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Optimizing e-Learning

Module One Review Questions
1) Which of these is a common skill that
employers find valuable?
a) Drawing
b) Cleaning
¢) Humor
d) Initiative

2) What does SMART stand for?
a) Scientific Mature Attainable Risky Timed
b) Specific Measurable Achievable Relevant
Timed
c¢) Standard Maintenance Accurate Relative
Trustworthy
d) Statistic Maintain Associate Reliable Team

3) On days you do not have interviews
scheduled, you must dedicate your time to

a) Acquiring interviews

b) Relaxing

c) Calling potential employers
d) Research

4) Ona
schedule for the month.

, list all the interviews you

a) Sticky note
b) Calendar
c) Notebook
d) Napkin
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5) Having a plan for the first ___ days is realistic, sile 5 (Shy alls pel IV AW AR a0 (5
intelligent, and a habit that successful job s IS5 dee e (sialll LS,
seekers gladly form. 30 (i
a) 30 10 (<
b) 10 100 (c
c) 100 0 (¢
d) 90

6) There are many professional instruments a8 eline Lal daanaal) digall <l 51 (e 2l Sllia (6
designed to help you assess your . <l palall
a) Values ad
b) Goals ‘J‘Myf (<
c) Prospects ¥ (z
d) Skills Slles (3
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circumstances. b e g e (]
a) Career da st (@
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d) Measurable

8) Each time you complete a/an , Caraall 53 gall Lalsy (i) ¢ led JaSi 3 e S 4 (8
write down the strengths and weaknesses in RECR B
your performance. Alas (]
a) Interview e G
b) Goal e (@
c) Task e (0
d) Skill
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9) Inyour

you should include the
following items: Reference books, notepad
holder, and business attire.

a) Briefcase

b) Resource kit

c) Portfolio

d) Car

10) In order to be able to sell yourself well and

present your skill set and experience as an
attractive option to potential employers,
you must first identify your own

a) Skills

b) Potential

c) Goals

d) Values
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Module Two Review Questions
1) Your
parts of the job seeking process.

is one of the most important

a) Resume
b) Briefcase
c) History

d) Potential

2) If you have gaps in your employment history
you may find that the style resume

draws less attention to these hiatuses in

employment.

a) Chronological

b) Conventional

¢) Combination

d) Circumstantian

3) Many organizations and human resource
departments prefer this type of resume?
a) Combination
b) Conversational
c) Essential
d) Chronological

4) Whether you are chosen for an interview or
not depends a great deal on the
demonstrated in your resume.
a) Professionalism
b) Sarcasm
c) Prism
d) Symbolism
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5)

6)

7)

8)

In your resume you must put forth a strong

a) Impression
b) Suppression
c) Obsession
d) Succession

There are a few basic worthy of
consideration for writing a professional
resume.

a) Kinds

b) Types

c¢) Formats

d) Answers

include social networking sites
that are for personal use.
a) Always
b) Never
c) Actively
d) None of the above

One traditional resume format is a/an
presentation of your work.

a) Ecological

b) Chronological

c) Psychological

d) Biological
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9) Which is not true about formats?
a) Lists the specifics
b) Includes work history
¢) Should be color coded
d) Human resources prefers it

10) Present your
that position.
a) Capabilities
b) Ideas
c) Resume
d) Levels

that are required of
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Module Three Review Questions

1) A statement is an effective promise

of the quality you intend to deliver to the
employer.

a) Branding

b) Marketing

¢) Humorous

d) Positive

2) Your resume needs to have as much

3)

4)

as you possess.
a) Creativity

b) Initiative

c) Personality

d) Humor

Your is the key to open the door to
the interview with the employer.

a) Branding

b) Personality

c) Network

d) Resume

is an indicator of the attitude

your document communicates.
a) Texture

b) Wording

c) Fontsize

d) Scent
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5)

6)

7)

8)

Select a color that reinforces your
branding statement, and the tone of the
message about yourself.

a) Portfolio

b) Briefcase

c) Paper

d) Ink

Making your stand out requires
that you pay attention to the quality of paper
you use.

a) Briefcase

b) Network

c¢) Name

d) Resume

At the top of your resume, you will want to
make such a promise through a creative
slogan that captures the essence of your

a) Care
b) Drive
c) Determination
d) Skills

Part of making sure you have an attractive
is making sure you use spell-check
before distributing it.
a) Resume
b) Personality
¢) Goal
d) Job
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9) By altering selections, you can e Sl Sy ¢ Glaaat jaed A (e (9
emphasize and highlight details on your L8 )10 g dttual) Jualds
document. A, (]
a) Letter dee (<
b) Business Ll (z
c) Font Gl (s

d) Professional

10) Choose fonts that are both and LBl gl daieall Lo gladll 5ia) (10
enjoyable. Ledlzy,
a) Humorous Gl (o
b) Goals ss8%  (z
c) Readable 2l (2
d) Skilled

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

9



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Four Review Questions
1) Which of these is not a type of cover letter?
a) First contact cover letter
b) Targeted cover letter
¢) Recommendation cover letter
d) Presentation cover letter

2) Cover letters, when introducing a strong, well
prepared resume, should be
a) Long
b) In color
c) lgnored
d) Brief

3) A
used when you are not applying for a

cover letter is one that is

particular job.

a) First contact

b) Brief

c) Targeted

d) Recommendation

4) A
specific person, applying for a specific job.

cover letteris sentto a

a) Recommendation
b) Basic

c) Targeted

d) First contact
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5)

6)

7)

8)

A cover letter includes

the name and contact information of
someone who is referring you to the
company.

a) Brief

b) Recommendation

c) Targeted

d) First contact

Use the
whom it is addressed.

title of the person to

a) Professional
b) Personal

¢) Casual

d) Letter

If you are sending a mailed letter, include a
handwritten and typed

a) Stamp

b) Email

c) Signature

d) Resume

Use closings such as Respectfully
Yours, Sincerely or Best regards.

a) Informal

b) Formal

¢) Casual

d) Friendly
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9) Highlight two or three eye catching traits or

YyOU pOSSess.
a) Jobs
b) Letters
c) Portfolios
d) Characteristics

10) Display confidence as a high quality

for the position.

a) Personality

b) Friend
¢) Recommendation
d) Candidate
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Module Five Review Questions
1) Having a collection of your best work

available ina is a great way

to not only tell the employer what you are
able to do, but also to show them what you
have done for others.

a) Notebook

b) Portfolio

c¢) Computer

d) Letter

2) Although a
completed samples of work, it is, as its

portfolio may contain

name implies, one that consists of
projects that are in the works.

a) Display

b) Essential

c) Assessment

d) Working

3) Quality is valued over in most
portfolios.

a) Quantity

b) Presentation

c) Experience

d) Values

4) portfolios are generally used as
a way of documenting what one has learned.
a) Quality
b) Working
c) Assessment
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5)

6)

7)

8)

d) Playing

portfolios include the best
samples of work related to the position.
a) Display
b) Working
c) Assessment
d) Art

If you are creating a physical portfolio, be
sure to invest in a quality, conservative
to house the portfolio contents.

a) Notebook

b) Journal
¢) Handbag
d) Binder

Portfolios are not only for
a) Children

b) Artists

c) Professionals

d) Jobs

Any time a visual presentation of what you
have accomplished is possible, a is
the vehicle to present yourself well.

a) Vision board

b) Briefcase

c) Cover letter

d) Portfolio
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9) portfolios can be just as attractive Jie Alad g 432 oS5 Liladl (S (9
and effective as physical portfolios. Agalal) Jadlaall
a) Briefcase igis (]
b) Letter Al (<
c) Online daia (g
d) Fictional G (0

10) The three major types of portfolios are: ¢ (o Badlaall A HlI 453N &\}3"2\ (20

, display, and assessment anfill g ¢ g jal) Adadas

portfolio. duain
a) Online dee (<
b) Working Lr“" (z
c) Physical dae (3
d) Journal
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Module Six Review Questions

1)

2)

3)

4)

is the art of making social
contacts in your spheres of influence.
a) Networking
b) Marketing
c) Interviewing
d) Conversing

While you are doing the work of networking

make sure you carry wherever

you go.
a) A briefcase

b) Your resume
c) A portfolio

d) Business cards

is a natural emotion that we all
face.
a) Fear
b) Care
c) Drive
d) Determination

Let them know your plans and how excited
you are about the that are
opening up to you.

a) People

b) Opportunities

c) Resumes

d) Books
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5)

6)

7)

8)

Make a target goal to share your vision and
goal with at least ___ people per day.

a) 50

b) 100

c) 3

d) 10

Efficient can be the difference
between applying for a job and getting a job.
a) Skills

b) Punctuality

c) Networking

d) Cover letters

Having a strong network of people is a big
part of a successful

a) Career

b) Portfolio

c) Interview

d) Cover letter

Networking as a method of
marketing oneself.
a) Successful
b) Present
¢) Individual
d) Career
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9) Make exchanging a (e Ganda 12 a0 Jals J=al (9
normal part of your day. e g
a) Applications il (]
b) Letters s (@
c) Binders Shlsall (2
d) Business cards Joall Clillay (2
10) Avoid talking about the reason for leaving S sadl o AW Cuatdll WIS 5 e Euaall Ciiad (10
your last position or how long you have I
been . BN
a) Careful ss (<
b) Calm deall g 0ilble (2
¢) Unemployed A (s

d) Receptive

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

18



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Seven Review Questions
1) is one of the distinguishing
characteristics of successful people in
business.
a) Charisma
b) Height
¢) Punctuality
d) Determination

2) comes in several forms.
a) Punctuality
b) Personality
c) Fear
d) Organization

3) One of the biggest obstacles in the way of
your success is

a) Discouragement
b) Time

c) Care

d) Personality

4) Good go a long way in making a
good impression on a potential employer.
a) Habits
b) Manners

c) Behaviors
d) Times

o) B o) Al e

Cpnalill (el 8 jaadl ilandl gaa) A (1
REPEN (g P g
s (1
i) (o
selsalls V(g
SoEENC
Jsalse 4 A (2

v sl QY (]
it (o

S (e
“ !.. (J

Aalad § sk (a yind Al ciliall ST e (3

Liay)
o) (@
Heo o (2
daadd (0
sl e gl 5 8 Sy sha Un o ey 2 (4
- Sainall Jarll (aalia
Glale (T
K EN R (e
A (2
oo

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

5)

6)

7)

8)

9)

Make proper eye
a) Lenses

b) Glasses

¢) Contact

d) Wear

Your time and resources are
a) Limited

b) Funded

c) Sorted

d) Confronted

Both a calendar and a list for each day can go
a long way to keeping you on toward
your goal.

a) Way

b) Level

c) Track

d) Time

One way to be mannerly is to
a) Sit properly

b) Say Please and Thank you
¢) Send Thank You notes

d) All of the above

Every time you hear no, say !
a) Yes

b) Next

c) Last

d) Goodbye
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10) Who once worked at Baskin-Robbins ice € ) OSal mr S al Jae (83 50 3 Jamy OIS (6 (10
cream parlor? gwsSag (]
a) Ted Kennedy Ol aal (<
b) Abraham Lincoln Ly Al (z
c) Barack Obama osalS du (0
d) Bill Clinton
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Module Eight Review Questions
1) is clearly better than cold

calling when searching for a job.
a) Warm calling

b) Writing

c) Networking

d) Emailing

2) Which is not an advantage of networking?
a) Increases your confidence
b) Saves time
c) Lessens the likelihood of future interviews
d) Helps you find a job

3) Some job seekers, in order to keep active in
the job search, resort to

a) Cold calling

b) Warm calling
c¢) Name dropping
d) Name calling

4) Many desirable positions aren't
advertised.
a) Openly
b) Publicly
c) Usually
d) Normally

5) Companies seeking highly skilled workers to
fill specific areas of responsibility may
employ

a) Sales people
b) More people
c) Recruiters

d) Hairdressers
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6)

7)

8)

9)

10) Because of their nature they also attract a lot

Employers make their positions and job
openings known, many times, through

a) Fliers

b) Websites

c) Telemarketing
d) Cards

A good job means if you don’t
know where/how to find it.

a) Nothing

b) Everything

¢) Something

d) Anything

Some people say looking for a job will be the
job you will ever have.

a) Easiest

b) Worst

c) Hardest

d) Best

Employers also post openings in
a) Billboards

b) Store front windows

c) Letters

d) Envelopes

of .
a) Candidates
b) Competition
c) Spam
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d) Jokes
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Module Nine Review Questions

1)

2)

3)

4)

Specific questions about knowledge related
to the job and career may

some candidates.

a) Terrify

b) Intimidate

c) Ease

d) Inundate

Which is a tool used by many employers?
a) Educational questions

b) Knowledge questions

c) Behavioral questions

d) All of the above

Going into the interview with confidence
depends on knowing what to expect and
being

a) Sleepy
b) Nervous
c) Prepared
d) Scared

Employers will expect the candidate to have
guestions.

a) Informed

b) Many

c) No

d) Several
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5)

6)

7)

8)

9)

Interviewees can expect to greet the
employer or hiring manager with a cordial

a) Hello

b) Handshake
c) Goodbye
d) Smile

How many types of interviews are there?
a) Six

b) Four

c) None

d) One

Which type of interview generally just
involves the candidate and hiring manager?
a) Direct

b) Group

c) Behavioral

d) Panel

Employers use group interviews to

how well candidates interact with
each other.

a) See
b) Count
c) Gauge
d) Try

A panel interview consists of several
of the company.

a) Representatives

b) Candidates
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c) Rooms Glsb (2
d) Floors

10) Which type of interview involves a relatively annss U jlia Bl (anialy AL (40 ¢ 58 4l (10
rigid format? s (0
a) Behavioral >l (@
b) Direct i (z
c) Panel e gea (2
d) Group
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Module Ten Review Questions
1) From the first handshake to the final farewell
you are going to be
a) Evaluated
b) Investigated
c) Interrogated
d) Celebrated

2) Who wrote the quote “Good clothes open all
doors.”?
a) Thomas Fuller
b) Thomas Jefferson
c¢) Thomas Tune
d) Thomas Nomad

3) The ability to answer a question well requires
which of these skills?
a) Good dance skills
b) Excellent cooking skills
¢) Good listening skills
d) Good driving skills

4) the kind of questions you
will be asked helps prepare you for the
interview.

a) Avoiding

b) Anticipating
¢) Understanding
d) Underestimating

5) Before answering, make sure you understand
the question
a) Asked
b) Clearly
c) Completely
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d) BandC

6) Feel free to ask for
a) Clarification
b) More
c) Time
d) Jewelry

7) Asking
to gain the respect of the employer.

questions is a great way

a) Pertinent
b) Trivial

¢) Residual
d) Residential

8) The employer-employee relationship is not

a) Allyours
b) All theirs
¢) One sided
d) Two faced

9) Relevant questions demonstrate a curiosity
and
a) Fear
b) Awareness
c) Loathing
d) Comfortableness

10) Which is one of the most important, but
often forgotten acts of the job process?
a) Arriving on time
b) Following up
c) Asking about the pay
d) Shaking hands
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