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Virtual Team Building and Management 

 إ   ة   ن ء      ق

Module One: Review Questions مراجعة الوحدة الاولى 

1) What is one characteristic of being self-

motivated? 

a) Being flexible 

b) Being emotional 

c) Able to type 35 WPM 

d) Always on time 

 

 خصائص الدوافع الذاتية؟هي إحدى    1) 

           ن  ( 

  ج ي   ع   ي (ب

 WPM 35ق   ة ع ى        (ج

   ئ   في    ق         ( 

 

  

2) A self-motivated person usually does what? 

a) Stays late at the office 

b) Makes lots of friends 

c) Takes multiple vacations 

d) Makes regular goals 

 

      ي ع  ة      عل     ؟    ص        ف  2)  

    ى في  ق    أ   في      ب ( 

  جعل             ص ق ء (ب

  أ   إج ز     ع  ة (ج

  جعل      ف   ع     ( 

 

  

3) What is one advantage of having an in-

person kick-off meeting? 

a) Employees can stay in a nice hotel 

b) Employees are able to ask questions in 

person 

c) Managers can write off the expenses 

d) Managers can hold longer meetings 

 

 ما هي إحدى مزايا عقد اجتماع شخصي؟3)  

                لإق    في فن      ف ( 

                 ح    ئ     ص   (ب

                 ب   ن     (ج

               ع    ج   ع      ل ( 

 

  

4) Which of the following is one option to 

hold an employee kick off meeting, if it 

can’t be done in person? 

a) Having an instant message session 

b) Talking by email 

c) Using video conference chat 

d) Holding a conference phone call 

     م             ي       ي    ع    ج   ع   ء      ف إ  4) 

      م  ه   ص  ؟

 ج    ع ل       ف     ( 

      ث ع           لإ     ني (ب

       م        ؤ            (ج

 ع    ؤ    ع     ه  ف ( 
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5) What is one benefit of having a diverse 

virtual team? 

a) It offers different points of views 

b) It allows for a higher turnover rate 

c) It allows the company to receive a 

discount 

d) It allows for employees to learn another 

language 

 

     ي إ  ى ف  ئ   ج   ف  ق  ف   ضي   ن ع؟5) 

        م  جه   ن          ( 

    ح   ع ل        ع ى (ب

    ح            ص ل ع ى  صم (ج

    ى   ح            ع م  غ   ( 

  

6) Teams are diverse because 

___________________. 

a) Every member drives a different car 

b) Every member works together for one 

goal 

c) Every team member is different 

d) Every member lives in another location 

 

 ___         ن ع    6) 

  ل عض           ة        ( 

 عض   ع ل  ع   ه ف      ل  (ب

  ل عض  في      ق     ف (ج

  ل عض   ع ش في      آ   ( 

 

  

7) What is one reason technology is so 

important on a virtual team? 

a) It proves how skilled they are 

b) It keeps them separated so they can 

work quietly 

c) It’s the only way to complete an 

assignment 

d) It’s the main method of communication 

 

               ب    ي  جعل     ن   ج    ه   ج   في ف  ق 7) 

  ف   ضي؟

           م  م  ه ة ( 

     هم  ن ص      ى     ن        ع ل  ه  ء (ب

 إنه                ة لإ   ل  ه   (ج

  نه             ئ      لا ص ل ( 
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8) Which of the following is a form of using 

technology to communicate? 

a) Mailing a letter 

b) Sending an email 

c) Jotting on a sticky note 

d) Passing out a memo 

 

 

  ي       ي      ل        ل       م     ن   ج        صل؟8) 

 إ   ل               ( 

 إ   ل      إ     ني (ب

 ع ى     ة  زج   ه      (ج

           ة ( 

 

  

9) A remote worker must have which of the 

following traits: 

a) Self-discipline 

b) Self-motivated 

c) Self-directed 

d) All of the above 

 

  جب            ع  ل ع   ع   أي                  :9) 

  (   نض         ي

 ب(    ف       

 ج(     ج ه      ي

  .  ل        علا 

 

  

10) Characteristics of a self-motivated person: 

a) No fear 

b) Not goal oriented 

c) Inflexible 

d) None of the above 

 

  ص ئص     ص    ي    ه    ف       :10) 

  (     ف

 ب(        جه  ن     ه ف

 ج( غ      

  (    يء       ق
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Module Two: Review Questions مراجعة الوحدة الثانية 

1) Personality traits speak _________________ 

than skills alone( 

a) Louder 

b) More forceful 

c) Softer 

d) Half as much 

 

 __            ص       ث1) 

  ع ي ( 

      ق ة (ب

  نعم (ج

 نصف      غ ( 

  

2) Which of the following is considered a 

negative personality type? 

a) The people pleaser 

b) The helper 

c) The gossiper 

d) The assistant manager 

 

  ي       ي  ع       ن ع     ص          ؟2) 

   ن س     ( 

      ع  (ب

       ة (ج

    ع         ( 

  

3) Which of the following could be 

considered a rule of engagement? 

a) Finding out where the employees eat 

for lunch 

b) Defining who to contact for help 

c) Determining what to do in an 

emergency 

d) Knowing when to go to bed 

 

  ي       ي       ع      ق ع ة       ؟3) 

  ع ف       أ ل            ن  ل  ع م   غ  ء ( 

           جب    ص ل  ه    ص ل ع ى      ع ة (ب

           جب      م  ه في            ئ (ج

  ع ف    ى    ب إ ى      ش ( 

  

4) What is one example of a rules of 

engagement flow plan? 

a) A chain letter 

b) An employee directory 

                  ع ى       فق ق  ع         ؟4) 

         ف ( 

    ل    ف (ب

 ق ئ        ي         لإ     ني (ج

  ج ة    ف ( 
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c) An email recipient list 

d) A phone tree 

 

 

 

  

5) Setting up ground rules helps prevent 

what? 

a) Team work 

b) Absences 

c) Conflict 

d) Fun 

 

  ض       ع             ع  ع ى  ن    ؟5) 

   ع ل   ج  عي ( 

   غ  ب (ب

 نز ع (ج

     ح ( 

  

6) Which of the following could be an aspect 

for ground rules? 

a) Lunch menus 

b) Equipment purchasing 

c) Payroll deductions 

d) Email usage 

 

 

  ي         ي              ج ن        ع         ؟6) 

 ق  ئم   غ  ء ( 

    ء    ع    (ب

  ص           ب (ج

       م         لإ     ني ( 

  

7) Introductions are important to a virtual 

team because: 

a) Employees may not see each other 

another time 

b) Employees can make judgments on 

their coworkers 

c) Employees can decide who they want to 

work with 

d) Employees will pick their permanent 

         ه       ق       ي      ؟7) 

 ق      ى           عضهم    عض في  ق  آ   ( 

               إص        م ع ى ز لائهم في   ع ل (ب

                                 ع ل  عه (ج

                     ء م     ئ     لال        ق  ( 
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partners during this time 

 

  

8) Which of the following could be 

considered and icebreaker topic? 

a) What do you do in this company? 

b) What kind of pet do you have? 

c) Did you get last week’s memo? 

d) Do you know what the dress code is for 

meetings? 

 

  ي         ي        ن   ف ه    ض ع         ج   ؟8) 

        عل في           ؟ ( 

  ي ن ع          ن              ؟ (ب

     ة      ع     ضي؟ ل  ص   ع ى  (ج

  ل  ع ف            س  لاج   ع  ؟ ( 

  

9) When employees are _____ and work 

together, they work harder to accomplish 

the job( 

a) Self-directed 

b) Happy 

c) Certain of the rules 

d) Diverse 

 

 

 

 

 

بجد عندما يكون الموظفون _____ ويعملون معاً ، فإنهم يعملون 9) 

 أكبر لإنجاز الوظيفة

 أ( التوجيه الذاتي

 ب( سعيد

 ج( بعض القواعد

 د( متنوعة

  

10) Many people can master a certain skill set 

or become experts in many things, but 

their __________is what can set them apart.  

a) Work ethic 

b) Personality 

c) Schedule 

d) None of the above 

يمكن للعديد من الأشخاص إتقان مجموعة مهارات معينة أو أن 10) 

يصبحوا خبراء في العديد من الأشياء ، ولكن __________ هو ما 

 يمكن أن يميزهم عن بعضهم البعض.

 أ( أخلاقيات العمل

 ب( الشخصية

 ج( الجدول الزمني

 د( لا شيء مما سبق
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Module Three: Review Questions مراجعة الوحدة الثالثة 

1) What is one problem for scheduling a 

meeting with a virtual team? 

a) Employee attitude 

b) Prime locations 

c) Different time zones 

d) Employee needs 

 

     ي       ج      ج   ع    ف  ق     ي؟1) 

   قف      ف ( 

      ق     ئ     (ب

  ن  ق ز ن          (ج

      ج        ف ( 

  

2) What is one way a manager can keep 

track of employee schedules? 

a) Ask the employees every week 

b) Keep a log or chart 

c) Change their hours to fit the manager’s 

schedule 

d) Color file folders 

 

 

 

             ي إ  ى          ي                     ج   ل 2) 

  ه ؟

   أل           ل     ع ( 

           جل         (ب

  غ      ع   ع  هم    ن  ب    ج  ل        (ج

  ج                  ن  ( 

  

3) How can managers ensure that employees 

are aware of the meeting agenda ahead of 

time? 

a) Tell them at the beginning of the 

meeting 

b) Notify one member to let everyone else 

know 

c) Call each one and give them a summary 

d) Email it to them before the meeting 

  ف                  أ                  ع ى ع م  ج  ل 3) 

  ع  ل   ج   ع في  ق      ؟

      م في         ج   ع ( 

   ج    إعلام       عض ء لإعلام (ب

   صل   ل       نهم   ع هم    ص  (ج

     ه  إ  هم ع           لإ     ني ق ل   ج   ع ( 
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4) It is important that employees know what 

about each meeting? 

a) The purpose 

b) The snacks provided 

c) The possible location 

d) The end time 

 

 ع   ل  ج   ع؟      هم     ع ف               4) 

   غ ض ( 

    ج                    (ب

     ق        ل (ج

  ق    ن ه ء ( 

  

5) Why is it important to share meeting 

topics ahead of time? 

a) So employees can make excuses not to 

attend 

b) So employees can prepare themselves 

c) So employees can decide where the 

meeting will be 

d) So employees can decide if they want 

to go at all 

 

 

             هم          ض ع     ج   ع   في  ق      ؟5) 

   ى                       م  ع     ع م    ض   ( 

   ى                   إع     ن  هم (ب

   ى                                ج   ع (ج

                     إ     ن               ب   ى        ( 

 ع ى  لإ لا 

  

6) When employees have a chance to add 

topics to a meeting, they feel they are 

what? 

a) Being overworked 

         ف ص  لإض ف    ض ع   إ ى  ج   ع   ، عن       ح 6) 

 فإنهم   ع     أنهم     ؟

   ع ل   ز ئ  ( 

  زعج        (ب

  غ     ن  ق      ق (ج



 

11 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

b) Annoying the manager 

c) Changing the format of the team 

d) Contributing to the team 

 

          في      ق ( 

 

 

 

 

 

7) When the moderator of the meeting does 

all of the talking, employees can feel 

____________. 

a) Excited 

b) Useless 

c) Relaxed 

d) Anxious 

 

عن       م    ف   ج   ع   ل    لام،                  7) 

 _____   ع   

     س ( 

 ع   ه     ئ   (ب

     ح (ج

 ق ق ( 

  

8) Meetings should be a time of group 

discussion, not ___________________________. 

a) One-sided information sharing 

b) Discussions about pay raises 

c) Requests for a transfer 

d) Personal discussions 

 

 __  جب           ج   ع    ق   ن ق   ج  ع  ،    س8) 

           ع         ج نب      ( 

  ن ق      ل ز        ج   (ب

             ل (ج

  ن ق      ص   ( 

  

9) Once the virtual team is assembled, what 

is the next step? 

a) Finding the appropriate outfit 

b) Preparing employee evaluations 

c) Holding a meeting with the whole team 

d) Setting up the room 

    ي إ  ى    ع         ي   جه ه     ي      ل  ج   ع      ه  9) 

   ف   ضي؟

   ع    ع ى   زي    ن  ب ( 

 إع                     (ب

 ج      ق   ن  ب (ج

 إع      غ ف  ( 
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10) Virtual teams have a harder time 

scheduling meetings because __________. 

a) Not everyone will have the same 

equipment 

b) Employees are in different locations 

c) A and B 

d) Neither A nor B 

 

 

تواجه الفرق الافتراضية صعوبة في تحديد مواعيد الاجتماعات 10) 

 لأن __________.

 أ( لن يكون لدى الجميع نفس المعدات

 ب( الموظفون في مواقع مختلفة

 ج( أ و ب

 د( لا أ ولا ب

 

 

Module Four: Review Questions مراجعة الوحدة الرابعة 

1) Early communication helps prevent what? 

a) Employee tardiness 

b) Missed reports 

c) Future problems 

d) Employee vacations 

 

    ع       صل        ع ى  ن      ؟1) 

  أ        ف ( 

              ئ   (ب

       ل            (ج

 إج ز            ( 

  

2) What is one way to establish early 

communication with employees? 

a) Make phone calls at random 

b) Send regular emails on a scheduled 

basis 

c) Decide which employee has the lowest 

quota 

d) Send emails alphabetically 

 

     ي إ  ى       لإن  ء   ص ل                 ؟2) 

 إج  ء                ع   ئ   ( 

 إ   ل    ئل         لإ     ني   ع     ع ى    س  ج  ل (ب

            ف    ي    ه  قل  ص  ن     (ج

      ني   ج   إ   ل    ئل         لإ ( 

  

3) When creating rules of responsiveness, the  (3                    ؟عن  إن  ء ق  ع      ج   ،  جب ع ى     
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manager must first decide what? 

a) What they want to say 

b) Who will they send it to 

c) When they will send it 

d) How soon they want a response 

 

           ق  ه ( 

           نه (ب

   ى       نه (ج

   ى            ( 

  

4) When sending information, the manager 

must include what to the employee? 

a) A time frame to reply 

b) Who to reply to  

c) The information needed in the reply 

d) The time the email was sent 

 

 

 

 إ   ل    ع     ،  جب      ض                  ف؟عن  4) 

 إ    ز ني لإ   ل    ( 

         ه    ة    ى إ ى (ب

    ع               في      (ج

    ق     ي  م ف ه إ   ل         لإ     ني ( 

  

5) When people communicate face to face 

they are able to do what? 

a) Look at the person’s outfit 

b) Read body language 

c) Watch other people in the room 

d) Better understand the person 

 

 عن        صل   ن س  جه    جه فهم ق      ع ى فعل     ؟5) 

  ن   إ ى زي     ص ( 

 ق  ءة  غ    ج   (ب

      ة     ص آ     في   غ ف  (ج

 فهم  فضل     ص ( 

  

6) Face to face communication is necessary 

when __________________________. 

a) The person is being mean 

b) Other methods are too hard 

c) Nothing else is available 

d) Other methods are ineffective 

 

 ____      صل  جه    جه ض   ي عن   6) 

     ص  ج ي  عني ( 

        ى صع     غ    (ب

     ج   يء آ      ح (ج

 غ   فع           ى ( 
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7) One tool to use for informal 

communication is what? 

a) An employee evaluation 

b) A group meeting 

c) An email 

d) A board meeting 

 

 

 إ  ى              م  لا ص ل غ        ي  ي     ؟7) 

     م      ف ( 

  ج   ع  ج  ع  (ب

      إ     ني (ج

  ج   ع  ج س  لإ   ة ( 

  

8) One tool to use for formal communication 

is what? 

a) A group meeting 

b) A telephone call 

c) An email 

d) A fax letter 

 

 

 

    ة     ة        ه  في    ص                   ؟8) 

  ج   ع  ج  ع  ( 

               (ب

      إ     ني (ج

       ف  س ( 

  

9) ____________are/ is a key component to any 

successful business  

a) Rules 

b) Communication 

c) Time 

d) Tools 

 

____________  ي /  ي       ئ  ي  ي ع ل  ج  ي 9) 

 ن جح

  (      ع 

 ب(    ص   

 ج(    ق 

       )  

  

10) ____________are/ is a two way street.  

a) Relationships 

b) Respect 

c) Communication 

 ____________  ي /  ي    ع      ج    .10) 

  (   علاق  

 ب(       م

 ج(    ص   

  (    ن ل
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d) Commuting 
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Module Five: Review Questions مراجعة الوحدة الخامسة 

1) When speaking with employees, do not 

_______________. 

a) Laugh 

b) Sugar coat 

c) Be serious 

d) Talk clearly 

 

 ___      ث            ،  عن  1) 

  ض   ( 

  ع ف       (ب

     ج    (ج

    ث   ض ح ( 

  

2) When a manager tries to hide information, 

this can make the employee do what? 

a) Quit their job 

b) Feel happier at work 

c) Be more productive 

d) Lose trust in the manager 

 

   ع     ،               جعل عن        ل      لإ   ء 2) 

      ف   عل     ؟

     ع  هم ( 

    ع       ع  ة في   ع ل (ب

         إن  ج   (ج

 ف           في        ( 

  

3) Why is it important to stay in constant 

contact with employees? 

a) To show your support for them 

b) It gives you something to do 

c) To keep an eye on their behavior 

d) It lets them know you are always 

around 

 

             هم      ء ع ى   ص ل   ئم            ؟3) 

 لإ ه    ع    هم ( 

  ع      ئ     ع ه (ب

 لإ   ء   ع   ع ى     هم (ج

    ح  هم  ع ف   ن    ئ      ه  ( 

  

4) What is one way to stay in constant contact 

with employees? 

a) Send an email every now and then 

b) Call employees randomly 

c) Make regular phone calls 

     ي إ  ى            ء ع ى   ص ل   ئم            ؟4) 

 إ   ل      إ     ني             لآ   ( 

     ع ء             ل ع   ئي (ب

 إج  ء                 ن     (ج

 إ   ل نص ج  عي إ ى      ق ( 
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d) Send a mass text to the team 

 

 

 

 

  

5) When managers assume employees have 

what they need, employees can feel what? 

a) Annoyed at the workload 

b) Bored with the assignment 

c) Afraid to ask for more help 

d) As though the manager gave them too 

much 

عن        ض                         هم        ج   إ  ه، 5) 

                    ع         ؟

  نزعج    عبء   ع ل ( 

      ل       ه   (ب

   ئ        ب    ز           ع ة (ج

                   ع   م        ( 

  

6) It is important that managers never assume 

what? 

a) That the employee will complete their 

work 

b) That an employee can do everything on 

their own 

c) That an employee will never need a 

vacation 

d) That the employee loves their job 

 

       هم                   ض          ؟6) 

         ف     ل ع  ه ( 

               ف    نه فعل  ل  يء  (ب

         ف        ج إ ى إج زة (ج

         ف   ب      ه ( 

  

7) Email accounts can often be what? 

a) Hard to use 

b) Fun to work with 

c) Not helpful 

d) Misused 

 

               لإ     ني              في                7) 

     ؟

      صعب        ه  ( 

   ع    ع ل    (ب

 غ        (ج

    ء        م ( 

 

 

8) When establishing an email protocol, it is  (8ل      إ     ني،       هم           ؟ عن  إن  ء        
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important to outline what? 

a) Specific guidelines for using email at 

work 

b) What email server is being used 

c) How to remember your password 

d) Rules for mailing management and 

other employees 

 

 

 إ           ة       م         لإ     ني في   ع ل ( 

          م         لإ     ني ق          م (ب

                            ص     (ج

 ق  ع  إ   ة                   لآ     ( 

  

9) Remain honest, even if ________. 

a) It’s with virtual employees 

b) It has a negative connotation 

c) You don’t want to 

d) None of the above 

 

 

 

 كن صادقاً ، حتى لو ________.9) 

 أ( إنها مع موظفين افتراضيين

 ب( لها دلالة سلبية

 ج( أنت لا تريد ذلك

 د( لا شيء مما سبق

 

  

10) It is important for you to stay in constant 

contact with your team members. 

a) True 

b) False 

 

 من المهم بالنسبة لك البقاء على اتصال دائم مع أعضاء فريقك.10) 

 أ( صحيح

 ب( خطأ
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Module Six: Review Questions مراجعة الوحدة السادسة 

1) Virtual teams depend on _________ from 

their other members. 

a) Humor 

b) Email responses 

c) Favors 

d) Trust 

 

 ع            ف   ض   ع ى _________     عض ئه  1) 

 . لآ    

       ه ( 

    ج             لإ     ني (ب

     ن   (ج

   ق ( 

  

2) Trust on a virtual team should be what? 

a) Overwhelming 

b) Mutual 

c) At a low level 

d) Uneven 

 

  جب             ؟    ع          في ف  ق  ف   ضي2) 

    ق ( 

      ل (ب

 ع ى     ى  ن  ض (ج

       ه ( 

  

3) To avoid the “Us vs. Them” mentality, it 

helps to remind employees of what? 

a) You are there to help them 

b) You are the manager 

  جنب ع     "ن       ل  م"، فإنه    ع  ع ى                3) 

     ؟

  ن   ن       ع  هم ( 

  ن         (ب

                 ص  (ج
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c) You have your own problems 

d) You are there when they are doing 

something wrong 

 

  ن   ن   عن      ع      ئ     ئ  ( 

  

4) When a manager makes decisions without 

consulting the team, the employees can 

feel what? 

a) Relieved 

b) Happy 

c) Unheard 

d) Relaxed 

 

 

 

 

عن                                   ة      ق،      4) 

               ع         ؟

     ح ( 

  ع   (ب

  م       ه (ج

     ح ( 

  

5) What is a best practice? 

a) A practice or procedure that has proved 

successful for the company 

b) A policy regarding job skills 

c) A standard in file sharing 

d) A rule about food in the company 

refrigerator 

 

     ي  فضل          ؟5) 

           إج  ء      نج  ه        ( 

         ع ق     ه              (ب

  ع    في                (ج

 ق ع ة   ل    ع م في  لاج         ( 

  

6) When a manager decides to share best 

practices with employees, it shows what? 

a) Pressure 

b) Haste 

c) Aggression 

d) Trust 

عن                        فضل                      ، فه   6) 

   ضح     ؟

 ضغ  ( 

 عج   (ب

 ع     (ج

   ق ( 
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7) What is one way managers can encourage 

a sense of ownership in employees? 

a) Ask them to write ideas down for later 

b) Tell employees to stick to the rules 

c) Encourage new ideas on the team 

d) Allow one person to make a suggestion 

each week 

 

    ي إ  ى          ي                   لا ه    ج   7) 

         ؟   ع              ى 

    ب  نهم         ف    في  ق    ق ( 

                    ز م       ع  (ب

   ج     ف      ج   ة في      ق (ج

      ح    ص           م  ق   ح  ل     ع ( 

  

8) Employees who have a sense of ownership 

are more likely to do what? 

a) Quit sooner 

b) Feel confident at work 

c) Complain more 

d) Ask for more projects 

 

 

                   هم  ع             م      ع ض    عل     ؟8) 

 إنه ء ع جلا ( 

    ع          في   ع ل (ب

    ى      (ج

    ب    ز               ( 

  

9) Creating an __________ environment in the 

workplace is a key factor to keeping 

employees happy and productive.  

a) Open and honest 

b) Structured and rigid 

c) A and B 

d) Neither A nor B 

 

  ق   ئ  __________ في        ع ل    ع  ل  ئ  ي 9) 

 لإ   ء           ع  ء   ن ج  .

  (  ن  ح  ص   

 ب(  ن م  ص ب

 ج(     ب

  (        ب

 

  

10) Establishing a sense of ownership can 

happen quickly for any employee. 

            ث     خ    ع               ع   ي    ف.10) 

  ( ص  ح

 ب(   أ
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a) True 

b) False 

 

 

  



 

23 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

Module Seven: Review Questions  الوحدة السابعةمراجعة 

1) Employees learn to work as a team when 

they do what? 

a) Work separately 

b) Respect differences 

c) Form cliques on the team 

d) Isolate others 

 

   ع م            ع ل     ق عن      ع        ؟1) 

   ع ل    ل  ن صل ( 

      م  لاف  هم (ب

     ل ز   ع ى      ق (ج

  لآ    عزل  ( 

  

2) When employees embrace their 

differences, they are able to do what? 

a) Open up to new ideas 

b) Finish a project faster 

c) Have more time off 

d) Work more independently 

 

 

 

 عن       نى             لاف  هم، فإنهم ق      ع ى فعل     ؟2) 

   ج   ة  ن   ح ع ى   ف     ( 

 إنه ء     ع    ل    ع (ب

    ص ل ع ى  ز         ق  (ج

   ع ل    ل          لا    ( 

  

3) Since no two people are alike, the team will 

have ____________ work styles. 

a) Similar 

b) Outstanding 

c) Humorous 

d) Different 

 

 

     ق ن        ء ع م  ج     ص        ه  ،         ى 3) 

 _____  ن    ع ل

 مماثل (أ
 المعلقه (ب
 مضحك (ج
 مختلف (د

  

4) The key to working with different work 

styles is what? 

a) Close minds 

     ح   ع ل         ب   ع ل                 ؟4) 

 ع  ل         ( 

   عن   (ب

      نه (ج
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b) Stubbornness 

c) Flexibility 

d) Creativity 

 

 إ   ع ( 

  

5) On a virtual team, it can be difficult to 

know a person’s cultural background 

because ___. 

a) Members do not socialize much in 

person 

b) Members like to stay separate 

c) Members try not to work in groups 

d) Members only care about themselves 

 

 ع ف               ف   في ف  ق  ف   ضي ، ق            صعب 5) 

     ص    ب     ب؟

   عض ء                   ص   ( 

   عض ء            ء  ن ص    (ب

     ل   عض ء ع م   ع ل في  ج  ع   (ج

   عض ء  ه      أن  هم ف   ( 

  

6) When we understand a person’s cultural 

background it can help us do what? 

a) Better understand the culture 

b) Know how to behave in the future 

c) Better understand the employee 

d) Decide if we like the person 

 

عن    ن هم              ف       ص            ع ن  ع ى      م 6) 

  أي  يء؟

 فهم  فضل      ف  ( 

  ع ف ع ى          ص ف في        ل (ب

  فضل فهم      ف    ل (ج

         إ    ن  ن ب     ص ( 

  

7) A stereotype can cause people to do what? 

a) Make more friends 

b) Learn more about a culture 

c) Ask more questions 

d) Form a misleading opinion 

 

             ب   ص  ة   ن     في      عل   ن س     ؟7) 

          ز        ص ق ء ( 

 ع ى    ز   ع       ف  ع ف  (ب

   ح    ز         ئ   (ج

     ل   ي  ض ل ( 

  

8) How can an employee overcome a 

stereotype? 

   ف           ف    غ ب ع ى   ص  ة   ن    ؟8) 

      عل        ص ( 

       ع إ ى     ص آ     (ب
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a) Interact with the person 

b) Listen to other people 

c) Make up their own information 

d) Ask the manager 

 

 

 

 

           ع          ص   هم (ج

   أل        ( 

  

9) _________ is always a good thing, but has 

the potential to ruin any team.  

a) A conference call 

b) Diversity 

c) An email chain letter 

d) A group conference  

 

جيد ، لكن لديه القدرة على تدمير أي _________ دائمًا شيء 9) 

 فريق.

  (        ج  ع  

 ب(    ن ع

 ج(            إ     ني        

  (  ؤ    ج  عي

 

  

10) Together, a team can __________. 

a) Embrace differences 

b) Create a new work culture 

c) A and B 

d) Neither A nor B 

 

 

 

 

 

 

 

 

 

 

 

 __________.معاً ، يمكن للفريق 10) 

 أ( تقبل الاختلافات

 ب( خلق ثقافة عمل جديدة

 ج( أ و ب

 د( لا أ ولا ب
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Module Eight: Review Questions مراجعة الوحدة الثامنة 

1) The first step to setting a clear goal is to do 

what? 

a) Decide what you will do to get there 

b) Find out who can help you do it 

c) Choose what route you will take 

d) Determine what you want to achieve 

 

 

 

      ة     ى          ف   ضح  ي      عل     ؟1) 

 ق         ع ه    ص ل إ ى  ن   ( 

  ع ف        نه    ع    في      م      (ب

           ق    ي      ه (ج

                    ه ( 

  

2) Setting goals can help the employee do 

what? 

a) Feel wanted 

b) Lose interest 

c) Stay focused 

d) Feel discouraged 

 

            ع             ف      ف ع ى فعل     ؟2) 

   ع            ( 

 ف ئ ة فض  ض  (ب

   ف  ع ى     ز  (ج

   ع    لإ     ( 

  

3) What is a Standard Operating Procedure? 

a) A procedure for operating office 

equipment 

b) A company’s procedure or policy that 

they use to do something 

c) A policy about food in the workplace 

d) A company’s procedure that is still in 

the testing phase 

 

       إج  ء     غ ل       ي؟3) 

 إج  ء    غ ل    ع             ( 

إج  ء                  ه     ي        نه       م   يء  (ب

   

         ل   غ  ء في        ع ل (ج

 إج  ء           ي    ز ل في               ( 

  

4) Learning an SOP can be most beneficial for 

whom? 

a) New employees 

           ف ئ ة    ؟         SOP  ع م4) 

        ج   ( 

        (ب

                   (ج
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b) Managers 

c) Current employees 

d) The CEO 

 

    ئ س    ن   ي ( 

  

5) Building a team culture can make the team 

________________. 

a) Feel like a family 

b) Resent each other 

c) Feel bored at work 

d) Separate from each other 

 

 

 

 ___      ق ن ء    ف       ق          جعل 5) 

   ع    أنن  ع ئ   ( 

    ع ض  عضهم    عض (ب

   ع       ل في   ع ل (ج

  ن صلا  ع   عضه      عض ( 

  

6) What is one way team members can 

socialize when they cannot get together in 

person? 

a) Send emails back and forth 

b) Form a community chat room 

c) Ask the manager for information 

d) Wait for the next employee meeting 

 

    ي إ  ى          ي       عض ء      ق     لا   ه  6) 

 عن           ع     ج   ع   ص  ؟

 إ   ل    ئل         لإ     ني        إ     ( 

     ل غ ف           ج    (ب

    ب              ص ل ع ى  ع      (ج

      ف      ي ن     ج   ع  ( 

  

7) Timely feedback allows a manager to do 

what? 

a) Reprimand the employee regularly 

b) Take a vacation 

c) Give a timely progress report 

d) Fire employees 

 

         عل في    ق     ن  ب    ح             عل     ؟7) 

     خ      ف   ن   م ( 

    إج زة (ب

     ي في    ق     ن  ب     م       (ج

        لإ   ء ( 
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8) Timely feedback can be awkward if the 

manager does not do what? 

a) Speak in soft tones 

b) Bring in a witness 

c) Offer a gift 

d) Get to know the employee 

 

        عل في    ق     ن  ب                 ج  إ       8) 

     ؟            عل

    ث  نغ    ن ع   ( 

   ض       (ب

     م      (ج

  ع ف ع ى      ف ( 

 

 

  

9) Finding success with a virtual team is easier 

than with a traditional team. 

a) True 

b) False 

 

   ع    ع ى   نج ح    ف  ق  ف   ضي   هل         ق        ي.9) 

  ( ص  ح

 ب(   أ

 

  

10) ___________ is one of the most elementary 

steps taken on the path to success.  

a) Sending a mass email 

b) Connecting by instant message 

c) Building a team 

d) Setting goals 

 

___________  ي إ  ى                    ي  م 10) 

         ع ى    ق   نج ح.

 إ     ني ج  عي ( إ   ل      

 ب(    ص ل ع     ق      ئل        

 ج(  ن ء      ق

  (            ف
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Module Nine: Review Questions مراجعة الوحدة التاسعة 

1) An employee’s results do not always reflect 

their what? 

a) Personality 

b) Daily activities 

c) Work skills 

d) Time management 

 

  ن  ئج      ف    ع س   ئ  1) 

   ص   ( 

   ن            (ب

  ه       ع ل (ج

 إ   ة    ق  ( 

  

2) What should the manager do if an 

employee presents with consistently poor 

results? 

a) Assign them to a new department 

b) Ask if they have any problems 

c) Investigate their daily schedule 

d) Discipline them 

 

      جب      عل        إ            ف    م         ن  ئج 2) 

   ئ       ؟

  ع  نهم إ ى ق م ج    ( 

   أل إ          هم  ي     ل (ب

       ق في ج   ه       ي (ج

  أ   هم ( 

  

3) What does it mean to be proactive? 

a) To support your team players 

b) To award your top team performers 

c) To act before a problem happens 

d) To fix a problem when it come up 

 

 

       عني              ق  ؟3) 

   عم  ع ي ف     ( 

   نح  فضل    ء        (ب

    ص ف ق ل    ث       (ج

 لإصلاح       عن      ه  ( 

  

4) What does it mean to be reactive? 

a) Act after a problem happens 

b) Take time to prevent something from 

happening 

c) Examine a problem beforehand 

d) Know the consequences of a situation 

       عني               عل؟4) 

    ص ف  ع     ث       ( 

     عض    ق    ن     ث  يء    (ب

 ف ص             (ج

     قف ع ف  ع  قب  ( 
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5) What is one method of check in? 

a) Asking a coworker about another 

employee 

b) Sending a letter to the employee 

c) Holding a group meeting for all 

employees 

d) Making a phone call to an employee 

 

     ي           ة    ج ل    ص ل؟5) 

    ف آ   ؤ ل ز  ل في   ع ل ع   ( 

 إ   ل       إ ى      ف (ب

 ع    ج   ع ج  عي  ج             (ج

 إج  ء                     ف ( 

  

6) Why is checking in an important task on a 

virtual team? 

a) It allows the manager to check for 

problems 

b) It allows the manager to feel good 

about themselves 

c) It allows the employee to complain 

more often 

d) It allows the employee to take more 

time off 

 

         م إ   ع  ه    ه   ع ى ف  ق     ي؟6) 

    ح              ق     ج       ل     ة ( 

    ح             ع      ض  ع  ن  ه (ب

    ح      ف       ى في                (ج

      ف  أ      ز         ق    ح  ( 

  

7) Before an employee is removed from a 

team, it is important the manager do what? 

a) Pack up all of their stuff first 

b) Examine all other avenues first 

c) Line up a witness to assist them 

d) Decide where they need to go 

إز         ف         ق،       هم       م        ق ل      م 7) 

  ع ل     ؟

  ز    ل         ء     ص   هم     ( 

 ف ص ج        ل     ى     (ب

  ص ف           ع  هم (ج

 ق   إ ى      جب           ( 
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8) Not removing the employee with poor 

performance can affect whom? 

a) The manager 

b) The one employee 

c) The entire team 

d) The other employees 

 

 

 ع م إز         ف ضع ف     ء          ؤ   ع ى   ؟8) 

 )        

      ف        (ب

      ق  أ   ه (ج

           لآ     ( 

  

9) Having a sense of ________ can boost their 

confidence and improve productivity.  

a) Freedom 

b) Trust 

c) A and B 

d) Neither A nor B 

 

    ع    ـ ________          عزز    هم        لإن  ج  .9) 

       )  

 ب(      

 ج(     ب

  (        ب

  

10) How can you stay ahead of the game and 

help employee’s succeed? 

a) Made them take a week off from work 

b) Have them watch you do the job first 

c) Be proactive 

d) All of the above 

 

   ف    ن       ء في      ع      ع ة      ف ع ى   نج ح؟10) 

  ( جع هم  أ     إج زة     ع      ع ل

 ب(  جع هم       ن     م     ه      ا 

 ج(         ق ا 

  ل        علا (  
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Module Ten: Review Questions مراجعة الوحدة العاشرة 

1) What is one example of communication? 

a) Instant messaging 

b) Telephone calls 

c) A faxed message 

d) A typing program 

 

                  ع ى     ج    ص   ؟1) 

 )                  

             ه      (ب

             س (ج

   ن  ج       ( 

  

2) The use of communication software can 

differ based on what? 

a) The speed of the connection 

b) The type of person using it 

c) The type of information sent 

d) The ease of using the program 

 

       م     ج    ص                ف ع ى    س     ؟2) 

   ع     ص ل ( 

 ن ع     ص    ي       ه (ب

 ن ع    ع              (ج

  ه          م     ن  ج ( 

  

3) What is one example of a collaboration 

and sharing tool? 

a) Microsoft Teams 

                  ع ى    ة    ع             ؟3) 

 ن ف  ي ج  ب     ز ( 

     ي         (ب
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b) Microsoft Word 

c) A and B 

d) Neither A nor B 

 

    ن       (ج

 )                

  

4) How does collaboration and sharing tool 

benefit the whole team? 

a) It gives everyone something to do 

b) It tracks all of their projects 

c) It makes the process fun 

d) It saves time among file transfers 

 

 

 

 

 

 

      ق  أ   ه؟  ف         ع        ة          4) 

 إنه  ع ي   ج      ئ    ع  نه ( 

       ج         عهم (ب

  جعل   ع        ع  (ج

   ف     ق      ع      ن ل         ( 

  

5) What is one aspect of project management 

software? 

a) Administering payroll 

b) Monitoring budgets 

c) Ordering new supplies 

d) Assigning employee tasks 

 

           ج  نب     ج إ   ة         ؟5) 

 إ   ة    ف          ( 

  ص      ز ن    (ب

   ب     ز    ج   ة (ج

  ع     ه م      ف ( 

  

6) One disadvantage of having project 

management software is that 

___________________. 

a) It can take time to install on each 

computer 

b) Employees can feel frustrated by not 

 ___     ع  ب  ج       ج إ   ة               6) 

 ق     غ           ع ى  ل          ق   ( 

  ع     لإ         لال ع م  ع ف                        (ب

   ع ل ع  ه

                    ع            نهم           ل  ق ق (ج

            ب  ع ل  جهزة           ( 
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knowing how to work it 

c) Employees can feel as though they are 

being micromanaged 

d) It can cause the computers to crash 

 

 

  

7) Finding out what works for your team can 

take what? 

a) Guessing 

b) Statistics 

c) Asking other people 

d) Trial and error 

 

  ع ف      ص ح                 أ     ؟7) 

 )         

    ص ء   (ب

  ؤ ل  لآ     (ج

    ج         أ ( 

 

 

 

 

 

 

 

 

8) Using what works for the manager and the 

team does not mean what? 

a) Everyone has to do the same thing 

b) Everyone is happy 

c) Everyone is on the same page 

d) Everyone is working together toward 

the same goal 

 

       م     ص ح              ق    عني     ؟8) 

 ع ى   ج         ع    ن س    يء ( 

   ج     ع  ء (ب

   ج    ع ى ن س   ص    (ج

   ج     ع ل  ع  ن   ن س   ه ف ( 

  

9) Success depends on _______. 

a) Hours worked 

  ع      نج ح ع ى _______.9) 

  (   ع     ع ل

 ب(           ي       ه 
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b) The tools you use 

c) A and B 

d) Neither A nor B 

 

 ج(     ب

  (        ب

  

10) What is one communication method used 

to deliver information quickly? 

a) Email 

b) Call 

c) Text 

d) All of the above 

 

     م    ع          ي إ  ى        ص ل           10) 

    ع ؟

  (         لإ     ني

 ب(    ص ل

 ج( نص

  ل        علا  ( 

 

 

 


