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Manager Managment 

        إ   ة 
 

Module One: Review Questions مراجعة الوحدة الأولى 
 

1) What is a benefit of setting new manager 

goals from the beginning? 

a) Allows the manager something to work 

toward 

b) It tells the supervisor how serious they 

are 

c) They can come back and change them 

later 

d) It looks good on their evaluation 

 

    ف ئ ة صن      ف                  ؟ (1

 

 هلجأ نم لمعلاب ريدملل حمسي ( 

 مهتيدج ىدم فرشملا ربخي (ب

 اًقحلا اهرييغتو ةدوعلا مهنكمي (ج

 مهمييقت يف ةديج ودبت ( 

 

  

2) When setting goals, it is important to be 

_________ about what is wanted or needed. 

a) Humorous 

b) Vague 

c) Specific 

d) Serious 

 

عن   ض       ف ،       هم         _________  (2

   ل           ب        ب.

 ةباعدلا حور ( 

 لكاشم (ب

 ددحم (ج

 يدج ( 

 

  

3) What is one benefit of establishing a new 

manager’s authority upon hire? 

a) They can argue their points now rather 

than later 

b) They know who to answer to if they 

have any problems 

c) They will know what they are supposed 

to do 

d) They are aware of what they can or 

cannot do from the beginning 

 ف ئ ة إن  ء           ج    عن     ع   ؟    (3

 اًقحلا سيلو نلآا مهطاقن ةشقانم مهنكمي ( 

 لكاشم يأ مهيدل تناك اذإ نوبيجي نم ىلإ نوفرعي (ب

 هب مايقلا مهب ضرتفي ام نوفرعيس (ج

 ةيادبلا ذنم هلعف مهنكمي لا امو مهنكمي ام نوكردي مهنإ ( 
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4) What is one way to outline a new 

manager’s authority in the workplace? 

a) Tell them to consult the manager’s 

handbook 

b) Create an outline or chart 

c) Send an email with details 

d) Discuss verbally in a brief meeting 

    ي إ  ى                            ج    في       (4

   ع ل؟

 ريدملا ليلد ىلإ عوجرلا مهنم بلطا ( 

 ططخم وأ ططخم ءاشنإ (ب

 ليصافتلا عم ينورتكلإ ديرب لاسرإ (ج

 زجوم عامتجا يف ايهفش شقان ( 

 

  

5) When creating a shared vision plan, the 

main focus should be on what? 

a) Timing 

b) The manager’s new team 

c) Goals and future progress 

d) Previous mistakes 

       ،  جب               ز عن  إن  ء      ؤ    (5

      ي ع ى     ؟

   ق   ( 

 ف  ق          ج    (ب

      ف       م         ي (ج

     ء       ( 

 

  

6) One of the final steps of the vision plan is 

what? 

a) Schedule periodic follow ups 

b) Tell the manager what is expected of 

them 

c) The manager explains what they want 

to achieve 

d) Both parties get to introduce 

themselves 

 

     ي إ  ى           نه ئ           ؤ  ؟ (6

 ج           ع           ( 

                       ق   نهم (ب

    ح                     ه (ج

  لا     ف   ع ى     م  ن  هم ( 

 

  

7) What is one way to measure if a manager 

is ready for more responsibility? 

       ج  زً    ز       ي إ  ى           س    إ        (7

        ؤ    ؟

 اسألهم عما إذا كانوا مستعدين لشيء جديد (أ

 دعه يحصل عليه وانظر كيف يفعل (ب
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a) Ask them if they are ready for 

something new 

b) Let them have it and see how they do 

c) Monitor their progress over a period of 

time 

d) Ask their employees how they are doing 

 راقب تقدمهم خلال فترة زمنية (ج

 اسأل موظفيه عن حاله (د

 

 

 

 

8) The more a manager succeeds, the more 

_______ they will get. 

a) Trouble 

b) Friendly 

c) Bored 

d) Responsibilities 

 

      نجح             ز   _______    ي    صل ع  ه. (8

 )       

      (ب

 ضج  (ج

     ؤ      ( 

 

  

9) Which of the following should the new 

manager focus on? 

a) Get to know the employees 

b) Reduce errors 

c) Become familiar with the workplace 

d) All of the above 

 

       ز ع  ه          ج   ؟(  ي       ي  جب 9     

  ع ف ع ى          ( 

     ل      ء (ب

    ع ف ع ى        ع ل (ج

  ل      ق ( 

 

  

10) One of the hardest responsibilities a new 

manager has is asserting their authority to 

______.  

a) Their manager 

b) Their employees 

c) A and B 

d) Neither A nor B 

 

     ه    صعب     ؤ         ي      ه           ج    ( 10

     ه ع ى ______.

      م ( 

      هم (ب

     ب (ج

          ى ب (د
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Module Two: Review Questions مراجعة الوحدة الثانية 
 

1) Why is it important to make performance 

reviews a priority? 

a) Over time, the included feedback can 

lose its effect 

b) The manager has other things to worry 

about 

c) Because they have to be included in HR 

reports 

d) It gets it out of the way faster 

 

             هم جعل    جع       ء       ؟ (1

          ق  ،                 ع         ض ن   أ      ( 

           ه     ء    ى    ق   أنه  (ب

  نه  جب  ض  نه  في                        (ج

    جه          ق    ل    ع ( 

 

  

2) What is the best method for delivering a 

performance review? 

a) Over a conference call 

b) Private, one-on-one meetings 

c) On a written form in the employee’s 

mailbox 

     ي  فضل            م    جع      ء؟ (2

 ع          ج  ع   ( 

  ج   ع     ص   جه    جه (ب

 ع ى ن   ج     ب في صن              ف (ج

  ج   ع              ج  ع   ( 
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d) Group employee meetings 

 

  

3) What is one benefit of delivering timely 

feedback? 

a) It makes one less thing the supervisor 

has to do 

b) The manager can be disciplined 

properly 

c) It can be recorded in office records 

d) The manager receives helpful 

information regarding performance 

 

 

 

     ي إ  ى ف  ئ      م    لا     في    ق     ن  ب؟ (3

 على المشرف القيام بهإنه يقلل من شيء يجب  (أ

 يمكن تأديب المدير بشكل صحيح (ب

 يمكن تسجيله في سجلات المكتب (ج

 يتلقى المدير معلومات مفيدة بخصوص الأداء (د

 

  

4) What are the two main categories of 

feedback used? 

a) Positive and impartial 

b) Neutral and periodic 

c) Positive and negative 

d) Negative and neutral 

 

       ئ       ئ          غ        جع           ؟ (4

   ج  ي  نز ه ( 

           ي (ب

   ج  ي     ي (ج

    ي        ( 

 

  

5) Why is it important to praise employees in 

public? 

a) The employee has a chance to make a 

speech 

b) It can be a positive influence and 

encouragement to others 

c) It subtly tells other employees to be 

jealous of the employee 

             هم   ح          في          ع   ؟ (5

      ف    ه ف ص  لإ   ء    ب ( 

   ح   ج ه    عزز          ف (ب

 ع      ج    إنه                لآ       ه  ة     (ج

     

      ف   س    ه ف ص   لا    ء ( 
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d) The employee doesn’t have a chance to 

hide 

 

  

6) Why is it important to deliver criticism in 

private? 

a) The employee may get angry and lash 

out 

b) It subtly lets other employees know that 

someone is in trouble 

c) The employee is able to cry in a private 

place 

d) Criticizing in private saves the employee 

from feeling embarrassed 

 

 

             هم   ج ه   ن   ع ى  ن    ؟ (6

 ق   غضب      ف   ن    ( 

إنه    ح           لآ       ه  ة  ع ف       صً      (ب

 في      

      ف ق    ع ى      ء في        ص (ج

       ع        ج   ن     ع ى  ن      ن        ف ( 

 

 

 

 

 

 

 

  

 

7) How does having an open door benefit the 

employee? 

a) The employee feels comfortable to 

approach you for help 

b) It allows them to make more complaints 

c) The employee can go to multiple 

managers if they don’t get the answer 

they want 

d) It allows employees to request more 

time off 

 

   ف      ف ح     ب      ف؟ (7

   ع       ف            ب      ع ة ( 

    ح  هم      م    ز            ى (ب

          ف      ب إ ى   ع                إ    م  (ج

   ص    ع ى  لإج       ي      نه 

  لإج زة   ح             ب    ز       ( 

 

  

8) Which is not a tip for a successful open-

door policy? 

 (       ي    ع       ة            ب       ح   ن ج  ؟8      

  أ         ج             ع ى ع م      ( 

 ج        ق  ق ل  ه       ف   (ب
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a) Make sure all employees are aware of it 

b) Only schedule time 1 month in advance 

c) If you are busy, schedule a follow-up as 

soon as possible 

d) Always be approachable – avoid 

becoming too distant 

 

إ    ن    غ  ً ،       عً         ع  في    ع  ق    (ج

     

  جنب     ع      ً   -      ً     ئً     ( 

  

9) Give praise where it is due, and _____ where 

it is needed. 

a) Direction 

b) Space 

c) Discipline 

d) None of the above 

 

 

 

 

   ح           ق ،    _____   ث       ن     ج  ( 9
 إ  ه .

    ج   ( 

    ض ء (ب

   نض    (ج

    يء       ق ( 

  

 

 

 

10) How are a coach and mentor alike? 

a) They offer advice to the new manger 

b) They are both available to the new 

manager 

c) A and B 

d) Neither A nor B 

 

 ؟      ه    ف           ب      جه ( 10

  (              ة          ج   

 ب(  لا       ح          ج   

 ج(     ب

  (        ب
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Module Three: Review Questions  الوحدة الثالثةمراجعة 
 

 

1) What skill set is improved when a manager 

is not given the answer right away? 

a) Critical thinking skills 

b) Bribery 

c) Their delta-shift 

d) Persuasion speaking 

 

    ي  ج  ع     ه        ي   م     نه  عن        م  (1

 إع  ء إج           ع ى      ؟

       ل ل  ( 

      ة (ب

            ي (ج

    ث  لإقن ع ( 
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2) When approached with a problem, a 

person’s first reaction is to what? 

a) Turn the other person away 

b) Do all the work yourself 

c) Criticize the employee for making a 

mistake 

d) Offer an immediate solution 

 

            ،         فعل     ص    ل عن     ع  ل ( 2

 ع ى     ؟

  ق ب     ص  لآ    ع ً   ( 

 قم   ل   ع ل  ن    (ب

  ن         ف       ه   أ (ج

 ق م  لاً ف   ً  ( 

 

  

3) What is a benefit of having a support 

environment for your employees? 

a) They take less vacation time 

b) It makes everyone get along in the 

workplace 

c) It boosts confidence in themselves and 

their management 

d) They do not call in sick as much 

 

 

 

 

 

 

 

    ف ئ ة  ج     ئ   عم        ؟( 3

  أ     إج زة  قل ( 

  جعل   ج    ع ى   ن ج م في        ع ل (ب

  عزز       في  ن  هم  إ    ه  (ج

   ع       ضى      إنهم    ( 

 

 

  

4) What is one way of creating a supportive 

environment? 

a) Placing a suggestion box outside of the 

manager’s office 

b) Taking time to listen to the employee’s 

opinions 

c) Buy everyone lunch on Fridays 

     ي إ  ى       ق   ئ    ع  ؟ (4

  ض  صن     ق   ح    ج    ب        ( 

   ص ص  ق   لا    ع إ ى آ  ء      ف (ب

    ء غ  ء   ج      م   ج ع  (ج

     م ز   ة في   ج     عض          ( 
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d) Offering pay raises to certain 

employees 

 

  

5) What is one way of helping an employee 

build ownership? 

a) Taking an employee survey after a new 

product arrives 

b) Consulting with a board of members 

c) Putting their names in the company 

newsletter 

d) Listen to the employees’ ideas and 

input 

 

     ي إ  ى        ع ة      ف ع ى  ن ء        ؟ (5

 إج  ء   ح           ع   ص ل  ن ج ج    ( 

 ض ء            ج س   ع (ب

  ض      ئهم في   ن  ة  لإ              (ج

       إ ى  ف        لا           ( 

 

  

6) What is the benefit of having employees 

build ownership in their work? 

a) The employee feels committed to work 

and works harder 

b) They can take part in its liability 

c) They pitch in to buy office supplies 

d) They take less vacation time 

 

 

 

 

    ف ئ ة  ج            في  ن ء         في ع  هم؟ (6

   ع       ف      ز م    ع ل   ع ل  ج         ( 

    نهم          في   ؤ    ه  (ب

             ء      زم          (ج

  أ     إج زة  قل ( 

 

  

 

 

 

7) An important aspect of 360-degree 

feedback is that it is ______________. 

a) Open ended 

  ج      نه  360ج نب  هم            عل  (7

.______________ 

 نه           ( 
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b) Confidential 

c) Public 

d) Biased 

 

  ؤ    (ب

 ع م (ج

  ن   ز  ( 

 

  

8) One benefit the manager receives from 

360-degree feedback is what? 

a) It lets them know who made a 

complaint 

b) Gives unbiased feedback for 

improvement 

c) It lets them speak in a group setting 

d) They get to give feedback in return 

 

  ج   360ف ئ ة     ة   صل ع  ه                    عل  (8

      ؟

    ح  هم  ع ف        ي ق م    ى ( 

 غ       زة          ع ي      فعل (ب

    ح  هم      ث في إ     ج  ع  (ج

   ص    ع ى         عل في       ل ( 

 

  

9) Although your new manger is on their 

own, why are you still an integral part of 

their career? 

a) To ensure they get the job done right 

b) To meet for daily chats 

c) To offer constructive criticism 

d) To offer solutions to their problems 

 

( ع ى    غم               ج        ل ، ف         ز ل جزءً  9    

     جز         ه    هن  ؟

    أ       نهم  نجز      ه      ل ص  ح ( 
    ء                  (ب
     م   ن      ن ء (ج
     م    ل       هم ( 

  

10) The key to effective 360-degree feedback 

is: 

a) It is confidential 

b) It must be anonymous 

c) Use the information to set goals of 

improvement 

d) All of the above 

                 ي    ج  ف ه    ء   ى؟ (10

    ء ن  م    ج    ج    ( 

   ص ص    قف          (ب

 ج   ة  غ ف             ء آ            (ج

               ي غ  ء      ف    ( 

 

 



 

12 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

Module Four: Review Questions 

 

 مراجعة الوحدة الرابعة

 

1) Why is it important to stay within a 

company budget? 

a) It takes away from CEO bonuses 

b) Expenses are allotted on a strict basis 

c) It can improve money management 

skills 

d) Managers must do so to pass their 

evaluation 

 

             هم      ء ض     ز ن         ؟  (1

  أ         فآ     ئ س    ن   ي ( 

   م   ص ص    ص  ف   ع ى    س ص  م (ب

    نه        ه     إ   ة      ل (ج

  جب ع ى               م       ج   ز      هم ( 

 

  

2) What is one tool managers can use to help 

stay within their budget? 

a) Keeping receipts in a shoe box 

b) Planning and comparison are great 

ways to help stay within a set limit 

c) Asking another employee to track their 

spending 

d) Make a mental note of what they will 

spend 

 

    ي إ  ى           ي                      ه   (2

      ع ة في      ء في        ز ن  هم؟

      لإ ص    في صن          ( 

  ف              ي      إن  قهم (ب

           ف آ         إن  قه (ج

 قم         لا      ن         ن   نه  ( 

 

  

3) How do objectives differ from goals? 

a) They are more specific 

b) They take longer to accomplish 

c) Only managers can set them 

d) They are more vague 

 

 

 

   ف     ف      ف ع       ف؟ (3

 هم أكثر تحديدا (أ

 يستغرقون وقتا أطول لإنجازها (ب

 يمكن للمديرين فقط تعيينها (ج

 هم أكثر غموضا (د
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4) Who can set measurable objectives? 

a) The supervisor 

b) The manager 

c) The supervisor and the manager 

d) The employees 

 

       نه           ف ق          س؟ (4

      ف ( 

        (ب

      ف         (ج

 )          

 

  

5) Skip level feedback is usually performed 

____________. 

a) In person 

b) Anonymously 

c) In a group 

d) With written forms 

ع  ة      م  ن     لا         ى      ي (   5     

.____________ 

   ص   ( 

  جه ل (ب

 في  ج  ع  (ج

  أ   ل        ( 

 

  

4) What is the benefit of skip level feedback? 

a) It allows an employee to give 

comments directly to management 

b) It gives the new manager a chance to 

argue with the employee 

c) It is done anonymously 

d) It is done in a group setting 

 

    ف ئ ة    ي         عل؟ (6

    ح      ف  إ   ء    ع           ة إ ى  لإ   ة ( 

   نح          ج    ف ص     ج  ل         ف (ب

   م        ل  جه ل (ج

   م     في إ     ج  ع  ( 

 

  

7) What is the benefit of collaborating on 

evaluation criteria? 

a) The new manager knows what they 

don’t have to do 

 في  ع           م؟    ف ئ ة    ع   ( 7

 يعرف المدير الجديد ما لا يتعين عليهم فعله (أ

 يمنح المدير الجديد فرصة للجدل حول هذا الموضوع (ب

 المدير الجديد يعرف ما هو متوقع منهم (ج

 إنها مجرد إجراء شكلي (د
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b) It gives the new manager a chance to 

argue about it 

c) The new manager knows what is 

expected of them 

d) It’s just a formality 

 

  

8) What is one type of criteria that can be 

included on a collaborated criteria 

evaluation? 

a) A manager’s expected work statistics 

b) Lunch and break times 

c) When an employee will have surprise 

evaluations 

d) A map of the company building 

 

           ن  ع    ع        ي       ض  نه  في     م  (8

    ع         ع   ؟

 إ ص ئ    ع ل             ق  ( 

   غ  ء            ق    (ب

 عن           ى      ف            جئ  (ج

         نى        ( 

 

  

9) When is performance measurement usually 

administered? 

a) Randomly 

b) Annually 

c) A and B 

d) Neither A nor B 

 

   ى   م ق  س     ء ع  ة؟ (9

 ع   ئ   ( 

  ن    (ب

     ب (ج

        ب ( 

 

  

10) Besides ensuring that projects are 

completed in a timely manner, the 

manager must also _______. 

a) Dress well at work 

b) Arrive to work on time every day 

c) Stay within the budget 

d) Not miss a day of work 

إ ى ج نب ض         ل          في    ق   (10

     ن  ب ،  جب ع ى          ضً  _______.

 لباس جيد في العمل (أ
 الوصول إلى العمل في الوقت المحدد كل يوم (ب
 البقاء في حدود الميزانية (ج
 عدم تفويت يوم عمل ( 
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Module Five: Review Questions مراجعة الوحدة الخامسة 

 

1) An employee is not able to feel confident 

about their work without what? 

a) A partner coworker 

b) Inkjet printers 

c) Coffee 

d) Support and resources 

 

 

      ف غ   ق    ع ى    ع           ج   ع  ه          ؟ (1

 ز  ل ع ل      ( 

      ع     ن ف         (ب

 قه ة (ج

    عم          ( 

 

 

  

2) Which of the following is an example of a 

necessary resource from the manager? 

a) Downloadable forms on the intranet 

b) A list of expected job duties and 

assignments 

c) Locations to the nearest employee 

restroom 

d) Public telephone numbers 

 

 أي مما يلي هو مثال على مورد ضروري من المدير؟ (2

 ن   ج ق        نز ل ع ى  لإن   ن  ( 

      قع  ق ئ      ج      ه م         (ب

    ق   ق ب     ض    ف (ج

   ق م   ه   ف   ع    ( 

 

  

3) What is the purpose of offering bonuses 

and incentives? 

 ما هو الغرض من تقديم المكافآت والحوافز؟ (3

      ز          ع ى     ق     ج  ز   ه ف ( 

    غلال   ع ل            ف (ب

 لإع  ء    ل      ف في   ع ل (ج
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a) To motivate employees to meet or 

exceed a goal 

b) To exploit the employee’s hard work 

c) To give the employee’s hope at work 

d) To allow management to make a tax-

deductible donation 

 

 

 

      ح  لإ   ة      م    ع  ع ى      ض  ئب ( 

 

 

 

 

 

 

 

  

4) What is one advantage of bonus or 

incentive rewards? 

a) They are usually expensive 

b) They can be taken back 

c) They are usually cheap 

d) They can be customized 

 

 ما هي إحدى مزايا المكافآت أو المكافآت التحفيزية؟ (4

 ع  ة                     ( 

      إع   هم (ب

 ع  ة            ص        (ج

        ص صه  ( 

 

  

5) When giving credit for good work, it is 

important to do what? 

a) Do it in public 

b) Be sincere 

c) Deliver in private 

d) Be loud 

 

 عند منح الائتمان للعمل الجيد ، من المهم أن تفعل ماذا؟ (5

  فعل     في          ع    ( 

    ص    (ب

     م ع ى  ن     (ج

       ز  ( 

 

  

6) Which of the following is one form of 

delivering credit for good work? 

a) Giving an employee their annual raise 

b) Asking the employee to help train new 

hires 

 أحد أشكال تقديم الائتمان للعمل الجيد؟ أي مما يلي هو (6

  نح      ف علا   ه    ن    ( 

             ف       ع ة في     ب            ج   (ب

   ح      ف    ص ل ع ى  ج          ع  ل (ج

     ف    ف    م     ( 
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c) Praising an employee for getting a 

customer compliment 

d) Assigning an employee to another 

department 

 

 

 

 

  

7) What is a disadvantage of not keeping an 

employee challenged on the job? 

a) They can become an expert in their field 

b) They can become arrogant 

c) They try to teach others how to do 

things 

d) They can become bored 

ما هو عيب عدم إبقاء الموظف في مواجهة التحدي في  (7

 الوظيفة؟

    نهم     ص         ء في  ج  هم ( 

          ص       عج ف   (ب

                 م       ء         ع  م  لآ (ج

           ع         ل ( 

 

  

8) What is one way of ensuring an employee 

is challenged in their current position? 

a) Give them more vacation time to relax 

b) Allowing them more job responsibilities 

c) Ask them to become your new assistant 

d) Challenge them to keep up the good 

work until next year 

 

ما هي إحدى طرق ضمان تحدي الموظف في منصبه  (8

 الحالي؟

   ن هم  ز ً       ق   لإج زة  لا     ء ( 

      ح  هم   ز          ؤ               (ب

    ب  نهم     ص        ع     ج    (ج

      ل    هم     ص     ع ل   ج     ى   ع م  ( 

 

  

9) Recognizing all employees with cash is 

acceptable. 

a) True 

b) False 

 

  ه  ة ن    الاعتراف بالنقد لجميع الموظفين مقبول.  (9

 ص  ح ( 

   أ (ب
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10) How can you continue to support new 

mangers? 

a) Emotionally 

b) Create a support team 

c) Provide training materials 

d) All of the above 

 

 كيف يمكنك الاستمرار في دعم المديرين الجدد؟( 10     

 عاطفيا (أ

 إنشاء فريق دعم (ب

 توفير المواد التدريبية (ج

 كل ما ورد أعلاه (د

 

 

 

 

 

 

 

 

 

Module Six: Review Questions مراجعة الوحدة السادسة 

 

1) What is one disadvantage of missing a 

deadline? 

a) It takes longer to complete 

b) It can confuse other managers 

c) It makes everyone else look lazy 

d) It can throw off other employee’s 

reports 

 

 

       ع ب           ع    نه ئي؟ (1

    غ    ق      ل      ل ( 

                        لآ     (ب

  جعل  ل   ص آ            ى (ج

           لآ                ص            ( 

 

  

2) How can management tell if a missed 

deadline is a constant problem, or an 

accident? 

a) Ask the employee about it 

   إ           ع    نه ئي     ئ    ف       لإ   ة  ع ف   (2

    ل            ة  م    ث؟

   أل      ف عنه  ( 

    ق     ن    (ب

  ج   ه    ع ف     إ     ن         (ج
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b) Monitor for patterns 

c) Ignore it and see if it gets better 

d) Ask a coworker if they notice anything 

 

   أل ز  ل في   ع ل إ        ي  يء ( 

 

 

  

3) What is one thing a high team turnover can 

project? 

a) The team is not getting along with each 

other 

b) The manager is not working well with 

the group 

c) Some team members want to be 

assigned to something else 

d) The manager is not taking the job 

seriously 

 

 

 

 

 

         يء           ي            قعه  ع ل        (3

      ق        ؟

    عض     ق       فق     عضهم  ( 

           ع ل    ل ج         ج  ع  (ب

       عض  عض ء      ق      م      هم   يء آ   (ج

           أ            ج    ( 

 

  

4) What is a disadvantage of a high team 

turnover? 

a) Team members have trouble making 

friends 

b) The team has to learn new employee 

names 

c) New team members will have to be 

brought up to speed 

d) Team members learn to work alone 

 

     ي ع  ب      ع  ع ل            ق؟ (4

  عض ء      ق    جه   صع    في       ص  ق   ( 

  جب ع ى      ق  ع م     ء            ج   (ب

  عض ء      ق   ج    جب       ن   ع ى ع م      ع  (ج

   ع م  عض ء      ق   ع ل       م ( 
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5) What can a supervisor do when a manager 

has lost a customer/client? 

a) Ask the manager what happened 

b) Ignore it and find a new customer 

c) Ask a subordinate employee what 

happened 

d) Follow up with the customer 

 

     ف      عل عن                ع  لاً /            (5

 ع  لا؟ً

   أل        ع     ث ( 

  ج   ه     ث ع  ع  ل ج    (ب

   أل    ف   ؤ س ع     ث (ج

       ع       ع  ل ( 

 

 

  

6) What is one thing a manager can do to lose 

a customer/client? 

a) Make rude or offensive comments 

about their team 

b) Offer additional assistance to the 

customer 

c) Assign the project to one of their top 

employees 

d) Ask for extension on the deadline 

 

 

 

 

 

         يء           ي           ع ه            ئ  (6

      ة ع  ل / ع  ل؟

 ق م  ع      ف         ئ  ع  ف   ه ( 

 إض ف     ع  ل    م    ع ة  (ب

 قم   ع          ع                   (ج

    ب         في     ع    نه ئي ( 

 

 

  

 

7) What is one sign of a lack of growth from a 

manager? 

a) Increased sales quotas 

b) No customer compliments 

c) Has not learned any new skills 

d) Increased number of vacation days 

taken 

     ي إ  ى علا    ن ص   ن            ؟ (7

 ز   ة  صص      ع   ( 

      ل   ع لاء (ب

  م   ع م  ي  ه     ج   ة (ج

 ز   ة ع      م  لإج زة       ة ( 
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8) How can a manager with little or no growth 

be helped? 

a) Assign them to try different activities 

b) Have them take a leave of absence 

c) Hope it improves over time 

d) Given additional training in various 

areas 

 

   ف         ع ة      ق  ل   ن       ع  م   ن  ؟ (8

    هم   ج     ن           ( 

    ب  نهم     إج زة (ب

    نى                   ق  (ج

 إع  ء     ب إض في في  ج           ( 

 

 

  

9) ___________ can have a negative impact on 

the functionality of any office or company  

a) Too many breaks 

b) Poor management 

c) Too many projects 

d) Low attendance  

 

( ___________               ه   أ       ي ع ى 9     

    ئف  ي    ب        

 فواصل كثيرة جداً (أ
 سوء الإدارة (ب
 الكثير من المشاريع (ج

 قلة الحضور (د

 

  

10) Missing a deadline is generally a 

___________________ issue 

a) Time management 

b) Training 

c) Information 

d) None of the above 

 

( ع م  ج     ع  نه ئي       ل ع م       10    

___________________ 

 إدارة الوقت (أ
 التدريب (ب
 المعلومات (ج
 مما سبقلا شيء  (د
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Module Seven: Review Questions مراجعة الوحدة السابعة 
 

1) What is one way to prevent 

micromanaging? 

a) Outline your work expectations from 

the beginning 

b) Send emails instead of talk in person 

c) Take more days off 

d) Check in with your employees often 

 

 

     ي إ  ى      ن   لإ   ة     ص    ؟ (1

       قع   ع               ( 

    ل    ئل      إ     ني    ً         ث   ص ً  (ب

       ز         م  لإج زة (ج

    ق           في                ( 

 

  

2) What is one disadvantage of 

micromanaging your employees? 

a) It can make you more tired 

b) Employees will feel as though you don’t 

get out enough 

c) You can find more mistakes than the 

employees 

d) Employees can feel as though you don’t 

trust them 

 

 ما هي إحدى عيوب الإدارة التفصيلية لموظفيك؟ (2

          جع         ع   ( 

      ج        ي   ع                   ن   (ب

    ن    ع    ع ى     ء                  (ج

           ع                   ن      ق  هم ( 

 

  

3) What is one way to promote open and 

honest communication? 

a) Send a memo asking for comments 

b) Take time to listen to every employee 

c) Telling everyone what you feel about 

them 

d) Asking everyone to take an employee 

satisfaction survey 

 

 (       ي إ  ى      عز ز      صل       ح    ص   ؟3

    ل     ة   أل ع     ع      ( 

     ق   في       ع إ ى  ل    ف (ب

        ج          ع   ه  ج  هم (ج

               ج     إج  ء   ح  ض      ( 

 



 

23 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

 

 

 

  

4) What is an advantage of having open and 

honest communication in the office? 

a) Employees feel they can be meaner 

b) Managers can tell employees when they 

are being annoying. 

c) Employees feel free to express 

themselves 

d) Everyone has to watch what they say to 

each other 

 

 (       ي   زة  ج      صل     ح  ص    في      ب؟4

   ع            نهم            ن          لا ( 

               إ              عن       ن    زعج  . (ب

   ع                   في    ع    ع   ن  هم (ج

  جب ع ى   ج         ة         نه   عضهم    عض ( 

 

 

  

5) What is one benefit of rewarding employee 

incentive? 

a) Employees feel as though their hard 

work is noticed 

b) Employees don’t try to compete with 

each other 

c) Employees become motivated by prizes 

d) Employees feel they should be 

rewarded all of the time 

 

 إ  ى  ز       فأة    فز         ؟    ي  (5

   ع                     ع  هم       ق       ( 

       ل             ن فس     عضهم    عض (ب

  ص ح            ف ع      ج  ئز (ج

   ع            نه  جب    فأ هم    ل    ق  ( 

 

  

6) What is one way to encourage employee 

initiative? 

a) Offer a set prize 

b) Praise initiative when you see it 

c) Make it a contest 

 (       ي إ  ى       ج        ة         ؟6

  ع ض ج ئزة     ة ( 

      ة       عن          (ب

  جع ه         (ج

  جع ه    ب     م ( 
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d) Make it an evaluation requirement 

 

 

 

 

 

 

 

  

7) What is one way to trust and verify a 

manager’s work? 

a) Send daily memos to remind them of 

the due date 

b) Ask an employee to send an email 

when they are finished with certain 

phases 

c) Not asking any questions until they are 

finished 

d) Check in with them just at the 

beginning 

 

                 ق    ع ل       ؟(       ي إ  ى 7

إ   ل          في    ق     ن  ب        م      خ  ( 

         

 قم  ع ل  ج   ع       ع         ج     (ب

 ع م   ح  ي   ئ     ى  ن هي (ج

    ق  عهم    ل ع   ئي ( 

 

  

8) What is an advantage of using the ‘trust 

but verify’ rule? 

a) It allows you to sneakily check on the 

manager’s work 

b) Managers feel as though they can goof 

off more 

c) It allows supervisors to be more in 

control 

d) Saves time in the event that something 

needs to be corrected 

 (      ي   زة       م ق ع ة "                ق"؟8

       ق    ع ل           ل   ي   ح     ( 

   ع        ء   أنهم      ع     ل    ز        جه  (ب

    ح                 ي في ع  هم (ج

   ع        ء   أنهم       في      م  ع ل ج   ( 
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9) Assure that your managers do a good job 

without ___________.  

a) Micromanaging 

b) Starting a project 

c) Asking for assistance 

d) None of the above 

 

 

 

 

 

 

  أ      ق  م        ع ل ج        ___________.(  9       

 

   لإ   ة    ق    ( 

    ء       ع (ب

   ب      ع ة (ج

    يء       ق ( 
 

  

10) To promote open and honest 

communication, you should __________ 

a) Enforce an open-door policy 

b) Ask questions 

c) A and B 

d) Neither A nor B 

 

(   عز ز      صل       ح    ص    ،  جب ع    10      

__________ 

 ف ض           ب       ح ( 
    ح    ئ   (ب
     ب (ج
        ب ( 
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Module Eight: Review Questions مراجعة الوحدة الثامنة 
 

1) Why is it important to keep information 

about a complaint confidential? 

a) It lets the employee feel safe about 

making a complaint 

b) It makes the supervisor feel more 

comfortable 

c) It creates less paperwork 

d) It allows the employee to say mean 

things anonymously 

 

   هم        ع ى         ع            ة في           (1

      ى؟

    ح      ف    ع          عن      م    ى ( 

  جعل      ف   ع             (ب

    ق  ع      ق    قل (ج

    ح          ق ل     ء  عني    ل  جه ل ( 

 

  

2) How can a supervisor ensure that the 

information from a complaint is kept 

confidential? 

رية المعلومات كيف يمكن للمشرف التأكد من الحفاظ على س( 2

 الواردة في الشكوى؟

 ع     ق إ   ل    ع      ع           لإ     ني ( 
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a) By sending information over email 

b) By sending it to human resources to 

mark in the employee’s profile 

c) By only allowing those that ‘need to 

know’ have access 

d) By having a group meeting about it 

 

ع     ق إ    ه إ ى                   ض  علا    (ب

 ع  ه في   ف  ع  ف      ف

       ح ف       "    ج   إ ى    ع ف "     ص ل (ج

     لال ع    ج   ع ج  عي   ل         ض ع ( 

 

  

3) When gathering information from both 

sides, it is important to be what? 

a) Humorous 

b) Objective 

c) Serious 

d) Bias 

 

 

 

 

 

عن  ج      ع          لا   ج ن    ،       هم         (  3

     ؟

   ح    ع    ( 

   ض عي (ب

 ج ي (ج

  ن   ز، نزع  ( 

 

  

4) In order to help resolve a complaint, it is 

important to do what? 

a) Trust what the complainer says 

b) Have both sides talk to each other first 

c) Trust what the manager says 

d) Gather information from both sides 

 

 من أجل المساعدة في حل الشكوى ، من المهم أن تفعل ماذا؟( 4

  ق         ه       ي ( 

      ث     عضه      عض    ً     ب     لا   ج ن    (ب

  ق         ه        (ج

 ج      ع          لا   ج ن    ( 

 

  

5) Which of the following situations should a 

supervisor step in to coach? 

a) After an issue is resolved, to help them 

get back on track and back to work 

    ي      قف            ي  جب ع ى      ف      جه  ه   (5

    ل؟

    ج          إ ى  ع م إ   ة    ق     ل  فضل     ( 

         

    ف          ج   ه في         (ب
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b) An employee complains of being 

ignored on the job 

c) An employee needs help with their 

schedule 

d) An employee complains that the 

manager doesn’t like them enough 

 

     ج        إ ى    ع ة في     ب          (ج

     ي    ف                   هم    ج    ف   ( 

 

  

A supervisor can offer guidance and advice 

about managing time and resources with 

employees, so if a manager is having this 

kind of problem, the supervisor can coach 

them through the solution. 

6) Which of the following situations should a 

supervisor delegate a solution? 

a) An employee complains that the 

manager spends too much away from 

the office 

b) A manager needs assistance making the 

employee vacation schedule 

c) An employee makes a sexual 

harassment complaint 

d) A manager needs to reassign an 

employee 

مكن للمشرف تقديم التوجيه والمشورة حول إدارة الوقت ي

والموارد مع الموظفين ، لذلك إذا كان المدير يواجه هذا النوع من 

 تدريبهم على الحل.المشاكل ، فيمكن للمشرف 

 

 

ما هي المواقف التالية التي يجب على المشرف تفويض الحل ( 6

 لها؟

   ف                    ن ق         ع ً   ع   ( 

      ب

    ج        إ ى      ع ة في إع    ج  ل إج زة  (ب

      ف

    ف    م    ى   أ     ش جن ي (ج

     ج        إ ى إع  ة  ع       ف ( 

 

  

7) Why is it important to follow up with both 

parties after a complaint? 

a) To make sure each party isn’t angry 

b) To see if any new problems have come 

up 

c) To see if the problem is happening with 

other employees 

           ع         ف    ع      م      ى؟      (7

    أ          ل   ف   س غ ض ً  ( 

   ع ف     إ    ه    ي     ل ج   ة (ب

   ع ف     إ     ن             ث           آ     (ج

    أ                 ق   م   ه  ( 
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d) To ensure that the problem has been 

resolved 

 

  

8) What is one way to follow up after a 

complaint? 

a) Speak with each party individually 

b) Ask each party to send an email about 

how they feel 

c) Check with HR to see if anything was 

filed 

d) Speak with the manager only 

 

 ما هي إحدى طرق المتابعة بعد الشكوى؟( 8

    ث     ل   ف ع ى   ة ( 

   ب     ل   ف إ   ل      إ     ني   ل     (ب

   ع   ه

   ق    ق م                   ع ف     إ    م     م  ي  (ج

  يء

    ث           ف   ( 

 

  

9) Do not discourage your employees from 

bringing forth their________.  

a) Complaints 

b) Challenges 

c) Questions 

d) All of the above 

 

 

 

 

 

 

 

        عز           ع      م _________. (9

 الشكاوي (أ

 التحديات (ب

 الأسئلة (ج

 كل ما ورد أعلاه (د

 

 

 

 

 

 

 

 

 

  

10) What can employees do if they are 

uncomfortable sharing information with 

you? 

a) Keep it to themselves 

                                ع    إ     ن   غ    ( 10         

            ع       ع ؟

          ه   ن  هم ( 
    ث                    (ب
   صل          ى (ج



 

30 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

b) Speak with HR 

c) Call a complaint line 

d) B and C 

 

 ب   ج ( 
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Module Nine: Review Questions مراجعة الوحدة التاسعة 
 

1) Which of the following would be 

considered an unsafe or dangerous 

situation at work? 

a) A manager carries a weapon to work 

b) A manager gets angry and yells a lot 

c) A manager decides to go home early 

d) A manager brings their kid to work 

 

 

 ي       ي       ع        ق ً  غ   آ           في  (1

   ع ل؟

         ل  لاً     ع ل ( 

  غضب          ص خ    ً   (ب

             ع  ة إ ى    نزل       (ج

       ج ب    هم إ ى   ع ل ( 

 

 

  

2) Who can be harmed in an unsafe or 

dangerous situation at work? 

a) Only the managers 

b) Only the subordinate employees 

c) Only the cleaning staff 

d) All employees 

     في        ي           أ ى في  ض  غ   آ      (2

   ع ل؟

 ف            ( 

 ف                ؤ     (ب

 ف   ع  ل   ن  ف  (ج

  ل          ( 

 

  

3) Illegal situations at work can be 

_____________, due to ignorance. 

a) Intentional 

b) Lengthy 

c) Accidental 

d) Stupid 

                  قف غ       ن ن   في   ع ل  (3

   جهل._____________    ب 

   ع   ( 

    ل (ب

 ع ضي (ج

 غ ي ( 

 

  

4) What is the first thing a supervisor should 

do when an illegal activity is found? 

a) Fire the manager 

b) Order the manager to stop the behavior 

at once 

        ل  يء  جب ع ى      ف فع ه عن       ف ن     (4

 غ   ق ن ني؟

 )             

    ب                قف        في     ل (ب

              إ ى                 (ج

    ب                 ي ج ن ه       ص  ( 
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c) Report the manager to human 

resources 

d) Ask the manager to tell their side of the 

story 

  

5) When assisting a manager with a problem 

that could cost the company a lot of 

money, what is an important thing to do? 

a) Let the manager learn from their 

mistakes 

b) Tell someone in higher management 

c) Transfer somewhere else 

d) Explain why you had to step in 

 

عن     ع ة      في       ق     ف                   (5

       يء    هم    ي  جب      م  ه؟    ل ،    

  ع          ع م        ئه ( 

        صً     في  لإ   ة   ع    (ب

 ن ل إ ى      آ   (ج

    ح           ع         ل ( 

 

  

6) What is one thing a supervisor can do to 

help ensure company assets are better 

managed? 

a) Offer additional coaching and 

assistance about money 

b) Assign a different manager to the 

problem 

c) Handle the money and assets 

themselves 

d) Have the manager work with a partner 

at all times 

 

         يء           ي           ف فع ه      ع ة في  (6

 ض    إ   ة  ص ل           ل  فضل؟

     ب     ع ة إض ف     أ      ل    م  ( 

  ع             ف         (ب

    ع  ل         ل    ص ل  أن  هم (ج

  جعل         ع ل         في ج       ق   ( 

 

 

  

7) If a manager is repeating negative 

behavior after coaching, this could be a 

sign of what? 

a) The manager is angry at the supervisor 

إ                               ي  ع        ب ، ف         (7

     علا   ع ى     ؟

        غ ضب         ف ( 

        س  م   م  ع  ه (ب

   ض       ف  م      (ج
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b) That the lesson is not being learned 

c) The supervisor is not being clear 

d) The manager is too stupid 

 

 

 

 

 

 

 

 

 

        غ ي ج   ( 

 

  

8) What is one thing the supervisor can do if 

a manager is repeating negative 

behaviors? 

a) Create a different plan on how to 

approach it 

b) Discipline the manager for not following 

directions 

c) Give up on the manager 

d) Repeat the solution they tried before 

 

         يء           ي           ف فع ه إ               (8

                       ؟

     ل              ل          ع  ل  عه  ( 

  أ  ب         ع م     ع     ج ه   (ب

      ي ع         (ج

        ل    ي ج        ق ل ( 

 

  

9) What is often the best teacher? 

a) Patience 

b) Marketing 

c) Experience 

d) A manager 

 

 ؟       فضل  ع م ع  ة (9

   ص   ( 

     ق (ب

      ة (ج

 )        

 

  



 

34 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

10) Unsafe or dangerous situations are not the 

time or place for an employee to ________. 

a) Write a report 

b) Learn from their mistakes 

c) Take on an assignment 

d) Be fired 

 

     قف غ    لآ ن           ة       ي    ق   (10

              ن  ب      ف ________.

 

 )             

    ع م        ئهم (ب

    ي  ه   (ج

 )       

 

 

 

 

 

 

 

 

 

Module Ten: Review Questions مراجعة الوحدة العاشرة 
 

1) What is one way a supervisor can show 

confidence in their manager? 

a) Have them work longer hours 

b) Reward them with time off 

c) Tell them periodically 

d) Offer more responsibilities 

 

    ي إ  ى          ي           ف     لا ه  إ ه    (1

       في      ؟

  جع هم  ع        ع      ل ( 

   فئهم  إج زة (ب

      م    ل    ي (ج

  ع ض    ز          ؤ      ( 

 

  

2) A supervisor should always have 

____________ when expressing confidence in 

their manager. 

a) A sense of humor 

b) Open communication 

c) Written documentation 

d) A coworker present 

 

 جب           ى      ف   ئً   ____________ عن   (2

    ع    ع        في      .

  س    ع    ( 

    صل     ح (ب

    ئق        (ج

 ز  ل ع ل     ض  ( 
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3) It is important for supervisors to lead 

managers by example because 

____________________. 

a) Managers look to their supervisors as a 

role model 

b) Employees do not know how to act 

c) Managers are looking for them to make 

mistakes 

d) They are trying to be funny 

 

 

 

 

 

      هم      ف                            ة     (3

.____________________ 

 ن            إ ى      ف   ع  هم ع ى  نهم ن   ج  ( 

     ى  ه

             ع ف     ف   ص ف   (ب

       ء        عنهم      ب      ء (ج

       ن    ض    إنهم          ( 

 

 

 

 

 

 

 

 

 

  

4) If a supervisor does not lead by example, 

how can it affect the managers? 

a) The managers will try to quit 

b) The managers could form a riot 

c) The managers can be confused about 

what to do 

d) The managers will not take them 

seriously 

 

إ            ف              ة ،   ف          ؤ   ع ى  (4

         ؟

      ل           لإقلاع ع          ( 

                   ل  ع  ل  غب (ب

           م                      ل     جب      م  ه (ج

     أ   م          ع ى    ل   ج  ( 

 

  

5) What is the purpose of having an open 

door? 

a) To keep the air cool 

b) To ensure all employees feel welcome 

to approach you 

         غ ض    ف ح     ب؟ (5

        ع ى   ه  ء       ( 

  ع           ب    أ         ج              (ب

      صل  ع 

      ح                 ع إ ى          (ج

              نص  ع ى      ه  ( 
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c) To let the employees listen to your 

conversations 

d) To be able to eavesdrop on their 

employees 

 

 

  

6) What is an important aspect of having an 

open door? 

a) That employees are aware of it and 

know the rules about it 

b) The door is always physically open 

c) That you have a sign on your door 

d) That the door is in working order 

 

 

 

 

 

 

 

         ج نب    هم في  ج     ب     ح؟ (6

             ع ى ع م      ( 

     ع ف               ع      ص   ه (ب

          ف   ع ى      (ج

        ب في      ع ل ( 

 

 

 

 

 

 

 

 

 

 

  

7) How can a supervisor boost success in their 

manager? 

a) Give them more work to do 

b) Have them take a vacation 

c) Boost their confidence 

d) Give them a fake medal 

 

   ف           ف  عز ز   نج ح في      ؟ (7

   ن هم    ز        ع ل      م  ه ( 

  جع هم  أ     إج زة (ب

 عزز    هم (ج

   ن هم          ز    ( 

 

  

8) Management is only as successful as its 

______________________. 

a) Employees 

 لإ   ة ن ج   ف     ل  (8

.______________________ 

 )          

          ضعف (ب
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b) Weakest link 

c) Strongest employee 

d) Break room coffee 

 

  ق ى    ف (ج

         غ ف     ه ة ( 

 

  

9) Don’t be afraid to let your employees know 

_________.  

a) What you do in your free time 

b) Where the cafeteria is 

c) How to provide good customer service 

d) That you have confidence in them 

 

     ف     ع م        _____ (9

 

 

        عل في  ق  ف  غ  ( 

          ف       (ب

 ز  ئ   ج  ة              ف    (ج

  ن    ق  هم ( 

 

  

    10)  What does ‘practice what you preach’ 

mean?  

a) Lead by example 

b) Say what you mean, mean what you say 

c) Do unto others as you would have done 

to you 

d) None of the above 

 ماذا تعني "مارس ما تنصح به"؟ (10

 

 

 ق  ة     ى  ه          ( 

       ل  ع قل     عن ه ،  (ب

  فعل   لآ         ن     ع ه    (ج

    ئ          علا  ( 

 

 


