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Q)

d)

Reading a book on an e-reader until
you feel drowsy
None of the above

Which of the following is not a benefit of

waking up early?

It allows you time to ease into your day
It allows you to do some work before
reaching the office

It allows you to spend some time with
yourself before starting the day

It allows you to eat breakfast or
otherwise start your day healthily

Which of the following is a good use of

your “me” time in the morning?

a)
b)
C)
d)

Exercise

Prayer or meditation
Eating breakfast

All of the above

How early should you plan to arrive at

work?

a)
b)
C)
d)

How can planning to arrive earlier promote

10 - 15 minutes
2 hours

5 minutes

30 minutes
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10)

a better workday?

a) It allows you time to check email and
voicemail and plan your day

b) It gives you a cushion in case of
unexpected commuting delays

c) It allows you time to greet your
colleagues

d) All of the above

Nothing gets your day off to a bad start
like

a) Rushing around in the morning
b) Relaxing in the morning

c) A cold cup of coffee

d) None of the above

What does planning ahead help increase?

a) Productivity
b) Stress

C) Happiness
d) Revenue
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Module Two: Review Questions

What does arriving early allow for?

a) Planning your work day
b) Leaving early

c) Overtime pay

d) None of the above

Arriving early gives you time to do which
of the following?

a) Greet coworkers
b) Check email

c¢) Make a to-do list
d) All of the above

Which of the following should you check
for action items?

a) Email

b) Voicemail

¢) Calendar

d) All of the above

What is true of action items?

a) They are always urgent

b) They must be addressed immediately
c) They must be delegated

d) They form the basis of your to do list
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How can planning your day increase
happiness at work?

a) It gives you a roadmap for the day

b) It helps you plan your time and
resources

c) It reduces stress

d) All of the above

What is not a useful method of removing a
mental block?

Which is not true of a plan for your
workday?

a) It should account for every minute of
your day

b) It should include breaks

¢) It should address action items

d) It should be clear but flexible

Which of the following is not true of
breaks?

a) They allow you to transition from one
task to another
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b) They help you reset or refocus

c) They are distracting and throw you off
track

d) All of the above

9) Taking a few minutes to plan your day can se by O (Say dla g Jasladill §il8y aumy 341 (9
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Module Three: Review Questions

What should you take time to do every
day?

a) Greet your colleagues

b) Seek developmental feedback
¢) Give someone feedback

d) Be alone

What does greeting your colleagues do?

a) Builds relationships

b) Makes a connection with them

c) Starts your day with a positive
interaction

d) All of the above

What should you do when you don't feel
like smiling?

a) Frown

b) Smile anyway
c) Avoid people
d) Callin sick

What does smiling do?

a) Makes you appear approachable
b) Improves your mood

c) Makes connections with others
d) All of these

Who should be on your support team?
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a) Your supervisor or manager

b) Colleagues you collaborate with often

c) A colleague with whom you have a
warm and open relationship

d) All of the above

How often should you check in with your
support team?

a) Yearly

b) Regularly

¢) Only when there is a crisis

d) Only when they ask you how you are

Which is NOT true of socializing with
colleagues?

a) It can make you more productive

b) It can take place at or outside of work

) It can help you feel more connected
and supported

d) It should be avoided during work hours

You should take time to do which of the
following when socializing with colleagues?

a) Catch up on shared projects

b) Share office gossip

c) Give work related feedback

d) Focus the interaction on something
other than work

Even if we , it is important to

take time to relate to others in the
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workplace. Gaalb oy iy
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b) Don't like anyone at work Gov Laa o 25 Y (2

c) Work well independently
d) None of the above
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b) Working overtime
¢) Going to work
d) Having lunch in the break room
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Module Four: Review Questions

1) What should your workspace reflect?

a) Your personality
b) Company policy
c) Conformity

d) Nothing

2)  Personalizing your workspace does not
require

a) Thought

b) Big changes

c) Permission from management
d) Clearing clutter

3) Things that are unloved and unused are
called

a) Action items
b) Clutter

c¢) Media

d) Nothing

4)  When clearing clutter, which items can you

keep?

a) Only those you use every day
b) Only those with a specific purpose
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c) Anything that you might use someday
d) Inspirational items
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What do personal touches in the
workspace do?

a) Promote happiness

b) Distract us

¢) Distract others

d) Make us appear unprofessional

Which is NOT true of personal touches in

your workspace?

a) Bring in things that make you smile
b) Choose items that inspire you

¢) Do not bring them in

d) They can increase happiness

Which color inspires happiness?

a) Green
b) White
c) Yellow
d) Black

What do green plants increase?

a) Carbon dioxide
b) Nitrogen

c) Oxygen

d) Hydrogen

An uninspiring work space could be
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a) Inspiring bae (@
b) Depressing S (T
c) Bright el (2
d) Motivating
10)  What types of personal items can make Aaluso deat 0 ey Al Bl sl 215 2 L (10
your work space a happier place? faslaws S| LS ‘ﬂ""
haaddl el (I
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d) All of the above
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Module Five: Review Questions

Making which type of interactions will
increase happiness at work?

a) Positive
b) Normal
c) Negative
d) Fleeting

What should you accentuate to create
greater work happiness?

a) The negative

b) The positive

c¢) The bottom line

d) None of the above

How often should you use an affirmation?

a) Whenever you have a bad day
b) Weekly

c) Daily

d) Monthly

Where can you find affirmations to use?

a) You can create them yourself
b) In books

c) Online

d) All the above
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What type of people should you surround
yourself with for greatest happiness?

a) Realistic
b) Positive
¢) Distant
d) Opinionated

What should you do when encountering
positive people?

a) Avoid them

b) Ignore them

c) Change them

d) Surround yourself with them

What often occurs when you interact with
negative people?

a) You feel negative too
b) You feel happier

c) Creativity

d) Procrastination

Who should you choose to build
friendships with?

a) The people you work with most

b) The people who can advance your
career

c) Positive people
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10)

d) No one

What can you use to help stay positive?

a) Affirmation

b) Prayer

¢) Meditation

d) Accountability partner

What technique can be used to be most
positive?

a) Affirmation

b) Avoiding negative people
c) Seeking out positive people
d) All of the above
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Module Six; Review Questions

)

What is true of paid time off?

a) It should be saved and cashed out
b) It should be taken regularly

c) It should be taken only for sick days
d) None of the above

Studies show that taking regular time off

provides which of the following?

a) Motivation to be productive
b) Time to reset and relax

c) Greater happiness

d) All of the above

Exercise increases .

a) Serotonin

b) Insulin

¢) Melatonin

d) Understanding

How can a gym membership or health
club membership increase workplace
happiness?

a) By increasing overall physical health

b) By increasing overall mental health
through exercise

c) By increasing mental health through
services like massage or yoga
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5)

d) All of the above

Which is not true of EAPs?

a) They provide referrals to many services
b) They can be accessed at any time

c) They are only for employees in crisis

d) None of the above

What does EAP stand for?

a) Employer Assistance Program
b) Employee Assistance Programs
c) Employee Activation Program
d) None of these

How can other benefits increase employee
happiness?

a) They can streamline tasks such as
banking

b) They can help save time

¢) They can help save money

d) All of the above

Why should employees consult HR about
benefits beyond health insurance?

a) These benefits often go unused

b) All of these

c) There may be benefits the employee is
unaware of

d) These benefits are earned
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9)  Why might a person avoid taking time off? €5 Jla) 38 (addll cuiaty 38 13 (9
Gl it Vagd ooy ()

a) They feel they don't deserve it st ) oSy al agdl o5l (@

b) They feel they hadn't earned any aokiall 813 s Ale agdl s 2ls (2
c) They feel they are too far behind on delyylds (2
projects

d) All of the above

10)  Time off is intended to be taken all at RXNNPRPL IR EQY RN PTG BN (N (}0
once. &= (!
s (o
a) True
b) False
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Module Seven: Review Questions

1) How can you take control of your career
happiness?

a) Set goals

b) Build new skills

c) Make a career plan
d) All of the above

2)  What should you be when taking control of
your professional development?

a) Passive
b) Active

c¢) Deferent
d) Hesitant

3)  What is true of feedback?

a) It should be avoided

b) Itis destructive

¢) It should be sought regularly
d) Nothing

4)  How should you view feedback?

a) Learning opportunity
b) Personal flaw

¢) The end of a career
d) None of the above

5)  What takes professional courage?

a) Addressing conflict directly
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b) Advocating for others
c) Advocating for one’s self
d) All of the above

What will not increase professional
courage?

a) Asking for what you need
b) Avoiding conflict

c) Addressing conflict directly
d) Speaking up for your team

Seeking out a mentor is a way of

a) Delegating

b) Taking control of your professional
development

¢) Criticism

d) All of the above

Seeking opportunities to mentor gives you
a chance to do which of the following?

a) Share your knowledge

b) Grow your leadership skills
c) Help another develop

d) All of the above

How can you feel more fulfilled at work?

a) Seek new opportunities
b) Take on new responsibility
c¢) AandB
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d) Neither A nor B

LiSad ¢ Uy (alall Jgall saill Gadatl aus o113 (10

10)  If we do not seek out our own professional

growth, we might : gy i (]

il gl a8 i) (@
a) Quit our job <3l (2
b) Remain in the same position Guules e i ¥ (2

¢) AandB
d) None of the above
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Module Eight: Review Questions

D)

What is a misconception about
boundaries?

a) They mean you are not a team player
b) They are healthy

c) They contribute to happiness

d) They contribute to productivity

How should you set boundaries?

a) Rudely

b) Vaguely

c) Firmly yet politely
d) It does not matter

Not saying no when we want to can lead to

a) Conflict

b) Resentment

¢) Burnout

d) All of the above

What keeps us from saying no?

a) Fear or repercussions
b) Guilt

c) Desire to be liked

d) All of the above

We should feel free to say yes
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a) When we want to

b) When all other work is done
¢) When there is no risk

d) All of the above

What keeps us from saying yes?

a) Fear of repercussions
b) Guilt

c) Fear of failure

d) All of the above

Downtime should be

a) Protected
b) Flexible

c) Low priority
d) Nonexistent

Which of the following poses a risk to
downtime?

a) Smart phones
b) Tablets

c) Colleagues

d) All of the above

A can be a major contributor to
unhappiness in the workplace.

a) Cantankerous boss
b) Lack of boundaries
c) Small work space

d) None of the above
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10)

By not setting efficient boundaries, we
subject ourselves to

a) Decreased personal time
b) Fewer friends

c) Better quality work

d) Increased salary

Module Nine: Review Questions

What should your interactions focus on?

a) The positive

b) The job

¢) The company
d) The negative

What should be avoided when practicing
positivity?

a) Whimsy
b) Conflict
c) Gossip
d) Nothing

The items on your gratitude list may be
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a) Major
b) Minor
c¢) Small
d) All of the above

How should conflict be addressed?

a) Directly

b) Positively
c) Promptly
d) All of these

What is not conducive to addressing
conflict?

a) Directness

b) Seeking solutions

c) Placing blame

d) Reaffirming the relationship

What should you assume in a conflict?

a) That the other person has everyone's

best interest at heart

b) That the other person was intentionally

hurtful
c) That you need to seek revenge
d) All of the above
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8)  Which of the following is a potential silver Foo dllal dinall Gl cilall 2 L Lea 1 (8
lining to a difficult situation? e dalel (R et lia (]

oA e Al (@
a) There is something to be learned from HSG sl e i Mmool S oS (z
it Smledt (2

b) It brought the team closer together

) It could have resulted in something
much worse

d) All of the above

9)  How is positivity like a muscle? falianlls :\-Je‘ée‘;{‘ 0585 RS (9
Wise osSa o) oSy (!
a) It can be painful adadin) gy (<
b) It has to be used i (z
) It should be avoided basi o o Kay (2

d) It can be challenging

10)  Itis important to become Pollyanna. L 53 s o agall 00 (10
e (\
a) True La (o
b) False
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Module Ten: Review Questions

1) Happiness is fundamentally a (an)

a) Choice
b) Accident

)
d) Result of other people

Lie

@)

2)  What is the biggest step we can take
towards happiness?

a) Change other people

b) Decide to be happy

¢) Research

d) Hold people accountable

3) The way we react to stress or unforeseen
events is known as

a) Conflict response
b) Stress connection
c) Stress response

d) None of the above

4)  Which of the following is a positive stress
response?

a) Seeking a solution
b) Taking a time out
c) Deep breathing
d) All of the above
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How often should you do something you
love?

a) When you have time
b) Monthly

) Weekly

d) Daily

Which is true of doing something you love
and enjoy?

a) It should be done daily

b) It does not need to be done at work to
benefit your work happiness

¢) You do not need to be great at it

d) All of the above

Which is true of making positive changes?

a) Itis an ongoing process

b) It has no effect on happiness

c) You do not need to do this if you are
already happy

d) None of the above

What should you do as you seek positive
change?

a) Reward yourself for the changes you've
already made
b) Keep seeking changes
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¢) Understand that it is a continuous
process
d) All of the above

9)  When we , we focus on the LR DVIFR L+ PN TN [ Laxie (9
good in our lives, including our work lives Aalond) L ;&5
e (!
a) Are negative deae (@
b) Are creative Wm 0S8 oi‘}*i‘ (z
¢) Choose to be organized Pora oSOl (3
d) Choose to be happy
10)  One of the things that undermines : Balasad) (5 ) £ L2 e (10
happiness is . il (]
e L
a) Procrastination Sanll e <) (z
b) Stress sl (2

¢) Too much work
d) Visualization
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