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Optimizing e-Learning

Module One: Review Questions

D)

What does your productivity rhythm
measure?

a) How you are most productive

b) When you are most productive
c) Where you are most productive
d) All of the above

Energy levels fluctuate throughout the
span of a workday.

a) True

b) False

Why is it important to determine your peak

performance times?

a) Itis not important to determine peak
performance times

b) You can better schedule your tasks

c) You will be able to determine which
tasks you do not want to do

d) None of the above
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4) What does it mean to have a good work-

life balance?

a) Spending an equal balance of time
between work and home

b) Working longer hours to get more
done

c) Prioritizing the demands in the
workplace over the demands of
personal life at home

d) Prioritizing the demands in one's
personal life at home, as well as the
demands in the workplace

5) What is time batching?
a) Grouping similar tasks together
b) A term that is interchangeable with
multitasking
¢) An approach that involves leaving
things for the last minute
d) To waste time

6) Who will benefit from time batching?
a) Individuals who have difficulty focusing
on a task
b) Individuals are simply looking to have a
productive day
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9)

¢) Individuals who are easily distracted
d) All of the above

Practicing good time management means

you are endlessly working around the
clock.

a) True

b) False

How are the most effective breaks spent?
a) Walking

b) Meditating

c) Sitting in fresh air

d) All of the above

What is multitasking?

a) An effective strategy for good time
management

b) The act of carrying out two or more
tasks simultaneously

c) A sufficient way to conquer a to-do list

d) A practice that is beneficial to your
productivity rhythm

dela) jlae Ao agas S Jass il i il 3anad) 3 oyl (7

S llad SY) dal ) ol yi6 oLl 2y CaS (8
‘;ﬁmﬂ (T
dalill (o
Gllall ¢l sell 8 Luslall (2
SlelyysladS (2

falgall 2023 58 Lo (9
i gl B 3 5)aY Allad Lpadl i) (]
g iy 8 STl Gfleges oLl Jad (@
sleall ils e (Ll AHS Tyl (g
N N ¢

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

3



4 nn o
Mseeyat
cademy

Optimizing e-Learning

10) What is often the outcome of multitasking? Talgall 203 dagi We a4 L (10
a) Stress JEPCIN
b) Poor performance elaY s (<
s (z

¢) Burnout

Slelayysl S (2
d) All of the above

Module Two: Review Questions 4l Baa 1) daa) ja
1) Which is not one of the four Ps of goal il panil day ) jealiall aaf Gl Legdd (1
setting? ‘"ﬁﬁ‘ (

Al (<
a) Positive . (<
b) People i (e
S (2
c) Personal
d) Possible
2) In the SMART acronym, what does the T T <~ 2e Lo « SMART _Laidl (4 (2
stand for? e (
L) «
a) Together < (<
dae (7
b) Two .
Qg (2
c¢) Tedious
d) Timed
3) When prioritizing your goals, it is better to se e S il Juad) (e ¢ dlilaal il glgl s vie (3
focus on several goals at once. ks S8 8
Ta (\
a) True s (&_1
b) False
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4) In the SMART acronym what does the M

stand for?

a) Multiple

b) Missing

) Meaningless

o O

) Measurable

In which area of your life can you use goal
setting?

a) Financial

b) Physical

) Spiritual

) All of the above

o o

6) Which of these is something that your

7)

goals should reflect?

a) The dreams and values of the media
b) The dreams and values of your friends
c¢) Your dreams and values

d) All of the above

Which of these is crucial for goal
achievement?

a) Creating vague goals

b) Setting unrealistic goals

c) Creating a goal that does not have a
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deadline
d) Track your progress towards your goal

8) When prioritizing, which goal should you T U3 o o (g3l gl Le ¢ ‘L’L*”b?‘ pai e (8
Ladd o3y i La dany By yia) (]
il e il sl al oS B jidl (@
At g s U 0l e Bl b 81 (g
gy g calaisae o 58l DA gecludie 3y (o

choose?

a) Choose a goal that identifies only what
you want

b) Choose a goal that will have the
greatest impact on your life

c) Choose a goal based on how long it
will take to achieve it

d) Spread yourself thin by focusing on
several goals at once

9) What is one of the best visualization tools? daall @l sl Juadl 8 L (9
a) A bargraph hd G (]
b) A PowerPoint presentation i u,af' (=
Wil (z

¢) A vision board
d) A list of goals
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10) It is best to keep a separate journal for Apaddll dliba 5 Jeall dlaiie daey BlEaY) Jad) 0e (10
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work and for your personal life.
a) True
b) False

Module Three: Review Questions
1) The 80/20 rule states that 80% of your
___come from only 20% of your
a) Errors / mistakes
b) Results / actions
¢) Time / actions
d) Results / friends

2) A deadline to complete a report due next
month can be considered urgent and
important on the urgent/important matrix.
a) True
b) False

3) Where would having lunch with a coworker
fall on the urgent/important matrix?
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a) Urgent and important

b) Important, but not urgent

c) Urgent, but not important

d) Not urgent and not important

A great tool in being more assertive is to
usea_____ nowhen interrupted.
a) Negative

b) Positive

) Manual

o O

) Timely

Which of these is the best description of

what time management is about?

a) Keeping your strategies that help you
manage time the same

b) Continuing habits and activities that
waste our time

c) Managing our time

d) Managing ourselves in relation to time

What is the 80/20 rule also known as?
a) Business logic

b) Pareto’s principle

C¢) Z notation

d) Urgent/important matrix
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7) What activities demand immediate

attention, but are often associated with
someone else’s goals rather than our own?
a) Not important

b) Not urgent

C) Important

d) Urgent

8) What is a powerful way of organizing tasks

based on priorities?

a) Business logic

b) Z notation

c) Pareto’s principle

d) Urgent/important matrix

9) Which of these is not an example of a

Positive No?

a) "l am uncomfortable doing that
because...”

b) “l don't have time to do that today, but
| can schedule it today.”

c) "l can't right now because | have
another project that is due by 5 pm
today.”

d) “l understand that you need to have
this paperwork filed immediately, but |
cannot file it for you.”
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10) What is the Positive No most appropriate S Y ¥ Sl 8 L (10
for? L}_'a\)AaJ\ P (!
dae D) (<

a) Aggressive people il s e 5 sl llad Tl il (2

b) Manipulative people Slelyy sl K (2

c) An effective strategy to control your
emotions
d) All of the above

Module Four: Review Questions dag) 1) Bas gl) daal e
1) Which item is a reason we generally e gae dkmﬂl-uu 2 @J\ aaial) LA‘ (1
procrastinate? lag Gl e U 2 (!
a) Unsure of where to begin Aabudagall 525 (<

el e e sennY (g

b) Task feels overwhelming Dlelyy sl S (2

c¢) No clear deadline
d) All of the above
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dagall 5l (@
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a) Have a clear deadline
b) Delay the task

c) Make more plans

d) All of the above

In the “Eat That Frog” analogy, what does
the frog represent?

a) Procrastination

b) A task that will have a great impact

c) Ideas

d) A task that will have low impact

What is the definition of procrastination?

a) Tackling the important actions that
have the biggest positive impact in
your life

b) The latest time or date by which
something should be completed

c) Delaying a task (or even several tasks)
that should be a priority

d) To bury or drown beneath a huge mass
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5)

Which of these is not a reason for
procrastination?

a) Inadequate resources available
b) Fear of failure or success

0

) Task feels overwhelming

o

) Passion for doing the work

Which way to overcome procrastination
can be defined as "help from a trusted
mentor, supervisor, coach, or expert can
give you some great insight on where to
start and the steps for completing a
project”?

a) Delegate

b) Delete it

) Do it now

) Ask for advice

o 0

The acronym S.T.ILIN.G can help when
feeling overwhelmed; what does the G
stand for?

a) Give yourself a reward

b) Give up

¢) Go home when completed
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8)

d) Getitdone

To reduce the temptation of
procrastination, each actionable step on a
project should take no more than how
many minutes to complete?

a) 5

b) 15

c 10

d) 20

What does the saying "If you have to eat

two frogs, eat the ugliest one first!" mean?

a) If you have two important tasks before
you, start with the biggest, hardest, and
most important task first

b) The key to reaching high levels of
performance and productivity is for
you to develop the lifelong habit of
tackling your major task first thing each
morning

c) Celebrate the completion of project
milestones and reward yourself for
getting projects done on time

d) You need to establish a positive
working environment that is conducive
to getting your work done

10) Which of the following is a common
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workplace distraction? Gaall (|
a) Silence " ek sl (<
. Al i g Al (g
A
b) An o.rganlz.ed space D, (o
c) A written list of your goals
d) Gossip
Module Five: Review Questions sl i) Bas gl dza)

€ ol Al alas (e 12 3 22y Y Al Lo (1

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

14



4 nn o
Mseeyat
cademy

Optimizing e-Learning

D)

Which is not a part of a basic filling
system?

a) Working files

b) Reference files

) DIY files

) Archival files

o 0

In managing workflow what are the four

a) Do, Done, Deliver, Double
b) Do, Decide, Defer, Detour
c¢) Do, Done, Doubt, Decide
d) Do, Delete, Defer, Delegate

One of the best ways to deal with email is
to set up rules to filter emails to certain
folders.

a) True

b) False

Which of the following is a great tool for

organizing office supplies?

a) One bin for everything

b) The use of labels on bins, baskets and
shelves

c) Keeping one main file for all
documents
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d) Having a designated person that can
retrieve office supplies

5) Which of these does not help to create an TAllad Joe dalise olii) (b 2ol ¥ L e 61 (5
i cilile ol o) (
Ll @l ¥ pen (@
Jesdl iy (z
=8 Jss daall (2

effective work space?

a) Setting up an effective file system
b) Gathering essential tools

¢) Managing workflow

d) Working around clutter

6) What types of files are used for materials JR Lgalatinl oy () o) pall Tasdtial) ikl g 56 o0 e (6

that are used frequently and needed close fal st 2 22 , s J);SL
at hand? mﬂrﬁ ((\

a) DIY files Jaadl lile (7
b) Reference files Adf clile (o

c) Working files

o

) Archival files

7) A calendar is not beneficial if it is L S S sl 2y Y (7
electronic. C“: (!
a) True (<
b) False
8) If a task is not yours to do, how should you 251 o)) g S ¢ Glaliatial (e Gl dagall S 1)) (8
respond? Leladl (]
a) Doit i
el (2
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b) Delete it
c) Defer it
d) Delegate it

Which of these is good advice for

maximizing your e-mail time?

a) Email is best handled constantly
throughout the day

b) Once you know the subject of the
message, open and read urgent e-
mails and non-urgent emails (like
jokes), and respond accordingly

c) Move all email to your junk or trash
can when finished

d) Ask your e-mail contacts to use specific
subject lines, and make sure to use
them yourself

10) For people with multiple responsibilities,

what type of calendar might be especially

valuable?

a) A productivity journal

b) A day-by-day calendar

c) Afiling calendar

d) An annual calendar organized by areas
of responsibility
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Module Six;: Review Questions

1) You should keep this in mind when

deciding if a task should be delegated.

a)

b)

Is the task an opportunity for growth of
another person

Will delegating a task jeopardize any
success

Weigh the effort to properly train
another person against how often the
task will reoccur

All of the above

2) When considering delegating a task, what

criteria should you consider?

a)
b)

Q)

d)

Can | fire them if they fail?

What is the current workload of this
person?

What training or assistance might they
need?

Band C

3) What is the first level of the Spheres of
Independence?
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a) Delegate waits to be told what to do B R T I (a
b) Delegate initiates action Lokl i le pam ol (2
c) Delegate acts, then reports
d) Delegate recommends what should be
done
4) Micro-managing is one of the best ways to sle Llaall 3l duadl (ge saal 5 8 jread) 3 510Y) 25 (4
keep control and stay updated. 2 gl e eladly f‘s"‘!‘ =
T (\
a) True (s (o
b) False
5) Which of these statements about Papma Gy sl doa Ol jlall o2 (e gl (5

sacluall (alla JPL LT Sllia (!

Janll aas 3ol ) Jadd liCay ¢ Jladll (a8l JUA (0 (@
il (S s ) s 53

O galis 568 3 d el Sy ¢ dall (il B 1) (2

delegation is true?
a) There is shame in asking for assistance
b) By delegating effectively, you can only

slightly expand the amount of work fe el sy
you can deliver Lae ST calig 1) oy sl ey (8 ¢ (JVI AN (2
c) If you delegate well, you can quickly S

build a strong and successful team of
people

d) At first sight, delegation will never feel
like more hassle than it's worth

6) Which of these tasks should not be €00 AN g i ity Y plgall 02 s 51 (6
< gl Aol i) (f
paadllaa g e el it 5 Al aled) (@
sailldin 5 O Leils (e dege (g

delegated to others?
a) Time-sensitive projects
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b)

C)

Tasks that have been assigned
specifically to you

A task that will provide an opportunity
for growth

A meaningful of challenging assignment

d)

7) What is not something that you need to

explain to a delegate?

Every exact step that you would take if
you were doing the project yourself
The goals you have for the project
What's expected of them during the
project

All timelines and deadlines

What is one way to encourage growth in a

delegate?

a)

Delegate solutions to others when
delegates come to you with a problem
Ask for recommended solutions when
delegates come to you with a problem
Micromanage as needed

Abdicate control altogether

G D dmadege (0

cladiy & 5 plally o o8 i 3] AAAT Baasa b ghad (IS (T

oot Pla pete gisie Lo (g
Al el pall s dta ) Jsloal) e (2

S gaiall (& saill mndil 3kl gaa) 4 L (8

peal s ) ()0 gaiall i Ladie g A3 Jslall (i ({

A<k

aeal s ) ()0 giall i Ladie Ly oo sall Jslall allal - (o

<
CENEN FEWEN R S N I
Lelai 3 sl e ol (2
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9) What is good advice when overseeing and dae o a8 sall 5 ol a8y die saall dapall (4 L (9
ity g ¢ e Ul 05 1 o Jaall LB 13 im (1
znaa JS dagally ol cliy jb giac

approving delegates’ work?
a) Even if you accept work that you're not

satisfied with, your team member will ol lin o ¢ e )y (5 o g3 Jaall B 1Y (o
learn to do the job properly ENFISIRNR I O

b) If you accept work that you're not lal Gl 4l iy 1368 ¢ e i gl el B 1Y (7
satisfied with, you won't be need to T JSy cllany olall )

complete the project yourself iy B g alady Ol ¢ dde Gual ) (S5l See GBI (2
Ta &S.&. K.AQ_A\ ;\Ji

c) If you accept work you're satisfied with,
it means that you don't have the time
to do your own job properly

d) If you accept work that you are not
satisfied with, your team member does
not learn to do the job properly

10) When good work is returned to you, what famdl daall 3 die alad dlle g gl e (10
should you do? 2] "J:J“n (
. 2l S (<
a) Recognize the effort il L B (g
b) Reward the effort Coilads (o

c) Take the credit for yourself
d) BothA&B
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Module Seven: Review Questions daglad) 3aa o) daa) e
1) Which step is not a part of building a good T b el (e 12 5a G AV 35hal) 4 L (1
ritual? Angall a3 (1

s Sl pa (@

a) ldentify the task i jimall [ 5l aa3 (g

b) Set the task in stone

dac il aleall aaas (2
c) ldentify the time and or triggers
d) Identify the sub-tasks
2) Which of the following is not an example € al) loa (el o Tle Gl (L Las éi‘ (2
of a good morning ritual? S 58 jaliecds ol (
Gl (@

a) Sleeping in as late as possible .
) llgle P eabaall Jdil) (7

b) Exercise idie Hshiddam g sl (2

¢) Morning meditation
d) Eating a nutritious breakfast
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3)

What is a “Trigger” in regard to setting up
a ritual?

a) A situation or event

b
C
d

~—

Exercise

— =

Thought or idea

~—

Specific time of day

What is the definition of a ritual?

a) A boring, repetitive life, with every
moment controlled and managed

b) No room for spontaneity

C) An activity set in stone

d) Any practice or pattern of behavior
regularly performed in a set manner

What is an example of an easy way to put

exercise into your schedule?

a) Three hours of swimming every day

b) Take a half hour to plan exercises for
the next week

¢) Do yoga in the morning before work

d) Exercise for a different length of time on

a different day of the week

Which of these is not an example of a ritual

that many people find helpful in
maximizing their time?

¢ mila Aalily (3laty Lo "adl" 58 Lo (3
G A
Gl (@
5% 8 (¢

poll e dmady (2

$ousihall oy 23 2 Lo (4
L) s Lo Sl oy ddaad S e ¢ By S5 Alaa Blin (]
Ll Jae Y (<
ab bl (g
Badaa A8y yhay Aty o 5) ja) by sl Jaai ol A jlas (2

fell o A el pa d Algw 48y 5k e JBe 2 W (5
o IS Aalid) (e el &35 (]
ed&\ t;m)dw_)umwmuuwh (c_a
Jeanll J8 Flall Al gl e (2
& sua¥] (e Calida 2 gy A AdlAL dyia ) Bl G pad (2

sk il e S laaay (sl e Yl cd oda e 6l (6
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o sl @l ey s (s N 2l e G (1
sl )l
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a) Check e-mail, news, and Web sites
throughout the day

b) Set up a system for maintaining your
Productivity Journal.

¢) In the morning, perform your tasks in
an organized, routine manner.

d) Lay out your clothes and prepare your
lunch the night before for maximum
efficiency

What is not a good idea to have as part of

your sleep ritual?

a) Filling out your Productivity Journal for

the next day
b) Vigorous exercise right before sleep
c) Enjoying a cup of tea
d) Taking a warm bath

Once you have been using a ritual for a

while, what might you find?

a) That you have to constantly remind
yourself of the ritual

b) That you cannot live your life without
things happening at exactly the same
time every day

¢) That your day becomes repetitive

d) That you have bits of extra time here
and there

ol Al iy e e Jliall A slacls (o

ity g deaie A8y sl clalga sl pl ¢ Flall 4 (2

i) ALl AL 3 s (5 s Sladle g3, (3
3ol e HM il

fela g usila (ge o 5aS dlial (6 O a3 88l L (7
Sl a sl daliy) s eda (I
3 il a5l J 5 8 oy (@
Gl e oS il (7
PSR A (2

Pipna (o silal Slalafin) day 0aa3 8 M L (8
oosihally ) el eluds pSxielle asf
Ol 0 eV s o 50 il Gl of Sy Yl (@
as2 OS Japally i )
o S0 (2
Alia 5 s L) 5l e QI Ll o (2
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9) Which of these is a good idea for lin sl sl B 3 %8 aey L Lee ) (9
OV s Anlad) claluball Jie s jeaY) dlaclus of (Say (]
eliall O e Sl e jalid) Jusdal) alkasy Jaas

GllaS (585 Laxie jala
& 5Dl plakall Cilia 5 dlae ) g gl Al Allae (2l (o

ritualizing meals?
a) Appliances like slow cookers and
delayed-start ovens can also help you

make sure supper is ready when you aaal)

are o uaadl 3 ALLE (3 et Als o5 AN Al Jams o (2
b) Spend your weekend making meals for Al s

the week to come plalall il 5 Jaglaiil ¢ gausl JS 4l (8 (e L h (2
c) Make a grocery list and do a el g sl

comprehensive shopping trip in several
grocery stores

d) Take two hours each weekend to plan
meals for the next week

10) What is not an example of a situation or G s of 4ld (e s 5l il gal YW Gl 2 L (10
event that will cause a ritual to come into o5 ol U“ﬁl’
play? ¢l Lalal) dpas il daliy) dlae cuyaadl P8 jie 3 (

. ALY ol s Grand) il pazy slill Aol 38 (@
a) Take ten minutes to update your 5 il Ghliall Gy 5 i (o] B et 35 (2
s AY

b) Take an hour to do some deep Glay e sad |8 ¢ ol 8 dal il o8 (o

breathing and stretches

Personal Productivity Journal

c) Take five minutes to clean off your desk
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or some other small area
d) During a break at home, read for ten

minutes
Module Eight: Review Questions ALalll) Bas gl daa) e
1) Using the PAT approach is great for e e laia¥) s )oY il 1 5el PAT el pladind 22y (1
meeting management. What does PAT ) "PAT G"”
stand for? gl cgell ¢ el (]

@‘Qﬁ}m‘w&&i («_1

a) Past, Approach, Tracking w5 AT 8 e ¢ sl (C

b) People, Alternate, Task
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c) Postpone, Again, Today el Y ¢ Jlee) Jsan ¢ sl (2
d) Purpose, Agenda, Time frame

2) When creating an agenda, it is best to Ly B ax )58 Jeadd) e ¢ Jueel Jgan olii) vie (2
hand it out at the beginning of the glaial
. T (\
meeting. e (o
a) True
b) False
3) What should you do if an item runs past its €4l anall gl pualiall aal 55t 13 el o o 13 (3

4 Al sy Lee e ganall Jll (I
Sl peaiall ) Ji g gl (o
glaia¥) aaais4ie sl (z

scheduled time?
a) Ask the group what they want to do

b) Skip it and move to the next item JueT Ui el 2l 213 (o
c) Finish it and extend the meeting
d) Remove the next item on the agenda

4) Action items should be clearly indicated, LYy el Z )l 6 aa ¢z gaa g Jaall alie aaat iy (4
with start and end dates. &= (
a) True
b) False

5) What is a reason that people generally do  flelaia¥l ) ¢ sallahy ¥ s gae ulil) dang o3l i e (5
DSW luall Lk clelaiay) sixs (]

not look forward to meetings?
JSells Al ) i s i Clelaial - (@

a) Meetings are always held early in the
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morning

b) Too many meetings lack purpose and
structure

c) Too many meetings bring together co-
workers and this creates conflict

d) Meetings are held daily and become
repetitive

How should you spend the first five

minutes of a meeting?

a) Waiting for any stragglers

b) Answering any questions

c) Open, casual discussions

d) Going over the agenda and getting
approval

In the PAT approach, which step is
described as “the backbone of the
meeting"?

a) Agenda

b) Approach

c) Purpose

d) Time frame

8) Typically, how long should meetings be?

a) They should exceed an hour

b) They should not exceed two hours

c) They should not exceed one hour

d) They should not exceed thirty minutes

ST Ly leliaYl diad (3

Selaia¥l (e A5V puedll G i O g S (6
Ll gl e LY (@
il g A gike Lille (z
4 gall o Jpeandl s Jlee) Json daal 0 (0

3l Ly o i (A 5 shall o8 L« PAT et & (7
o Laia D (g il

eV Jsaa (\

g (<

A (2

ol Y (2

faale Cilelaia¥) g8 piud of oy Gl 3ad) 4 L (8
delu Hiasigl oy (
Gifiels G L 13 Y (@
saalgdelu oo s 3V (7
488y (G e L YT (o
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9) What is your job as the chairperson of the

meeting?

a) To take minutes
b) To keep the meeting running according
to the agenda

c) To ensure all participants are in
attendance

To supervise participants’ behavior

during the meeting

10) What is an action to take at the end of a

meeting?

a) Get agreement that all items on the
agenda were sufficiently covered
Decide if a formal meeting is necessary
c) Make a list of what needs to be
discussed, how long you believe it will
take, and the person who will be
presenting the item

Make sure you ask for everyone’s
approval, including additions or
deletions

g Laiadll At S libelas o Le (9
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glaa¥) P oSl ol gl el a3
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Module Nine: Review Questions

1)

3)

As long as you schedule and prioritize,
things will always go as planned.

a) True

b) False

What should you do when you are going

overtime on an unexpectedly long task?

a) Keep rushing to get it done

b) Ask someone else to finish the task

c) Take a break and reprocess the task at
a later time

d) Give up on the task

What is a factor to consider when
preparing your schedule?

a) Itis better to underestimate your time
b) Itis best to avoid a schedule altogether
C) Make each task exactly one hour

d) Include buffer space in your schedule

4) What can you do to ensure others are

daulil) Bas ¢l) daal sa
L0 e yasin ¢ il ol g8 2paa 5 A gaally o585 Crad Lo (1
Ll blis s WS
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BaY Sy 8 degall dallae 2ol 5 Al jinl 3B (2
dagall e Al (o

el el gan dlae die adle) o g Al aladl 4 Lo (3
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staying focused on their assignments?

a)
b)
)
)

o O

Provide reminders

Be available to answer any questions
Give the individual a clear deadline
All of the above

5) What should a contingency plan include?

a)

Who is responsible for general
responsibilities if you are absent for an
extended period of time

When you will return back to work
Contingency plans are not necessary
None of the above

6) What is a common barrier to success?

a)
b)
)
)

o 0O

Teamwork
Lunch breaks
Buffer space
Fear of failure

7) Why may an individual fear failure?

a)
b)
)
)

o o0

Past failures

Lack of direction
Low self-confidence
All of the above
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8) How can you overcome your fear and win
back your time?
a) Ignore your fears
b) Visualize yourself achieving your
objective
c) Itisimpossible to overcome fear
d) Delegate the task to someone else

9) A positive mindset is what determines your
productivity.
a) True
b) False

10) What is an example of a positive

affirmation?

a) "l sometimes submit my work on time”

b) “There's just no way | can complete this
on time”

c) “l'will try not to procrastinate on this
task”

d) "l use my time effectively”

feli g salainal 5 o ga Mo il eliSay (2S (8
¢l lae dalas
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Al padiliagdl i (2

il aasd il s dulagy) sl (9
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Module Ten: Review Questions

)

3)

Practicing time management skills is the
solution to help you stay on top of your
game, and control your time.

a) True

b) False

Who has the potential to develop habits of
good time management

a) Managers

b) Accountants

c¢) Remote workers

d) Everyone

When do our minds work best?

5_pdlad) 5as gl) daal sa
Gelidl e ebinelud Jal) g gl 5 )3 Ol jle A jlas (1
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a) When we are focusing on multiple
tasks at once

b) When we are not bouncing back and

forth between tasks
c) Early in the morning
d) Late in the afternoon

Time management eliminates _

___that hinder an employee’s quality

of work.

a) Control and concentration

b) Collaboration and conversation
¢) Hard work and focus

d) Procrastination and distractions

___isthe key to success.
a) Multitasking
b) Working overtime

@)
~

Skipping lunch to complete work

£

Confidence

6) What is the connection between

confidence and productivity?

a) Productivity will improve confidence
b) Confidence will improve productivity

o o0

) Both A and B

Al gl 8 Ba0mie alga e S 5 Ladie (T
pleall G BLl s Blad & et ¥ lavie (@
Sl (g
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) Productivity will decrease confidence
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Optimizing e-Learning

7) How does time management help to ¢ gl Qe 8 gl 5l aelud oS (7
decrease stress? 3 kgl A‘{ﬂ‘ﬁ\ e ()
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b) It gives individuals direction Slels s L S

a) It gives individuals control
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C) It ensures time to recharge
d) All of the above
8) How does good time management feleall Jaall o i Maanall 5 oY) Higi cas (8
influence teamwork? pedll o g ga e (]
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a) Increases the chances of .
el e el dlia oS o) dadsall 0 (7

miscommunication sl e s (3
b) Effective teamwork will follow effective
time management habits
c) There is likely to be more arguments
d) It will decrease collaboration
9) Good time management skills are desirable A A IS Al Ay e e 2l gl 510 Gl e (9
for only certain companies. &= (!
a) True
b) False
10) What will increase your potential for Fam s il elia s (e 3 e Al L (10
promotional opportunities? leall aa o 5 (
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a) The ability to multitask ) .
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b) Procrastination sl I il e dee i (o

c) Always saying yes when given requests
d) Submitting high quality work on time
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