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Optimizing e-Learning

Module One: Review Questions

D)

The following is NOT a question you would
ask when Defining Requirements for a task:
a) What are the key parts of the task?

b) What steps will be involved?

¢) Why are we doing this task?

d) None of the above

The best expectations are those which:
a) Bog employees down with work

b) Encourage growth and development
¢) Encourage team work

d) Are easy to fulfil

Leadership and encouragement is essential
for:

a) Employee development and growth

b) Task delegation and retribution

c) An action plan

d) Bothbandc

The following statement is TRUE:

a) Expectations can be verbal

b) Expectations can be written only

c) Expectations can be both written and
verbal

d) Expectations should be written in
silence

Which of these best fits the 5 W’'s and H?

a) Who, What, Whether, When, Why and
How

b) Who, Whether, Why, When, Where and

Supervising Others
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How

c¢) Who, What, Why, When, Where and
How

d) All of the above

When noting expectations you should:

a) Write them down then throw the
document away

b) Keep the document on record

c) Never put anything in writing for legal
reasons

d) None of the above

The following statement is FALSE:

a) The first step is to define requirements
for the task

b) The third step is to discuss
requirements for the task

c) The fourth step is to talk to the
employee about the task

d) The second step is to identify
opportunities for improvement and
growth

Which is NOT one of the four steps for

Setting Expectations?

a) ldentifying Opportunities for
Improvement and Growth

b) Defining Requirements

c) Setting Tasks

d) Discussing the Requirements

The first step in Setting Expectations is:
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10)

a) ldentifying Opportunities for
Improvement and Growth

b) Defining Requirements

c) Setting Tasks

d) Discussing the Requirements

After you have developed a set of criteria
you should:

a) Review it with yourself

b) Implement it straight away

c) Review it with the employee in question
d) Both b andc
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Module Two: Review Questions

D)

Which of the following is FALSE with

regard to Goal setting?

a) It can be used in every single area of
your life

b) Most people never use it properly

c) Itincludes financial and physical aspects
— and many others

d) None of the above

According to Brian Tracy's book Goals:

a) Fewer than 3% of people have clear,
written goals, and a plan for getting
there

b) More than 3% of people have clear,
written goals, and a plan for getting
there

c) More than 3% of people have clear,
written goals, and no plan for getting
there

d) Fewer than 3% of people have clear,
written goals, and no plan for getting
there

What is a Cascading Goal?

a) When executives set a goal and it stays
with them

b) When executives set a goal and it flows
down to their inferiors

c) When executives set a goal and it flows
down through the organization

d) Bothbandc
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The SMART Way stands for:

a) Specific, Measurable, Asinine, Relevant,
Troublesome

b) Specific, Measurable, Achievable,
Relevant, Timed

c) Specific, Measurable, Approachable,
Relevant, Timeous

d) None of the above

The Measurable Part of SMART means:

a) You should set deadlines for your goals

b) You should define your core values

¢) You should be clear on what you want

d) You should implement an objective
measuring system

The Relevant Section of SMART means:

a) You should set deadlines for your goals

b) You should define your core values

c) You should be clear on what you want

d) You should implement an objective
measuring system

What are the Three P’s of long-term goals?
a) Positive, Probable, Personal

b) Positive, Personal, Problematic

c) Positive, Personal, Possible
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10)

d) Positive, Possible, Probable

Before setting goals for others, one should:

a) Write a memoir on your own goals

b) Set your own goals using the SMART
and PPP guidelines

c) lgnore personal development goals

d) All of the above

When setting goals for the employee, one

should:

a) Be prepared with several goals for the
employee

b) Ask the employee to come without any
goals

c) Don’t meet with employee

d) Demand that the employee come to a
meeting right away

In the meeting with the employee, the
employee should:
a) Add action steps for each goal
b) Write down the goals you have decided
upon
c) Finalize the document and send you a

copy
d) All of the above
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Module Three: Review Questions

D)

When assigning tasks to employees, one
should:

a) Allow them to have a say in the process

b) Do it alone and expect them to accept
your decision

¢) Allow them to have a say in the way the

task is performed
d) Both aandc

Under Work Assignment types, an Order is:

a) Matched to the dictatorial approach
and leaves no room for guesswork

b) Is a work description which should be
used most often

c) Is a work description which leaves the
most room for interpretation

d) Both b and a

Under Work Assignment types, a

Suggestion is:

a) Matched to the dictatorial approach
and leaves no room for guesswork

b) Is a work description which should be
used most often

c) Is a work description which leaves the
most room for interpretation

d) Both b and a
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Under Work Assignment types, a Request

a) Matched to the dictatorial approach
and leaves no room for guesswork

b) Is a work description which should be
used most often

c) Is a work description which leaves the
most room for interpretation

d) Both b and a

The following statement is true with regard

to the Dictatorial Approach:

a) Itis the most complex short-term work
assignment method

b) It is effective for tasks which need to be
completed urgently

c) Itis important not to explain the
important of the task to all involved

d) Both aandc

The Apple-Picking Approach is a good

method for:

a) There is a small group of tasks to be
assigned

b) For a list of low-priority fillers

c) When there are as many tasks as there
are people

d) Bothaandb

The Collaborative Approach is the best
method when:
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10)

a) A list of menial tasks

b) Giving team members a say in tasks
¢) In use with a mature team

d) Both b and c

The Collaborative Approach is not
appropriate for:

a) A list of menial tasks

b) Giving team members a say in tasks
¢) In use with a mature team

d) Both b and ¢

The Apple-Picking Approach is not

appropriate when:

a) There is a small group of tasks to be
assigned

b) For a list of low-priority fillers

c) When there are as many tasks as there
are people

d) Bothaandb

For best results with the Dictatorial
Approach:
a) Demand excellence and punish
employees when those levels aren’t met
b) Don't explain your reasoning at all.
c) Explain the importance of the task and
rewards to everyone involved
d) All of the above
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Module Four: Review Questions

D)

Delegation is:

a) A way a leader gives up their power

b) A valuable skill to learn

c) A way to free up time for high-reward
tasks

d) Both b and ¢

What is Level One of Delegation?
a) Complete Independence

b) Partial Supervision

c) Complete Supervision

d) Partial Independence

What is Level Two of Delegation?
a) Complete Independence

b) Partial Supervision

c) Complete Supervision

d) Partial Independence

In Complete Supervision:

a) The employee has complete
independence

b) Tasks are completely safe

c) The employee has the least
independence

d) The employer has the least control

If a task has important financial
implications, one should:

a) Delegate to an employee and let them

do it on their own
b) Supervise them completely
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c) Ignore the results of the task
d) Leave the results up to the employee

Which is the most commonly used level of
delegation?

a) Complete Supervision

b) Partial Independence

c) Partial Supervision

d) Complete Independence

In Partial Supervision:

a) Encourage your employees to grow by
adding complexity to tasks

b) Ignore your employees’ progress

c) Keep a close watch on your employees
at all times

d) Give your employees as much freedom
as they require

In Complete Independence:

a) Spot-checks and progress updates are
unnecessary

b) The employee does the task with some
supervision

c) The employee does the task completely
on their own

d) None of the above

When choosing a level of delegation, one
should:
a) Choose whichever one without
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10)

forethought

b) Mistrust the employee and always
choose Complete Supervision

c) Always give the employee as much
freedom as possible

d) Think carefully and consider the task at
hand

The final level of delegation is:
a) Complete Independence

b) Partial Supervision

c¢) Complete Supervision

d) Partial Independence
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Module Five: Review Questions

D)

When deciding whether to delegate a task,

one should consider:

a) Whether the task is critical

b) How much training the employee will
need

¢) Whether you have time to delegate

d) Bothaandb

The following is an example of a question

when deciding who to delegate to:

a) What experience, knowledge, skills, and
attitude does the person already have?

b) What training or assistance might they
need?

c) What do they want from their job?

d) All of the above

When delegating to an employee, one

should:

a) Remember that the people closest to
the work are worst suited to the task

b) Be patient

C) Be impatient

d) None of the above

After delegating, the employer should:

a) Brief the team member appropriately

b) Explain why others weren’t chose for
the job

¢) Explain what you don’t want done

d) Bothbandc
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After an initial meeting, you should:

a) Ask team members to work
independently

b) Ask team members to give you a
summary of the main points of the
meeting

c) Create a miniature project summary

d) Both b and ¢

As a manager, one should:
a) Micro manage

O

) Relinquish control completely

c) Balance space and supervision
adequately

d) None of the above

To encourage growth, a manager can:

a) Ask for recommended solutions from
employees

b) Ignore the solutions suggested by
employees

c) Come up with unique solutions to tasks
on your own

d) Both b andc

It is important to:

a) Hold delegates to the original schedule

b) Adapt the schedule when necessary

c) Bein complete control of the project at
all times
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10)

d) Both aandc

When delegated work is delivered to you,

you should:

a) Review it cursorily

b) Set aside time to review it thoroughly

c) Accept incomplete work where
necessary

d) Accept complete work but complain
about performance unnecessarily

If a delegate keeps coming to you for

answers, you should:

a) Ignore their questions

b) Encourage them to leave you alone

c) Show them where they can find answers
to their questions

d) None of the above.
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Module Six; Review Questions

D)

The Specific section of STEBAH stands for:

a) The feedback should be delivered in a
direct manner to the person whose
behavior needs to change.

b) The feedback should focus on the
behavior that should be changed, not
the person, or their personality.

c) Be specific about what behavior you
want the person to change.

d) Deliver the feedback in a manner that
shows that you want to help the
individual with this problem.

The Behavior-Focused section of STEBAH

stands for:

a) The feedback should be delivered in a
direct manner to the person whose
behavior needs to change.

b) The feedback should focus on the
behavior that should be changed, not
the person, or their personality.

C) Be specific about what behavior you
want the person to change.

d) Deliver the feedback in a manner that
shows that you want to help the
individual with this problem.
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The Helpful section of STEBAH stands for:

a)

The feedback should be delivered in a
direct manner to the person whose
behavior needs to change.

The feedback should focus on the
behavior that should be changed, not
the person, or their personality.

Be specific about what behavior you
want the person to change.

Deliver the feedback in a manner that
shows that you want to help the
individual with this problem.

The Expressed Directly section of STEBAH
stands for:

a)

The feedback should be delivered in a
direct manner to the person whose
behavior needs to change.

The feedback should focus on the
behavior that should be changed, not
the person, or their personality.

Be specific about what behavior you
want the person to change.

Deliver the feedback in a manner that
shows that you want to help the
individual with this problem.
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Direct Praise or criticism:

a) Is a constructive way of delivering
negative feedback

b) Should be used rarely and only when
there is a safety issue

c) Allows the employee to receive
feedback from all the groups that they
interact with

d) Places more focus on the problem at
hand, but still gives the employee
something positive to focus on

The Feedback Sandwich:

a) Is a constructive way of delivering
negative feedback

b) Should be used rarely and only when
there is a safety issue

c) Allows the employee to receive
feedback from all the groups that they
interact with

d) Places more focus on the problem at
hand, but still gives the employee
something positive to focus on

The Open-faced Sandwich:

a) Is a constructive way of delivering
negative feedback

b) Should be used rarely and only when
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10)

there is a safety issue

c) Allows the employee to receive
feedback from all the groups that they
interact with

d) Places more focus on the problem at
hand, but still gives the employee
something positive to focus on

360 Degree Feedback:

a) Is a constructive way of delivering
negative feedback

b) Should be used rarely and only when
there is a safety issue

c) Allows the employee to receive
feedback from all the groups that they
interact with

d) Places more focus on the problem at
hand, but still gives the employee
something positive to focus on

Informal Feedback is:

a) Focused on long term rather than short
term

b) Quick, precise and direct

c) Typical of a goal-setting meeting

d) Both b andc

When using Formal Feedback, one should:
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a) Give the employee no notice about the . lillia agia callai Ladie dpubuall are oS
meeting L gLV g sum 50 ol
. .. . - LAA ™ \g
b) Be insensitive when asking them to G Laa g o
meet you.

c) Keep the topic of the meeting discreet
d) None of the above
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Module Seven: Review Questions
1) The 80/20 rule indicates:

a) That 20% of your results come from
only 80% of your actions

b) That 80 parts of your results come from
only 20 parts of your actions

c) That 80% of your results come from
only 20% of your actions

d) That 20 minutes of your results come
from only 80 minutes of your actions

2)  Important matters are classified as:

a) Matters which lead to achieving your
goals and have the greatest impact on
your life

b) Activities which demand immediate
attention

c) Activities which are useless and a waste
of time

d) Matters which are a waste of resources

3) Urgent matters are classified as:

a) Matters which lead to achieving your
goals and have the greatest impact on
your life

b) Activities which demand immediate
attention

c) Activities which are useless and a waste
of time

d) Matters which are a waste of resources
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The following is TRUE with regards to the

Urgent/Important Matrix:

a) The concept was coined by Alfred
Eisenhower

b) It was brought into the mainstream by
Stephen Covey in 1984

€) Using it helps you overcome your
natural tendency to perform Important
tasks

d) None of the above

Pareto’s Principle is otherwise known as:
a) The Urgent-Importance Matrix

b) The 80/20 Rule

¢) The Productivity Journal

d) The Time and Trigger

Urgent and Important tasks:

a) These trivial interruptions are just a
distraction, and should be avoided if
possible.

b) These success-oriented tasks are critical

to achieving goals. Plan to do these tasks next.

c) Activities in this area relate to dealing
with critical issues as they arise and
meeting significant commitments.

d) These chores do not move you forward
toward your own goals.
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Important, But Not Urgent tasks:

a) These trivial interruptions are just a
distraction, and should be avoided if
possible.

b) These success-oriented tasks are critical

to achieving goals. Plan to do these tasks next.

C) Activities in this area relate to dealing
with critical issues as they arise and
meeting significant commitments.

d) These chores do not move you forward
toward your own goals.

Urgent, But Not Important tasks:

a) These trivial interruptions are just a
distraction, and should be avoided if
possible.

b) These success-oriented tasks are critical

to achieving goals. Plan to do these tasks next.

c) Activities in this area relate to dealing
with critical issues as they arise and
meeting significant commitments.

d) These chores do not move you forward
toward your own goals.
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9)

10)

Not Urgent and Not Important tasks:

a) These trivial interruptions are just a
distraction, and should be avoided if
possible.

b) These success-oriented tasks are critical

to achieving goals. Plan to do these tasks next.

c) Activities in this area relate to dealing
with critical issues as they arise and
meeting significant commitments.

d) These chores do not move you forward
toward your own goals.

A Productivity Journal may be used for:

a) Prioritizing and planning

b) Procrastination and planning

) Prioritizing tasks in order of importance
d) Both aand c
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Module Eight: Review Questions

D)

In the Anagram OPEN, O stands for:

a) Aiming for a win-win situation

b) Focusing on the problem and
identifying it's root cause

c) ldentifying perceptions, positions, needs
and interests

d) Brainstorming solutions

The P in OPEN is best represented by:

a) Aiming for a win-win situation

b) Focusing on the problem and
identifying it's root cause

c) ldentifying perceptions, positions, needs
and interests

d) Brainstorming solutions

The E in OPEN is best represented by:

a) Aiming for a win-win situation

b) Focusing on the problem and
identifying it's root cause

c) ldentifying perceptions, positions, needs
and interests

d) Brainstorming solutions

The N in OPEN is best represented by:

a) Aiming for a win-win situation

b) Focusing on the problem and
identifying it's root cause

c) ldentifying perceptions, positions, needs
and interests

d) Brainstorming solutions
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When Maintaining Fairness, one should:
a) Take sides if asked

b) Shut off and discourage comments
¢) Remain objective and neutral

d) All of the above

When the following occurs, one should

seek help from the entire team:

a) There is a conflict between two people

b) There is a conflict between all the
members of the team

¢) There is no conflict

d) Bothaandb

In a conflict situation which involves the

team, it is important to:

a) Have one-on-one meetings with
troublemakers

b) Have a face-to-face meeting with the
team

C) Require the team’s input intermittently

d) Ensure the proposed solution will
negatively affect others

When seeking outside help, resources may
include:

a) Mediators

b) External supervisors

c) Authority figures

d) All of the above
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9)

10)

You should seek outside help when:

a) The people in the conflict are able to
resolve the problem

b) The team is able to solve the conflict

¢) You are able to solve the conflict

d) Everyone involved is unable to solve the
conflict

When considering outside sources, you
should avoid:

a) People with knowledge and experience
b) Human Resources personnel

c) People with authority over the team

d) None of the above
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Module Nine: Review Questions

D)

Being promoted from within the team is

difficult because:

a) You are often responsible for salaries
and sensitive items

b) It's difficult to transition from team
member to leader

¢) It's not difficult at all.

d) Bothaandb

When promoted to a supervisor one

should:

a) Start setting a good example right away

b) Set a good example after celebrating
the promotion

¢) Don't change your habits at all

d) All of the above

Training may be beneficial in the following
area:

a) Team building

b) Giving feedback

¢) Communication skills

d) All of the above

After becoming a supervisor, one should
review the job descriptions of:

a) Yourself

b) Each member of the team individually
¢) None of the above

d) Bothaandb

The first weeks as a supervisor should be
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spent:

a) Making major changes

b) Settling into your role as supervisor
c) Observing the team

d) Both b and ¢

If your team members disrespect you, you
should:

a) Respond emotionally

b) Shout at them

¢) Give them a logical response

d) All of the above

In Tuckman and Jensen’s stages of team

development, Storming is:

a) Team members start to discover
similarities too.

b) Team members are now comfortable

with each other and work together well.

c¢) Team members discover differences
and butt heads
d) Team members are just meeting

In Tuckman and Jensen’s stages of team

development, Norming is:

a) Team members start to discover
similarities too.

b) Team members are now comfortable

with each other and work together well.

c¢) Team members discover differences
and butt heads
d) Team members are just meeting
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9)

10)

In Tuckman and Jensen’s stages of team

development, Performing is:

a) Team members start to discover
similarities too.

b) Team members are now comfortable

with each other and work together well.

c¢) Team members discover differences
and butt heads
d) Team members are just meeting

When coming on board as a supervisor to

an established team, one should:

a) Get started on the wrong foot and
confront everyone about what they're
doing wrong

b) Spend the first few weeks watching the
team if you can

c) Make big changes right away

d) All of the above
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Module Ten: Review Questions

D)

When asking questions:

a) Ask the right questions

b) Ask the right people

c) Ask the right people the right questions
d) Ask everyone questions constantly

The following is an example of an open-
ended question:

a) Who?

b) What?

c¢) Where?

d) All of the above

If shy about questions, one should:

a) Confront people with anger

b) Not ask the questions at all

c) Observe silently

d) Begin the question with ‘I'm just
curious’

Gemba is a term meaning:
a) Action

b) The actual place

c) Head quarters

d) None of the above

If you ‘go to Gemba’ you should:

a) Watch what is happening

b) Criticize what's happening within the
company

c) Ignore the frontline staff

d) Make unfounded assumptions
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10)

Training may encompass the following
skills:

a) Cooking

b) Cleaning

c) Leadership skills

d) Giving criticism

A supervisor's most important task is to:

a) Take care of all responsibilities
b) To discipline employees

c) To keep learning

d) All of the above

Training takes place:

a) Strictly in the classroom
b) Only by reading books
¢) Through many mediums
d) Justin the workplace

Inside Knowledge may help you:

a) You make worse decisions

b) Help you make informed, smart
decisions

c) Help your staff to work smarter

d) Both b andc

When you ‘go to Gemba’ you should

ensure your staff know:

a) That you are there to observe and
criticize
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c) That you are there to observe and not

to criticize
d) That you hate it
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