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Optimizing e-Learning

Module One: Review Questions

1) What is one way a leader can serve their

employees?

a) Offer to help with their challenges

b) Offer to transfer them to another
department

c) Give them a paid day off

d) Give them a raise

2) Servant leaders must have the to

serve their employees?
a) Obligation

b) Desire

c) Responsibility

d) Indifference

3) When a leader shares the power, it can make

the employees feel what?
a) Ignored

b) Valued

c) Pressured

d) Overworked

4) What is one way a leader can share the

power?

a) Give more time off

b) Offer Incentives

c) Deliver constructive criticism
d) Delegate tasks
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5) A leader should focus on the of Ak g e 88l S o) s (5

their employees. sl ()
a) Productivity G
b) Absences el (z
c) Goals s (2

d) Complaints

6) A leader should strive to develop what with

their employees?

a) Personal relationships
b) Productivity goals

c) Discipline policy

d) Communication rules

7) Why should a leader help their employees

grow?

a) It makes them look good

b) It benefits the whole team

c) It causes employees to be more
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competitive
d) Itis part of their job requirement

8) What is one way a leader can help their audls o Baclie aae Ly Sy Al (3 )kl (saa) & L (8
¢ saill e
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employees grow?

a) Transfer them to another department
b) Give feedback

c) Give them more time off work

d) Micromanage the team

9) Servant leadership focuses on the growth and g I ashiy saill e S 5 dealadl 3240 (9
development of a8 (]
a) The company 2% (<@
b) The manager Gk (2
c¢) Employees ol (2

d) The public
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10) It is a leader’s responsibility to guide their Gkl Je 4n i A g e W Gle e 285 (10
on the right path. Zasaall
a) Business ‘d““"? (i
b) Followers acldl (@
c) Product ‘“‘Bﬁ‘.“ (z
d) Company WA (3
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Module Two: Review Questions 243G 5aa gl) daal e

1) Democratic leaders utilize input from whom? S (DA () alal jEagall BAEN andiy (1
a) Upper management - Lladl 391 (]
b) Other team leaders CrOAY) a8l 338 (<
c) Customers G (z

gl clicac
d) Team members Gl ¢ (2

2) Democratic leadership style is not ideal for e &5 Y Wllia Gl Aokl el 5oLl G slud o) (2
what type of situations? ) gall

cni sall s Bl (]

a) Employee suggestions

b) Policy changes
¢) Quick decisions
d) Employee requests

Aalad) &l i (o

Ay A (2
abagall Sl (2

3) Laissez-faire is a French term that means e Jay o mllias 4 Laissez-faire (3

what? "ag alll L (]
a) “Allow to do” "l 4ed (o
b) “Let it go” "dile elaal" (z
c) “Make it fair” aelg ot (2

d) “Without rules”

4) Laissez-faire may not provide what element Uan 4alisy yaic gl Laissez-faire s Y 3 (4

that some employees need? ¢ Cpala gall
a) Freedom gl
b) Encouragement el (@
¢) Independent work Jiiual) Jaall (=
d) Structure S (2

5) Leading by example is also commonly known 13l o 5 9aally 3 528l ) Liadd gyl (4as (5

as what? Jsil e dadl (]
a) Do as |l say K Al (o
b) Monkey see, Monkey do 2l &8l (z

c) Follow the leader 4 oSS Ledujlae (2

d) Practice what you preach
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6) Leading by example shows employees

a) They can achieve their goals

b) They have more power than the employer

¢) They have achieved more than other
employees have

d) They need to work harder

7) The path-goal theory stresses that leaders
should be what?
a) Stringent
b) Flexible
¢) Focused
d) Rigid

8) Under the path-goal theory, leaders should do
which of the following?
a) Make a policy
b) Deliver employee feedback
c) Make a project outline
d) ldentify team goals

9) Every leader has a different approach to
handling
a) Conflict and success
b) The employees
c) Lateness
d) Requests
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10) Many leaders will blend different styles in Jal (e ddiaall Cullul) e 3380 (e 2aall 58 (10
order to find the right mixture for their . J liall el e ) stall
: ailS i (]
a) Company agdlaal (¢
b) Goals petibise (2
c) Employees G lan e Y (2

d) None of the above
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Module Three: Review Questions N Bas gl dan) sa
1) Empathy is not the same as . ) e l Calalatl) (1
a) Sympathy PYERA| (i
b) Recognition <l yieY) (<
c) Affinity ol (2
d) Insight sopadl (2
2) One way to be more empathetic is to do O3e Jaii () o Lilalad ST () &30 3 hall (gaa) (2
what? Lalall & jelin ) aaial
a) Listen to your own feelings Ol (il gall aa d\mf:\ﬂ i (<
b) Avoid contact with troubled employees AY gl e waYL; 2 (z
c) Feelsorry for the other person A Slie agd (2

d) Understand other people’s obstacles

3) Learning to delegate builds what with il gall aa 3la (a5 alat (3
employees? dclidl (i
a) Immunity uarll (@
b) Anger adl (z
c) Trust oalaiayl

d) Resentment

4) When a leader does not delegate, it can lead e A s O oSy Qi) (ymssy Y Ledic (4
to what? Lalal) dalgad C sl e 2y 3all 4l & (i
a) The leader having more time for their las Y gridia By MUl (@
own tasks O anll i 5l) (e 3y 3l apal W (2
b) The leader being too busy D81 dae daline ) Sl lsgs (0

c) The leader having more time for vacations
d) The leader needing more workspace
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5) A leader can help their employee succeed in
their goals by doing what?
a) Having them work with a coworker
b) Coaching them

c) Transferring them to another department
d) Giving them extra work to do

6) A servant leader knows a successful team
must be?
a) Strong
b) Large
¢) Independent
d) Meek

7) It’s natural for servant leaders to want to do
what with their employees?
a) Criticize them
b) Overload them
c) lgnore them
d) Assist them

8) What is one sign that a leader needs to step in
with their employee?
a) The employee is meeting their deadline
too soon
b) The employee is not progressing
c) The employee asks for a transfer
d) The employee requests more assignments
9) A servant leader shares the with
their employees.
a) Profits
b) Praise
c) Power
d) Penalties
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10) When a servant leader shares the power T ¢ (il gal) ae Adalul) adlal) il aldly Laxie (10
with employees, they become )
a) A better leader (il mts (I
b) Richer @9‘ (<
c) More empathetic bl 5S) (2
d) None of the above G laa e 2 Y (2
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Module Four: Review Questions

1) What is one way to improve listening skills?

a) Practice lip reading
b) Record all of your conversations
c) Practice active listening

d) Make everyone write down what they

want to say

2) What is one form of nonverbal
communication?
a) Volume
b) Body language
¢) Vocabulary
d) Diction

3) Persuasion is not the same as what?
a) Education
b) Promotion
¢) Convincing
d) Coercion

4) What is one way to improve methods of
persuasion?
a) Do your research
b) Read a lot of books
c) Ask afriend
d) Lie about what you know

5) The ability to recognize opportunities is
sometimes called what?
a) Knowledge
b) Job placement
c) Foresight
d) Transfers
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6) One way to recognize opportunities for
employees is to do what?
a) Perform formal evaluations
b) Ask their coworkers
c) Transfer the employee
d) Ask the employee what they like

7) Being able to relate to an employee is similar

to what?

a) Being sympathetic
b) Being empathetic
c) Being flexible

d) Being stringent

8) Being able to relate to an employee helps to

do what?

a) Nothing

b) Make them feel pressured
c) Decrease productivity

d) Build their confidence

9) Leaders must be able to listen to their
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and actually hear what they are saying and

what they are needing.
a) Conscience

b) Customers

c) Suppliers

d) Employees

10) Some leaders confuse power and authority

with

a) Being an effective leader

b) Being a boss

c) The power of persuasion

d) Being a friend to their employees
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Module Five: Review Questions Al dl) Bas gl) dxal sa
1) Excessive criticism can lead to what? f13le ) 2 Of oS dasiall sl (1
a) Alack of work to do 4 plall Jaal) 8 adi ()

Raaliy) alissl (o

b) Decreased productivity
c) Decreased absences

d) Increased motivation SAalaaby (2
2) Before delivering criticism, a leader should ask $13le Jlowy O &) o cangy catil) 4 55 J8 (2
what? "Phe e Gl Bl ey A" ()
a) “Can | do this quickly?” "falad grelud (Say el 108 da (@
b) “Is this something my assistant can do?” e I " (z
c) “Is this helpful?” "agiSa A el o ) Sy JA" (2

d) “Can this be done at their desk?”

3) If a leader tries to do everything themselves, it ) @25 O OSar cdudiy ¢ 25 JS ey o 2 J5ls 13 (3

can lead to what? 13l

a) Burn out aalyl (i

b) Increased productivity “-B\-“\J‘ 33k (<

c) Decreased errors slad ¥} (yalias) (@

d) Slight fatigue il ol (2

4) Assigning tasks to employees shows what SN e e HlelaY (pibs gall alea G (4

from the leader? Lew ALl LY (e SN agadl (1

a) They have too many things to do peeniils Jaalls ALl 053 52 Y agd) (2

b) They do not want to do the work pelomy O i ¥ o) (2
themselves pil sa (B 4D 4l (2

¢) They don’t care about their job
d) They have faith in their employees
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5) When a leader just sits on the sidelines, it can O3le ) el o (S caledl e 2E sy Laxie (5

indicate what?

a) The leader cares about their own self-
interest

b) The leader really cares about their
employees

c) The leader must be very busy

d) The leader has their own projects to work
on

6) When employees see their leaders just sitting

on the sidelines, it can make them feel what?
a) Confident

b) Unvalued

¢) Independent

d) Self-reliant

7) A leader that is too demanding may expect

what from their employees?
a) More time

b) More effort

c) More responsibilities

d) All of the above

8) Demanding leaders will try to create a

of following employees.
a) Team
b) Herd
c) Loyal base
d) Small group
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9) criticism can be a helpful tool in Ay Laxie 3 laY) 3 3ade 3101 (5 5S of oSa (9
management when it is used correctly. e JS daladial
a) Any gl (]
b) Most il clel (<
¢) Constructive Ll 8 (z
d) No iyl aae (2
10) Learning to is an important step Bl i o)) 8 daga 35hd s el=3 (10
in becoming a great servant leader. PO PN
a) Read body language saall il sel 3 (I
b) Delegate 5 U""ﬁ"” (<
c) Be sensitive Lbes 05850 (2
d) Move on SN
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Module Six: Review Questions

1) Itisimportant for a leader to determine the
group’s needs as well as what?
a) Their own needs

b) The amount of supplies needed
c) Each team member’s daily schedule
d) Each team member’s needs

2) If the leader fails to identify what the team
needs, it can do what?
a) Create more work to do

b) Weaken the team
c) Cause confusion regarding job duties
d) Make employees work alone

3) It is better to have __ team members perform
tasks than have _ team members doing them.
a) Afew;too many

b) Several; a few
c) Some; none
d) Afew; several

4) Once a team is formed, it is best to do what
with team members?
a) Assign their tasks
b) Establish a work schedule
c) Perform team building exercises
d) Send everyone off to work independently
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5) When creating group goals, it is important to

do what?

a) Seek input from the group

b) Make the list short

c) Notify employees once they are done
d) Make the goals easy to achieve

6) A group goal should be made to do what?

a) Define what tasks need to be done
b) Create a workspace policy
¢) Outline each team member a duty
d) Give purpose to the team

7) What is one way to encourage communication

among employees?

a) Email from the office

b) Schedule regular work meetings

¢) Send written memos

d) Ask employees to meet outside work

8) Communication should be open among which

groups?

a) Employees

b) Managers

c) Leaders

d) All of the above

9) After establishing the groups’ need, what do

you work on next?

a) The group goal

b) The job list

c¢) The member names

d) The daily work schedule
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10) How can communication be encouraged?

a)
b)
c)
d)

Make meeting attendance mandatory
Require everyone to check in daily
Establish private meetings once a month
Ask everyone to exchange contact
information
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Module Seven: Review Questions

1) What does it mean when an employee may
‘go’?
a) They work even harder
b) They lose confidence
¢) They learn new tasks
d) They take time off

2) What is one way to make the employee
workplace more challenging?
a) Give the employee the same job every
day
b) Make the employee work at a new desk
c) Give the employee the day off
d) Assign new tasks periodically

3) What is one example of a physical resource?
a) Coworker support
b) Manager feedback
¢) Training materials
d) Employee therapy

4) What is one example of a personal resource?
a) Emotional support
b) Office supplies
¢) Training materials
d) Office furniture

5) Most employees enjoy giving their input
because it makes them feel what?
a) Used
b) Appreciated
¢) Important
d) Superior
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flhasd T Cals gall Jae S Jaad ok gaa) (L (2
NS JS Al l) i Cal ) e (i
S S 8 Jon il sall e (o
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6) One way to gain employee input is to use
what?
a) Mandatory voting
b) Manager’s feedback
c) Asuggestion box
d) Random emails

7) An incentive should not be the same as what?
a) Agift
b) A payment
¢) A punishment
d) A bribe

8) What is one form of incentive used in the
workplace?
a) Monetary bonus
b) Additional responsibilities
c) Insurance benefits
d) A paycheck

9) Motivation is an important tool to use in the
workplace because it keeps employees

a) On their toes

b) Moving

¢) Uplifted and inspired

d) Working at a regular pace

10) Employees work best in an environment
where they feel their leader is behind them
and gives them a good reason to
a) Take time off
b) Do good work
c) Receive bonuses
d) Ask for help
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Module Eight: Review Questions s40al8Y 5aa gl daa) ye
1) What is one example of a work-based goal? fdanll o o8 o e ALY aal 58 Lo (1
a) Increased productivity 4-‘?:-:9‘ B.J\-JJ'\ (!

: o gl (s
b) Wake up earlier ke oLzl 08 ) ey 51 (g
c) Take some time off for vacation asr JS saaall gl b Jaall 5 (3
d) Leave work on time each day
2) What is the first step for an employee to take fadlaal paail Cabagall 0¥ 3 gladll 8 L (2
when establishing their goals? Jady 13la 0238 Jl s (]
a) Ask their leader what to do Jee ‘d": e (<
s LA (=
b) Determine a work plan _y PR (
L_A..u.as.\ Ll 4‘-‘);}.} ?\7‘3 (J
c) Determine what they want )
d) Make an outline
3) Praise should be used with major O S LY (5 S o ey pe ol pladinl i (3
accomplishments because it can do what? 13l Jads
a) Become too expensive el ddlsa C‘*‘” (!
b) Lose its effectiveness Li"it E (("_’
. ol z
c) Lose its appeal el Jsom sl s ol (0 s (3
d) Become too hard to reach
4) Criticism should be used sparingly because it 13 oy O Sy 45Y Vi il ()6 of oy s (4
can cause what? Clall a¥la saby (!

Akl Sl aliasl (o

. Ol gall B a3 A8aL ) (&
b) Decreased vacation days A5 landl (3

a) Increased absences

¢) Anincrease in employee transfers
d) A lack of confidence

5) What is one way to create a supportive faacy 4y @Il @)kl aa) A L (5
environment? Cndls gl Juasy) ‘_A:_ Ll (d
A A T L A (o
u.\a‘_,’ﬁada\ja‘}aﬁ\‘)s;d\ d\.u‘);\ (C
Agilia] 4y )5 @l H 50 lla (2

a) Maintain contact with employees
b) Take more time out of the office

¢) Send memos once in a while

d) Require additional training sessions
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6) What is one benefit of creating a supportive

environment for employees?

a) Employees will want to work more
independently

b) Employees will become open to feedback

c) Employees will lose interest in their jobs

d) Employees will take more time off

7) An open-door policy allows employees to do

what?

a) Talk about their problems
b) Ask questions

c) Submit their ideas

d) All of the above

8) What is one boundary that could be

9)

established with an open-door policy?

a) Ways to contact leaders

b) What topics employees can talk about

¢) How often an employee can contact
leadership

d) When employees must speak with
someone else

are a valuable tool to many

workplaces.
a) Managers
b) Coaches
¢) Mentors
d) None of the above

9Cpaka sall dacly iy 318 20 4 5aa) 8 e (6
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10) One of the best tools a mentor can give their Loty O 23 jall Sy A <l 53Y) Juadl (40 32505 (10
employee is the ability to establish and set pendlY g ol s axils ol
for themselves. e@ﬁ%‘ {
a) Schedules pedlaal (<
b) Goals peilal il (2
c) Breaks pele (2
d) Vacation
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Module Nine: Review Questions sdaulil) Bas gl daa) sa
1) One way to offer guidance to employee is to €13 Jaii O g ala sall 4 il o) ) saa) (1
do what? b sal) aisale} ()

a) Reassign the employee

e gann b Jaslly il sal) Al (o
bl o)X g (2

b) Require the employee to work in groups s jias Jand Caligall & 5 (3
c) Provide additional training

d) Let the employee work on their own
2) Offering guidance and advice to employees $3la Cy (pibs gall Anpiaill g 4 5l 20085 (2
shows what? sS3(]
a) Intelligence Jﬂf‘“ Llail (@
b) Manager styles Skl (5
c) Sensitivity
d) Empathy
3) What is one example of a skill set? £ Jlgall de sane Ao ALY) aaf 2 L (3
a) Being on time to work Jeall Coniliall 8 l) & u;s-' o (
b) Computer knowledge F ’Sf\ Axa (<2
. o lal) s (C
c) Writing reports Albe oy ll (3
d) Asking for a day off
4) What is one way to identify skill sets? f jlgall Cle gane paaildlingll & W (4
a) Direct observation Bsilaall 481 )all ()
b) Ask the employee ul’”” I3 (2
Ask other lead CroAY) 3aEl J) g (z
¢) Ask other leaders s ASY 2 5 (8 ealde il Jua ) (o
d) Email pop quiz
5) Why is the method of feedback important? Fhage Cillaadlall 44y )l Hiad 13 (5
a) In case one method does not work for the il sall e sl aads sl (Sl gl Alls (B (]
employee ool 45l um d;;:iu‘ u;'; (("_1
b) Everyone should have their own style to 2132000 Taa Ly ol bl a8 (s
use
c) Everyone learns differently
d) One method may get too old to use
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6) What is one method of feedback? faalall aal 5 43y 5l 4 L (6

a) Employee evaluation b sall (I
b) Relaying to a coworker daall daa) S 8 (=

Al o5 S Js )l (g

¢) Sending a memo through the office A el LAl (3

d) Telling the other managers

7) Long term goals must be what? S0k Joshall sadl e calaall o o8 o sy (7

a) Complex Biza (i
b) Extravagant a il (

. LQJMQJ -
¢) Meaningful il (E

d) Realistic

13le ppan S (e cJa¥) Al gla CalaadU duilly (8
i) Lalss (§
9 (@
B S K (d
Clila 5 8l (2

8) For long term goals, it is best to establish
what?
a) Progress points
b) Boundaries
¢) Rules to follow
d) Incentives or rewards
9) What is considered a quality of a servant fadlal) el dem & Lo (9
leader? s (i
A ale Gaaia (@

Al padd sl &) jlee oo (2
ailel) a4zl (2

a) Good typist

b) Good public speaker

c) Instills leadership skills in another
d) Has telephone etiquette

lee Joa s Al IS8 el (ga ()5S 8 13 (10
Sy il
Andy 8 daaddie A8 43l ()5S, 8 (T
Silaslaall e @YY e of (S (@
LSS Jeal) cce <0 8 (7
Laslasill 41508 Y 8 (o

10) Why might a trainee have second thoughts
about the training process?
a) They might have low self-confidence
b) They can feel overwhelmed by the
information
¢) Their workload might be too heavy
d) They may not be tech savvy
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Module Ten: Review Questions 25 _pilad) Bas gl daa) sa

1) Which of the following can be recorded in a Caa sl iy A Al Ky b Las ] (1

. BN (<
a) Emotions N Gbaadll (=
b) ldeas or opinions G e S (2

c) Challenges
d) All of the above

2) What is one common type of journal? Fapasall yidy (e e aal5 6 50 8 e (2

a) Work report
b) Web blog
c) A detailed memo to the leader

Ailall Al ada B‘)S.JA (C

Laa sl Al e daws (0
d) Alog of daily activities

3) What is one way to identify your own strength flinia ) oli g yaail 3k gaa) 4 L (3

or weakness? ; Jaad) daay Jlat - ({
a) Ask a coworker s Y J‘j;s\—.‘ﬁ baaly sl (<

4 XCR >
b) Pick one you like or don't like L i ((i

¢) Recorditin ajournal
d) A written evaluation

4) In order to identify our own strengths and $3le )5S O Gany clidanca 5 L5 8 Lales aas ol (4 (4

weaknesses, we must be what? u-‘“‘-‘" (i

a) Honest M‘@Qﬂf‘é ((&.—1
. UH e (T

b) Hard working s (3

c) Flexible

d) Rigid

5) When identifying our own needs, we cannot 13le Jad i o)) LSy ¥ ddalal) Wilalia) st xie (5

be afraid to do what? A (d
i pac Ll Gl (@

Write a lot sl ~la (G

a) Writealo GUaad elae) (7
b) Seek help 5l iy Jeadl (3

c) Give feedback
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d) Work alone for a while

6) What is one example of a personal need?

a) Office supplies

b) Email passwords

c) Professional training
d) Time off from work

7) When should a leader create their own goals?

a) When starting a new project
b) During employee evaluations
c) Inthe middle of a project

d) Whenever they want

8) What is one tip for creating leader goals?

a) Make them complex

b) Remember they can be changed any time
c) Settimelines

d) Make them the same as the employees’

9) How can you keep track of thoughts and

feelings?

a) By emailing employees

b) In a detailed memo sent to coworkers
¢) Inajournal

d) Through interpretive dance

10) What can a trainer do before starting a

project?

a) Get new team members

b) ldentify their own goals

c) Establish feedback methods
d) Create employee guidelines

fpaidll dalall e A5yl s L (6
LSl a3 (d
AN 2l 5 e ClalS (@
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