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Optimizing e-Learning

Module One: Review Questions

1)

2)

3)

4)

5)

What is self-deception?

a) Convincing others of the wrong facts
b) Convincing ourselves of different facts
¢) Lying about our hair color

d) Omitting facts during a presentation

How can we prevent self-deception?
a) Be honest

b) Hide it better

c) Tell no one about it

d) Learn to control it

When asking for feedback, it is better to do
what, if possible?

a) Ask on the spur of the moment

b) Request a written report

¢) Consult with more than one person

d) Give notice

When receiving feedback, it is important to
be what?

a) Persistent

b) Aggressive

c) Grateful

d) Annoying

It is important to recognize that change is not
always

a) Constant
b) Right

c) Negative
d) Helpful
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6)

7)

8)

10)

Change can have a great impact on what?
a) Other people’s behaviors

b) Our attitudes

c) Our jobs

d) Another worker’s motivation

Reflection allows us to do what?
a) Remember our mistakes

b) Cause embarrassment

c¢) Make jokes

d) Find learning opportunities

During reflection, think about

a) How the experience made you feel
b) How the experience ended

¢) The details of what happened

d) The people that were involved

How does the saying go?

a) Do what you do

b) Always say what you mean and mean
what you say

c) IBI-UBU

d) It's what you say, not what you mean

Offering feedback is a long and complicated

process.
a) True
b) False
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Module Two: Review Questions

1)

2)

3)

4)

5)

Paying more attention builds better what?
a) Focus abilities

b) Listening skills

c) Attention spans

d) Sitting endurances

One way to improve listening skills is to do
what?

a) Make eye contact

b) Turn away from the person

c) Take lots of notes

d) Record the conversation

What do we typically judge people on?
a) Gender

b) Job responsibilities

¢) Hair color

d) All of the above

Even though we make judgments about
people, we shouldn’t

a) Stop doingit

b) Tell someone else

¢) Saythem out loud

d) Judge that person for them

What does it mean to shift your point of
view?

a) Change the way you feel about something
b) Shift how you feel about a problem

¢) Recognizing what the other person sees
d) Realizing that the other person might be

wrong
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6)

7)

8)

10)

Shifting our view allows us to do what?

a) Change how we feel about things

b) Understand how the other person feels
¢) Find other people that agree with us

d) Learn different ways to handle a situation

Faking an emotion can make people feel
what?

a) Confident

b) Satisfied

c) Happy

d) Offended

It is important to be with people
from the beginning.

a) Honest

b) Fake

¢) Hidden

d) Mysterious

is one of our greatest
interpersonal skills because it allows us to
have better communication
a) Listening
b) Empathy
c) Prejudice
d) Paying attention

Which of the following can improve your
listening skills?

a) Making eye contact

b) Nodding

c) Asking questions
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d) All of the above
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Module Three: Review Questions

1)

2)

3)

5)

What is attunement?

a) Beingable to speak in harmony

b) Being aware and responsive to other
people

c) Being able to tune a musical instrument

d) Beingable to answer in a timely manner

What is one gesture of attunement?
a) Smiling

b) Clapping

c) Blinking

d) Fidgeting

Without knowing all of the facts, it is easy for

us to do what?

a) Make a sound judgment
b) Create our own solutions
c) Clarify a problem

d) Jump to conclusions

Before jumping to a conclusion, we should
first do what?

a) Ask someone else about it

b) Assume we heard everything

c) Ask for clarification

d) Let everyone else know what we think

One way to shift your focus to the other
person is to do what?

a) Tell them we are listening

b) Talk about ourselves

¢) Turn toward them

d) Turn away from them
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6)

7)

8)

10)

People are more likely to open up if we do
what?

a) Ask them to

b) Give them our attention

c) Be more aggressive with them

d) Do nothing for them

Instead of trying to discount a feeling, we
should do what?

a) Find the solution

b) Try to stay out of it

c) Refer them to someone

d) Offer support

When a person brings up an issue, they are
looking for support, not

a) Asolution

b) A guideline

¢) More problems

d) Peer resistance

If you are while someone is

speaking to you, you may lose out on
important information.

a) Turned away

b) Waiting to speak

c) Answering

d) Texting

Attunement relies heavily on
a) Empathy

b) Intelligence

¢) Body language
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d) Focus S all
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Module Four: Review Questions
1) Our perception is based on what?
a) What other people say
b) Our own thoughts
c¢) How people around us act
d) What we want to know

2) Perception can directly affect what?
a) Our behavior
b) Our movements
c) Other people
d) Our schedule

3) Facts are based on what?
a) Our feelings
b) Expert opinions
c) Casual thoughts
d) Definite results

4) Emotions are based on what?
a) Scientific theories
b) Definite results
c) Involuntary feelings
d) Expert studies

5) What is one form of online communication?
a) Telephone call
b) Face-to-face meeting
¢) E-mail
d) Faxed memo

6) Online communication can often lack what?
a) Clarity
b) Emotions
c) Facts
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7)

8)

9)

d) Information

By listening more, we can do what?
a) Make faster conclusions

b) Kill more time

¢) Create more facts

d) Hear more information

By watching more, we can do what?
a) Monitor our own behavior

b) Determine what is right and wrong
¢) Hear more of what is being said

d) Change how we perceive things

Your belief in yourself can affect your

a) Happiness
b) Perception
¢) Humor
d) Mood

10) Emotions can cause facts to become

a) Unnecessary

b) Obsolete

c) lrrelevant

d) None of the above
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Module Five: Review Questions

1)

2)

3)

5)

One way to give respect to someone is to do
what?

a) Put off spending time with them

b) Offer your full attention

c) Not to ask for their advice

d) Not to bother asking them any questions

One way is to give trust is to do what?
a) Speak openly

b) Show fake emotions

c) Hide our true feelings

d) Make up really good stories

Why is it important to be consistent in your
behavior?

a) It allows you to get away with more

b) It makes you appear confident

c) It makes you look smarter

d) It builds reliability

People will come to trust you when you show
you are what?

a) Smart

b) Confident

c) Consistent

d) Aggressive

When we feel insulted, our first response is
to do what?

a) Cry

b) Hide

c) Retaliate

d) Run away
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6)

7)

8)

10)

What is one way we can manage to keep our

cool in a stressful situation?

a) Make hand gestures at the person

b) Walk away

c) Tell them you don’t like them

d) Ask them to provide facts for what they
said

Understanding body language helps build
what?

a) More confidence

b) Better observation skills

c¢) More esteem

d) Better communication

Body language can help clarify what?
a) A mixed message

b) An e-mail

c) Aboring speech

d) A phone call

communication is a great

tool to connect with people on a deeper level
and form a connection with them.

a) Nonverbal

b) Interpersonal

c) Verbal

d) All of the above

Treating other’s ideas and opinions
respectfully and with due consideration will
help

a) You get further

b) Them feel important
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c) Build rapport
d) Prove your intelligence

Module Six: Review Questions
1) What is one way to gauge a social situation?
a) Find the leader of the group and ask them

b) Look at the people around you

c) Say nothing to anyone

d) Ask each person that comes in the door
2)  When in different social situations, we must
learn to do what?

a) Adapt our behavior

b) Be chatty with everyone

c) Stay out of sight

d) Not change our behavior

3) Eye behavior can reveal what?
a) Uncertainty

b) Happiness

c) Surprise

d) All of the above

One common eye movement is what?
a) Regular blinking

b) Tearing up

c) Eyerolling

d) Dry eyes

5)  Nonverbal cues can account for of
our communications.

a) 10%

b) 70%

c) 90%

d) 25%
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6)

7)

8)

10)

Which of the following is an example of a
nonverbal cue?

a) Speaking louder

b) Folding the arms

c) Using different tones

d) Shaking hands

How can a verbal cue be misinterpreted?
a) If we speak in regular tone

b) Ifitis not said quickly enough

c) If we speak too slowly

d) Ifit had the wrong emphasis

Which of the following is an example of a
verbal cue?

a) Increased voice pitch

b) Using various synonyms

¢) Making eye contact

d) Using hand gestures

Some of the best nonverbal hints we can use

are the ones we

a) Make up

b) See other’s using

¢) Think too much about
d) All of the above

Not all nonverbal cues are obvious, but
will always give them away.

a) Amood

b) Eyes

c) Words

d) Tone
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Module Seven: Review Questions

1)

2)

3)

4)

5)

One extreme example of a social cue is what?

a) Crossing the arms

b) Speaking angrily

c) Tapping the toes

d) Turning the head to the side

One subtle example of a social cue is what?
a) Rubbing the forehead

b) Rolling the eyes

c) Speaking loudly

d) Changing tone of voice

When we notice a social cue, it is important
to do what?

a) Ask the person what that was about

b) Ignore it

c) Ask someone else if they saw it too

d) Stop and review it

Before acting on a cue, we should do what

first?

a) Make an announcement about it

b) Confront the person who made it

c) Reflect onit

d) Make a note as to when and where it
happened

What is one way we can be adaptable in
social situations?

a) Change the words we use

b) Have everyone follow our behavior
¢) Change our tone of voice

d) Say nothing at all
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6)

7)

8)

10)

When we are able to be flexible, other people

will

a) lIgnore it

b) Catch on

c¢) Make fun of us
d) Do nothing

Personal space is usually defined as what?
a) 10 feet from us

b) Two jumps away

¢) Shoulder to shoulder

d) Arm’s length

One way to subtly clear personal space is to
do what?

a) Step to the side

b) Move back

¢) Push forward

d) Yell loudly

Social cues that are more subtle and can
often be

a) Excessive

b) Missed

c) Flexible

d) None of the above

There are times we have to be flexible and
a situation.

a) Walk away from

b) Forget about

c) Adapt to

d) Create
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Module Eight: Review Questions

1)

2)

3)

5)

Why are current events a good conversation
topic?

a) People can complain about it

b) People can connect better

c) People can argue about it

d) People can share different points of view

A current event conversation should not do
what?

a) Cross over into sensitive areas

b) Form bonds between people

¢) Remain neutral

d) Make people think

Which of the following is considered a ‘safe’
conversation topic?

a) Religious beliefs

b) Health disorders

¢) Recent politics

d) Favorite hobbies

Which of the following is considered an ‘off
limits’ conversation topic?

a) Recent vacations

b) Job assignments

c) Gossip

d) Weather conditions

Cues during a conversation can signal which
of the following?

a) Atime limit

b) Employee illness

c) Boredom

d) Faulty speech equipment
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6)

7)

8)

10)

When we see certain cues during a
conversation can signal us to do what?
a) Keep going the way we are

b) Change what we say

¢) Turn away from that person

d) Start over

Which of the following is one way we can
give our full attention to someone?

a) Sit behind them

b) Talk to them over the phone

c) Speak with them in between tasks

d) Remove any distractions

Giving our full attention to someone shows
them

a) Respect

b) Boredom

¢) Annoyance

d) Humility

are/is like an adhesive that can
bring people together.
a) Social cues
b) Conversation
¢) Vacations
d) Work assignments

Discussing can be a great platform
to build upon your conversational skills.

a) Nonverbal communication

b) Verbal communication

c) Current events
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Module Nine: Review Questions

1)

2)

3)

5)

One way to become more aware of your
movements is to do what?

a) Stage them

b) Practice them

c) Ask others to tell you about them

d) Make them up

What is one tool that can help us be aware of
our movements?

a) Other people’s reactions

b) A tape recorder

c) Theater class

d) Dance shoes

How can word emphasis affect what we say?
a) It can make ideas more clear

b) It can improve articulation

c) It can make others feel confident

d) It canimply the wrong tone

Using the wrong tone of voice can make
people feel what?

a) Happy

b) Surprised

¢) Confused

d) Calm

What is one example of open body language?
a) Crossing the arms

b) Turning the body away

¢) Making eye contact

d) Looking away
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6)

7)

8)

Which of the following is an example of
closed body language?

a) Opening the hands

b) Turning the body away

c) Smiling

d) Making eye contact

One way to communicate with power
includes

a) Speaking loudly

b) Be aggressive

c¢) Demand all the attention
d) Removing negative tones

Communicating with power helps ensure
what?

a) People will remember what we say
b) People will take you seriously

c) People will do what you say

d) People will like you more

Why is understanding body language so

important?

a) Because some people do not speak clearly

b) Because people may not always say what
they mean

c) Because learning to communicate with
power is important

d) None of the above
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10)

Linguistic tools, such as tone, emphasis and
pitch help us do what?

a) Gain the attention of our audience

b) Provide a powerful message

c) Get our point across clearly

d) All of the above
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Module Ten: Review Questions

1)

2)

3)

5)

The key to taking the high road includes
what?

a) Being aggressive

b) Being humble

c) Being fast

d) Being the loudest

Taking the high road is not considered

a) A competition
b) Any fun

c) Easy

d) Ajoint effort

Focusing your attention on the others helps
build what?

a) Esteem

b) Confidence

c) Boredom

d) Rapport

One way to forget about ourselves is to do
what?

a) Show interest in nothing at all

b) Distract ourselves

c) Show interest in the other person

d) Do nothing different

What is one way to help remember a
person’s name?

a) Write it on your hand

b) Repeat it over again in your head
c) Use it right away

d) Spell it out
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6)

7)

8)

10)

What is one way to help remember
someone’s face?

a) Take a picture

b) Notice a characteristic

c) Relate them to a funny animal
d) Do nothing

A good question is typically

a) Open and close
b) Multiple choice
c) Afew words long
d) Open-ended

Good questions ask about what?
a) The other person

b) The one asking the questions
¢) The company

d) Pay grades

What is the foundation of good work
relationships?

a) In depth questions

b) Rapport

c) Asking for their advice

d) None of the above

When putting others first, what should you

remember to do?

a) Listen

b) Show interest

c) Ask good questions
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d) All of the above
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