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Optimizing e-Learning

Module One: Review Questions

D)

Which of the following are true of soft

skills?

a) They are aspects of a person’s
personality

b) They are actions as well as
characteristics

c) They can promote better workplace
efficiency

d) All of these

The technical and knowledge skills we
bring to our jobs are known as which of
the following?

a) Soft skills

b) Hard skills

) El

d) None of these

@

The ability to identify with another’s
feelings is known as which of the
following?

a) Empathy

b) Sympathy

c) Projection

d) Role playing

Which of the following are components of

emotional intelligence?

a) Self-Awareness

b) Self-Management

¢) Relationship management

Ten Soft Skills You Need
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d) All of the above

The ability to recognize our feelings and
express them appropriately is known as
which of the following?

a) Psychological intelligence

b) Emotional intelligence

c) Emotional regulation

d) Emotion management

Professionalism does NOT require which of

the following?

a) Acting with integrity

b) Seeking to always be productive

¢) Communicating clearly with others

d) Maintaining a wide emotional distance
from colleagues

Which of the following is NOT true of soft
skills?

a) They are inborn

b) They can enhance productivity

¢) They can enhance work satisfaction

d) All of the above
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8)  Which of the following is the best way to Pacll) &l Jlgall skl A8 5k Juadl 0 b Les 61 (8
develop soft skills? U e ¢
a) Research them L Al paladlialie (o
ool (2

b) Watch other people apply them 2 e et (0
c) Practice )

d) None of the above

9)  Speaking clearly and politely to colleagues, Jle s eDlaall g eDlaall 5 33l el 5 = a5 Caaail (9

customers, and clients is an example of . f1ale é“
what? sl (
, wall Jal gl (@
a) Intelligence o
al Al (G
b) Good communication e (o
c) Professionalism
d) Band C
10)  What might be the result of increasing feial Calalatll (5 ginsa 33L dai ()5S5 Of (S 13 (10
your level of empathy? aaliyl - (l

a) Productivity Qy\_:‘j\j\ ((2
b) Understanding Slelaysl S (2
¢) Communication
d) All of the above
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Module Two: Review Questions

D)

Communication with written or spoken
words is known as which of the following?
a) Verbal

b) Nonverbal

¢) Oral

d) None of the above

Humans communicate in which of the
following ways?

a) With words

b) Through body language

c) Through art

d) All of the above

Approximately how much of our
communication is nonverbal?

a) 10%

b) 70%

) 50%

d) 90%

Which of the following communicates that
a person is listening?

a) Leaning away from the speaker

b) Crossing arms across the chest

c) Looking away from the speaker

d) Leaning forward towards the speaker

Rephrasing and repeating back to a
speaker what you understand her to have
said is known as which of the following?
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a) Projection
b) Reflection
c) Feedback
d) None of these

listening technique in which the listener
stays focused on the present and reflects
back what the speaker has said, is known
as which of the following?

a) Reactive listening

b) Engaged listening

c) Rapport listening

d) Active listening

Which of the following is true of open and
honest communication?

a) It creates trust

b) It helps to enhance productivity

) It enhances workplace relationships

d) All of the above

Which of the following is NOT true of open

and honest communication?

a) It builds trust

b) It allows you to choose how much
personal information you disclose

) It requires you to disclose all your
personal details

d) All of the above

Crossed arms, foot tapping, and not

looking up from your work, indicates what?
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10)

a
b
C
d

~—

You are not listening

~—

You are impatient

~—

You find others annoying
All of the above

~—

Sharing your personal life at work is highly
unprofessional.

a) True

b) False
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Module Three: Review Questions

D)

Which should be the first step in forming a
team?

a) ldentifying capabilities

b) Allocating deliverables

c) Setting a timeline

d) Reviewing the budget

What does identifying capabilities do?

a) Allows everyone to contribute at the
highest level

b) Makes the most efficient use of human
resources

c) Matches skills with needs

d) All of the above

Which of the following helps you step into
your role?

a) Understanding your goals

b) Understanding other’s roles

c) Having clear expectations

d) All of the above

What does stepping into your role do?
a) Makes you appear approachable

b) Improves your mood

¢) Allows you to be most productive
d) Makes connections with others

Why is learning the whole process
important?
a) It gives you a sense of the overall goal

JENAY Bas gl daa) sa

TG0 A 8 A5V a5kl o L (1
) bbias o) (#
Al jaall daal e (2

£33a3 il Jad 13 (2
G e ol o Aalidlly pesll zay (]
s ST e 45300 3 ) sall e BN (@
Glalia¥l e @l jleall Gllay (2
oda (IS (2

?‘ﬂ)}q‘;dsﬁ\‘_;cdmw&m@ (3
‘ﬂé\uﬁ\e@j (T
UJ_);S?\ J\}Ji ?@A (c._a
AMUUL’EJSJP)(C
a.JAdS(J

0l 50 8 Jaxtl Jais 13 (4
lagas s cllany (]
dalye sy (@
TSR il (o
o AY) g el Jany (2

$age Lia s Aglaall ale 13 (5

ala) Cangdly Wlusa] élaiay (i
Gliy i cliac] aledy Lo agd o dlaeluy (@
uy@\y&\ajw}y\omm&@m(c

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a



4 nn o
Mseeyat
cademy

Optimizing e-Learning

b) It helps you understand what your team
members do
c) It allows you to help others if they are

struggling
d) All of the above

What should a team member learn when

working on a team?

a) How to mind your own goals

b) The whole process

c) Only your own piece of the final
deliverable

d) Only the parts of the process that come
directly before your own part

A state in which we are totally immersed in
a project is known as which of the
following?

a) Flee

b) Zen

) Ebb

d) Flow

0

You should minimize which of the
following to achieve flow?

a) Work time

b) Focus

¢) Understanding of the whole process
d) Distractions

Stretching your skill set and cultivating flow
can be a great tool for
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a) Learning to work alone & oul IS8 dlee ol (o
b) Completing your work faster el skl (2
- IAA c B3

c) Professional development L G

d) None of the above

10) A flow state may be a key aspect of (e B Ae gane LY L ) Gils (3801l Alls (S5 38 (10
mastering a new set of skills. .Qbke‘-fé”
\
T Sl
a) True (o
b) False
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Module Four: Review Questions

1) Which should be your first step in problem
solving?
a) Define the problem
b) Generate the solution
c) Place the blame
d) None of these
2)  Which of the following is true of defining
the problem?
a) It makes it easier to place blame
b) It helps find the underlying issues rather
than symptoms
C) Itis unnecessary
d) None of these
3)  What should you generate?
a) Punishments
b) Alternative solutions
¢) A single solution
d) Nothing
4)  Which is true of generating alternative

solutions?

a) It helps to find the best solution

b) It makes all stakeholders feel included

) It helps to generate back up plans if the
first plan does not work

d) All of these
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How often should be plans be re-
evaluated?

a) Regularly

b) Never

c) Only when problems arise

d) Yearly

What does evaluating plans do?

a) Helps spot those that are unworkable
b) Helps find the best solution

C) Helps spot potential problems

d) All of the above

What should be considered when
evaluating plans?

a) Resources needed

b) Potential problems

c¢) Timeline

d) All of the above

Why should plans be re-evaluated?

a) Sometimes the most workable plan on
paper doesn't solve the problem

b) Circumstances may change from when
the plan was implemented

c¢) AandB

d) Neither A nor B
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9)  Once you've defined a problem, you can : ) JEEY) iy ¢ AL 2p0a5 2 jaas (9
moveonto_ : aslll el ()
dsall (<

a) Placing blame Jaadl 3352l (7

b) Solutions Josll ¢35 a3 (o

c) Getting back to work
d) Motivating coworkers

10)  Which solutions should be considered? e Dbl (o (A Jolall o2 L (10
a) Any suggested by experts from outside S A o A (
ealall b mai o il e Jal (@
driae (2
i (:

your company

b) Solutions based on what worked in the
past

c) Ones from your supervisor

d) All of them
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Module Five: Review Questions

D)

Which type of tasks should you schedule?
a) All

b) None

c) Only those that involve others

d) Only those that occur outside the office

What can help you better schedule tasks?
a) A good paper planner

b) Setting priorities

¢) Documenting your time for one week
d) All of the above

The tasks or projects that are most
important are known as

a) Demands

b) Roles

c) Priorities

d) None of these

What happens when we fail to set

priorities?

a) All tasks become equally urgent
b) We don't know what to do first

c¢) We waste time

d) All the above

What should you do with distractions?
a) Embrace them
b) Minimize them
¢) Eliminate them
d) None of these
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6) What does managing distractions help do? Fll a5l Axde aclud (gl L (6
a) Cultivate flow ) gasidel )y (]
b) Boost productivity m:j\ :Jl"’j‘ ((“"’
C) Manage time mi}g (i
d) All of the above

7)  Which is NOT true of multitasking? foleall 2aad e @y Y Le 55 (7

Lol ity (
Gl V) e (@
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a) It makes us more productive
b) It increases distractions

) It takes more time than mono-tasking gl 5y Al Hp b ol ) (o
d) Itis not an efficient way to manage time
8) Compared to mono-tasking, multitasking b plead) aanis caleadl-dnlal we 4550 (8

gl Caai
il e 23l 710 (<
gl e 23401 730 (2

takes
a) Half the time
b) 10% more time

Bl Ll (2
¢) 30% more time
d) The same amount of time
9)  The ability to effectively manage your time : Tlae (o Jlnd JS2 5 313 e 380 (9
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b) Mono-tasking Gyl (2

¢) Productivity
d) Professionalism
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10)  How can you ensure you are making the Ol 5 (e Baliias) acad] 53 il (g ST SliCay 2 (10
most of your time? Usadt
| | -
a) Scheduling N i‘;} C:‘ (('
ol A=l e d
Multitask "
b) Multitasking sl (2

c) Mono-tasking
d) Delegating
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Module Six: Review Questions dald) Bas gl 4l pa

1) What type of attitude should you cultivate?
a) Neutral
b) Positive
c) Practical
d) None of the above

2) A focus on which type of goals helps to
build relationships?
a) Your own
b) Others’
c) Shared goals
d) All of the above

3)  All but which of the following are ways to
demonstrate that you care for others?
a) Listening when they speak
b) Asking about their goals
c) Being honest with them
d) All of the above

4)  Which of the following is NOT true of self-
care?
a) It demonstrates self-awareness
b) Itis as important as caring for others
C) It need not be done at the expense of
others
d) It demonstrates selfishness

5)  All but which of the following helps build
trust?

a) Being honest with people
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b) Being good at your job
c) AandB
d) Neither A nor B

What does building trust help others do?
a) Pursue shared goals with you

b) Feel comfortable working with you

C) Investin you

d) All of the above

How should you view work?

a) As its own reward

b) Solely as a way to make money
c) As a path to power

d) As a way to build confidence

All but which of the following are signs that

you see work as its own reward?

a) You are excited to begin work each day

b) You are motivated only by your
paycheck

c) You feel a sense of contentment when
thinking about your work

d) You have a sense of gratitude about
your work and work life

Creatinga _____is one of the best things

you can do for your productivity and your
workplace happiness.

a) Goal

b) Strategic retirement plan

c) Positive attitude

Gulas (23 (2

falad o AV 48 el acly 3 L (6
las 48 jidal Gl dadie
dae deall B jpli (<
A il (2
Slelajsla S (o

fdanll L ye Sy Cas (7
o dala sl (

Jlll sl alis S Jatd (@
ALl Y s (z
aal) ol 4y ylS (2

SIS Jeall oy il e ciladle o L Lee o 2o Le S (8

fle dala
s S (@

Alee 8 6l vie Lajly 285 (g
idead) sLal s dllee Joa Jliia¥U i el (o

leo alitl) liSay ) oL Juzadl s el 2z (9
e (lSa 8 elinlau g Sliali) Jal e
ErRYY (T

RaadliuY) el dd (o
PREN I PO |
AL ) okl (s

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a



4 nn o
Mseeyat
cademy

Optimizing e-Learning

d) Path to power

10) A___ helpsyou build strong & Ol ae Ay 8 ClBde oLy e clacluy (10
relationships with team mates and ; sl Vs Gl
- BRSNS {
superiors e (
a) Well-paying job iy ) Janl Cij\ '
2 < (@
b) Mentor A i) o)) sl (o saia (g
c) Strong work ethic
d) HR rep

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

18



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Seven: Review Questions

D)

What do most of us do with the past?
a) Forgetit

b) Think it was worse than it was

¢ Inventit

d) Romanticize it

How can you overcome the good old days

syndrome?

a) Ask yourself if the past was as good as
you remember

b) Ask yourself what problems or
difficulties you encountered in the past

c) Try to look at the changes in a more
positive light

d) All of the above

What is true of the changing to manage
process?

a) It should be avoided

b) Itis destructive

C) Itis necessary for productivity

d) Nothing

Which of the following may require us to
change to manage process?

a) Changes in technology

b) Globalizing business

c) New needs in the market place

d) All of the above
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What is true of changing to manage

people?

a) It demonstrates that you care about
others

b) It is necessary because all people are
different

C) It requires adaptability

d) All of the above

Which is true of changing to manage
people

a) It should be avoided

b) It promotes unfairness

) It leads to unequal treatment

d) None of the above

What should you not demonstrate?
a) Flexibility

b) Sticking to what you know

c) Adaptability

d) Ability to navigate change

Which of the following shows adaptability?

a) Generating alternative solutions
b) Taking on new roles

c) Demonstrating confidence

d) All of the above
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10)

Two of the most important skills you can
have are

a) Talent

b) Adaptability
c) Flexibility
d) Band C

Some people mistakenly think that
shows weakness, or a lack of conviction
a) Nostalgia

b) Compromise

c) Being friends with the boss

d) None of the above
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Module Eight: Review Questions

D)

Which of the following are traits of self-
confident people?

a) They compliment others

b) They accept compliments

c) They aren't afraid to look silly

d) All of the above

Self-confident people are not afraid to be
what?

a) Busy

b) Respected

c) Wrong

d) None of the above

Why should you use a self-confidence

questionnaire?

a) It can be hard to gauge our own
confidence

b) IT helps point out areas where your
confidence is strong

) It helps identify ideas for building your
confidence

d) All of the above

Who should administer the confidence
questionnaire?

a) Manager

b) Yourself

c¢) Coworkers

d) Therapist
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Which of the following builds confidence?
a) Wishing to be like someone else

b) Dressing well

¢) Good posture

d) Band C

Which of the following helps build

confidence?

a) Practicing gratitude

b) Complimenting others

c) Spending time with people who
motivate you.

d) All of the above

Self-confident people do NOT do which of
these?

a) Put others down

b) Pay others compliments

c¢) Mentor others

d) Share the spotlight

Which of the following is a way to build
another person up?

a) Be a mentor

b) Pay them compliments

c) Share the spotlight

d) All of the above
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10)

Self-confidence is simply ___

a) Believing you know what to do

b) Believing you know how to do things
c) Believing you are good at what you do
d) All of the above

Self-confident people are never wrong.
a) True
b) False
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Module Nine: Review Questions
1) What should you focus on when receiving

feedback?

a) What you can learn

b) Whether you agree

c) Defending yourself

d) Giving feedback to the other person

2)  Feedback is offered in the spirit of

a) Being right

b) Punishing you

c) Helping you grow
d) Nothing

3)  What type of listening should you practice
when getting criticism?
a) Passive
b) Active
¢) Disengaged
d) Responsive

4)  You should be sure to do which of the
following after getting feedback?
a) Defend yourself
b) Vent
c) Give the other person feedback
d) Thank the person for the feedback

5)  What should you do after getting
feedback?
a) Analyze the feedback
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b) Identify areas you feel are valid
c) Make a plan to learn from the feedback
d) All of the above

It is ok to do which of the following when
you receive feedback?

a) Defend yourself

b) Get angry

c) Ask for time to think about it

d) None of the above

How can you clear the air after a feedback

session?

a) Reaffirm that you value the relationship

b) Thank the person for the feedback

c) Tell the person you value the feedback
and will consider it

d) All of the above

What should you never do after feedback?
a) Affirm the relationship

b) Consider whether you agree

c) Take time to consider

d) Hold a grudge

One of the hallmarks of a confident person
is the willingnessto

a) Address criticism

b) Instigated criticism

c) Seek out criticism

d) Accept that they might be wrong
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10)  Your boss expects perfection from you and Canll (& Glida ) (g 5 e JLasll ol 53y s (10
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a) True
b) False
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Module Ten: Review Questions

D)

What should you define when networking?
a) Need

b) Give

¢) Friend

d) Professional

What should you think about when you

network?

a) What other people can offer you

b) What you can offer others

c) What will result in the most benefit to
you

d) None of the above

What should you identify when
networking?

a) Others' goals

b) Others' interests

¢) Shared goals

d) All of the above

What should you focus on when identifying

others’ interests?

a) How you can help them meet these
goals

b) How their goals integrate with yours

c) How their goals integrate with your
company'’s

d) All of the above

What should you do when networking?
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a) Wait for others to approach you
b) Avoid others

c) None of these

d) Reach out

Which of the following is a way of reaching
out?

a) Social media sites

b) Joining groups

c) AandB

d) Neither A nor B

What should you do when a person is not
responding to your networking efforts?

a) Back off

b) Pursue them

c) Ask others to intervene

d) None of the above

Which is a sign that you should back off?

a) The person doesn't respond to your
emails

b) The person keeps rescheduling
meetings

c) The person doesn't accept your social
media request

d) All of the above

In order to expand your knowledge and
circle of support, you could:
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10)

a) Network

b) Take further training
c) Lead a course

d) None of these

Networking should only be done in person.

a) True
b) False
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