e B Y (2
b) Open door
¢) Adjacent door

d) None of the above

4) What should employees be able to give to Gaodl anie eyl ¢ ilasall 05S o ma Y e (4
their management team? Foetol)
. g (]
a) Assignments T (
b) Goals b
Jd (7
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c) Gossip el aga,y (o
d) Feedback

Many companies allow their employees to O Lon (sl Ll Lguila gl manss S L8 (e 22all (5
do which of the following? Ll e e g pp ilby s (]
Apmalall daul Al sl e G e Jsandl (@

a) Take jobs they are unqualified for
) J y 9 Jazll Lg Ors o8l 3aalia (G

b) Get reimbursement for college tuition

e L (S (2
c¢) Watch TV at work
d) All of the above
What could be included as an opportunity als gall alaty (o sgill A i€ 4al ol oSy I L (B
for advancing an employee’s education? Slgd Je Jpasdl ()
balgd | (w
a) Getting certification Bled e Jpanll (<
Gl (e

b) Getting a degree
c) All of the above
d) None of the above

There are always jobs available in the Condipall (e g s (5 AS,AN 8 dalie Cailla y Ll llia (7
company for what type of candidates? Omalial g alall Jaadl ()

. “ . - .t\i

a) Hardworking and loyal R (=
L , AR B s e s Al (g

b) Egotistic and untrained

Gl S (2
c) Aggressive and untrustworthy
d) All of the above
Unhappy employees might____. L« Gallup.comyle ol sl g oUainy ey, (8
a) Leave to take another position 2533 020 sy pgealie |58 8 pall Gl sall 45 i) Al
¢ il Il aagill a3
b) Complain to their boss ‘ﬁk’;; “(’:ﬁ
c) Keep their unhappiness to themselves >
23%. (<«

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

29



4 nn o
Mseeyat
cademy

Optimizing e-Learning

d) All of the above

9) Your team’s jobisto __ , the
tasks they have been assigned.
a) Grumble about
b) Complete
c) Put off
d) None of the above

10) Your job is to make sure your team

a) Remains happy

b) Stays motivated

c) Gets the work done in record time
d) AandB
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Module Ten: Review Questions
1) According to the module, _

motivator, and helps keep employees
engaged in their job.

a) Praise

b) Money

¢) Education

d) None of the above

2) When your team does good work, what
should you do?
a) Nothing
b) Acknowledge
c) Bribe
d) Dictate

3) Adelay in communication with a team
member makes them feel:
a) Great about their job performance
b) Uneasy about their lunch choices
¢) Unimportant
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d)

None of the above

4) Which of the following is true?

a)

Q)

d)

No one expects management to stop
what they are doing and instantly reply
to every email from a team member
No one expects management to stop
what they are doing and instantly reply
to every phone call from a team
member

Correspondence should be made in a
timely manner

All of the above

5) What is created by assigning vague

responsibilities?

a)
b)
C)
d)

Results
Productivity
Rehabilitation
Chaos

6) What happens when members are unclear
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about their responsibilities?

a) They become energetic and motivated

b) They become discontent and
disgruntled

c) They become discontent and motivated

d) None of the above

A lot of decisions can be made by
a) Team consensus

b) Management only

¢) Customers

d) None of the above

A team member who feels like they have a
voice, feels like they are .

a) Going to get replaced in their position
b) Not respected in their team

c) An important part of the team

d) None of the above

Communicating is what it is all about. You
have to share with your team their ____ .
a) Mistakes

b) Goals

c) Successes

d) Learning style
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10)___is agreat motivator, and Lliall b acluyg ¢ S il s (10
helps keep employees engaged in their pedila o.éﬂéﬂ\d«fjbh L;s
: b
jobs. e
a) Mohey i
b) Praise Syl (s

¢) Time off
d) All of the above
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