ﬁ@s'eey_ﬁ Virtual Team Building and Management

cademy
G 8l el g3yl
Module One: Review Questions (AT Baa gl daa) sa
1) What is one characteristic of being self- 453l @dl gl pallad saa) (L (1
motivated? brosid (l

WPM35 4 Je 3 08 (z
2aall il Alaly (2

a) Being flexible

b) Being emotional

c) Able to type 35 WPM
d) Always on time

2) A self-motivated person usually does what? f3le Jady Le sale (I3 adlall 53 paddl) (2
a) Stays late at the office S A S e T IC R
; Baal ¢ A<
b) Makes lots of friends sBaad) o il dany (@

_ ' aaeie <l jla) Al (z
c) Takes multiple vacations Al Gy Jeny (0

d) Makes regular goals

3) What is one advantage of having an in- ot pldial doe Ll je saa] oo L (3
person kick-off meeting? st é{i‘ﬁ o ABY) (il gall Sy ()
Laadd ALY 7l il sall Sy (@
claall Gl el (S (7
Jshl cilelaial e ¢ paall (Kay (2

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

4) Which of the following is one option to el o O 1Y) sl ey plaia) e g L Les 61 (4

flaadd 4 L)
LBl dee Al (I

s AN 3 e Sl (@
sl palge Ak j aldiil (z
el je jaline e (2

hold an employee kick off meeting, if it
can't be done in person?

a) Having an instant message session
b) Talking by email

¢) Using video conference chat

d) Holding a conference phone call
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5) What is one benefit of having a diverse T sile (oual 8 5o 8 2525 B s2a) 2 e (B
virtual team? ERIES )-‘m Cleaspiiy a5
el s duma ey (@
pad e Jpand 3, mey - (2
Al Aad alail cpils gall ey (2

a) It offers different points of views

b) It allows for a higher turnover rate

) It allows the company to receive a
discount

d) It allows for employees to learn another
language

6) Teams are diverse because oY e e (3 ‘(6
Ailide b ) 258 gme S
)y Ciagd e Jary goae S (@
Al S b Gy gme K (2

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

7) What is one reason technology is so B (8 1o dage L sl S a3 L) aaf 8 e (7
important on a virtual team? ?‘F""‘{m
b ygs a2 ?S Gty 138 (\
£ 93¢ Janll (e | 53Say s (pliadic agly (<
Aage JSY 2 AL ) (g
work quietly Dl el 45kl L3l (o
) It's the only way to complete an

a) It proves how skilled they are
b) It keeps them separated so they can

assignment
d) It's the main method of communication
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8)

10) Characteristics of a self-motivated person:

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

A remote worker must have which of the
following traits:

a) Self-discipline

b) Self-motivated

c) Self-directed

d) All of the above

a) No fear

b) Not goal oriented
c) Inflexible

d) None of the above
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Module Two: Review Questions

D)

Personality traits speak

than skills alone(
a) Louder

b) More forceful
c) Softer

d) Half as much

Which of the following is considered a
negative personality type?

a) The people pleaser

b) The helper

c) The gossiper

d) The assistant manager

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

¢) Determining what to do in an
emergency

d) Knowing when to go to bed

What is one example of a rules of
engagement flow plan?

a) A chain letter

b) An employee directory
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c) An email recipient list
d) A phone tree

Setting up ground rules helps prevent
what?

a) Team work

b) Absences

c) Conflict

) Fun

o

Which of the following could be an aspect
for ground rules?

a) Lunch menus

b) Equipment purchasing

c) Payroll deductions

d) Email usage

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

¢) Employees can decide who they want to

work with
d) Employees will pick their permanent
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partners during this time

8) Which of the following could be falal) Aa S g gumsa g 4 Sl Sy JU e 61 (8
considered and icebreaker topic? S, o (B e (
felal AVl il gall e g i sl (o
foaldl g ol s S e clan b (7
falelaadl bl oo Lecs i da (2

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?

9) When employees are ____ and work 2o Oslem el c e gglenyy absall S Ladie (9
together, they work harder to accomplish Akl Sy J-‘S‘
the job( B 45l ()
a) Self-directed el i j:((;
b) Happy Ao e (3
c) Certain of the rules
d) Diverse

10) Many people can master a certain skill set O sl Lme &l e A sane (8 (alaSY) (e paall (K0 (10
or become experts in many things, but L oS eld¥ pedl) el i sy
their __ is what can set them apart. ool pemny 02 b i O S

: Jeall gl (]
a) Work ethic ]
b) Personality el Jsadl (7

c) Schedule
d) None of the above
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Module Three: Review Questions 4G a6l daa) e

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

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

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

foalh (5 8 e plaial Ao A5 & W (1
Ciligall i (I

Kot ) gl pall (2

dabide dpiay bl (£
Cilagall cilalgal (2

il gl Jghan aiti o paall (Kar Al DRI gaa) oo e (2

e
& sl S il gl Jlud
Lhie f o Byl (o
A lal) clalal) lalaa (2

Jsample e Guila sall o e 2B 0 paall (Kay S (3
¢ S iy b plaay) Juac

glaia¥) Ayl b aa yal (]

el ey slme¥laaf de) (@

Ladle pghae s agia 2l S dail (2

glaia¥) Jd 5 S 2l e agall Ll (2

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

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

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

¢) So employees can decide where the
meeting will be

d) So employees can decide if they want
to go at all

6) When employees have a chance to add
topics to a meeting, they feel they are
what?

a) Being overworked
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b) Annoying the manager
¢) Changing the format of the team
d) Contributing to the team

7) When the moderator of the meeting does
all of the talking, employees can feel
a) Excited
b) Useless
c) Relaxed
d) Anxious

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

9) Once the virtual team is assembled, what
is the next step?
a) Finding the appropriate outfit
b) Preparing employee evaluations
¢) Holding a meeting with the whole team
d) Setting up the room
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10) Virtual teams have a harder time Glelaial) vel go pand (84 graa dual J8Y) 3 4 4a) 53 (10
. oY

il i gaaal) 520 (55 (1
Al il ge 3 (sl pall (0

scheduling meetings because
a) Not everyone will have the same
equipment

b) Employees are in different locations SY5IY (o
c) AandB
d) Neither A nor B
Module Four: Review Questions Ay ) Bas gll dxal e
1) Early communication helps prevent what? e e e Sl dual sill 2ely (1
a) Employee tardiness bl 2l (

aul plal (@
F N sl JSadl (2
c) Future problems il sl )
' BENEN
d) Employee vacations

b) Missed reports

2) What is one way to establish early C0h sall wa JSae Juatl cL23Y GORI (saa) o2 L (2
Ll sl 4piils CllSa ol ja)
Jae ol e Apalall 5 8N 25l Jily J )} (2
‘ G das J8 4l 3 Calisall yaat (g
b) Send regular emails on a scheduled Lond ooV a0 e, Jy) (0
basis )

communication with employees?
a) Make phone calls at random

¢) Decide which employee has the lowest
quota
d) Send emails alphabetically

3) When creating rules of responsiveness, the 913 5 Of ¥l el (e iy i) ael 8 6L3) 2ie (3
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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

4) When sending information, the manager
must include what to the employee?
a) A time frame to reply
b) Who to reply to
¢) The information needed in the reply
d) The time the email was sent

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

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
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7) One tool to use for informal
communication is what?
a) An employee evaluation
b) A group meeting
¢) An email
d) A board meeting

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

successful business
a) Rules
b) Communication
c¢) Time
d) Tools

10) are/ is a two way street.

a) Relationships
b) Respect

¢) Communication

are/ is a key component to any
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d) Commuting
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Module Five: Review Questions

D)

When speaking with employees, do not

a) Laugh

b) Sugar coat
c) Be serious
d) Talk clearly

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

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

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
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5)

8)

d) Send a mass text to the team

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

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

¢) That an employee will never need a
vacation

d) That the employee loves their job

Email accounts can often be what?
a) Hard to use

b) Fun to work with

c) Not helpful

d) Misused

When establishing an email protocol, it is
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important to outline what? Jaadl A& s ySIY) 2l aladind saase clals ) (0
a) Specific guidelines for using email at plasiny) m s ) A{J*” ?*Lf * Lo(=
work ch Aaldll H, 5l dalS SN A8S (7

- < hai A cpabhsall g a i 3 la) ael @ (2
b) What email server is being used (

¢) How to remember your password
d) Rules for mailing management and
other employees

9) Remain honest, evenif . . s cBala o5(9
a) It's with virtual employees Ol 8 (il e e Ll ()
Al ANa e (@

b) It has a negative connotation _ )
¢) You don't want to B len o2 Y (0
d) None of the above

10) It is important for you to stay in constant 8y 58 slme e pily Juai) e olad) el dpusilly el (44 (10
contact with your team members. S (!
a) True
b) False
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Module Six; Review Questions
1) Virtual teams dependon__ from

their other members.
a) Humor

b) Email responses
¢) Favors

d) Trust

2) Trust on a virtual team should be what?
a) Overwhelming
b) Mutual
c) At a low level
d) Uneven

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
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¢) You have your own problems
d) You are there when they are doing
something wrong

When a manager makes decisions without
consulting the team, the employees can
feel what?

a) Relieved

b) Happy

¢) Unheard

d) Relaxed

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

When a manager decides to share best
practices with employees, it shows what?
a) Pressure

b) Haste

c) Aggression

d) Trust
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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

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

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¢) AandB

d) Neither A nor B

10) Establishing a sense of ownership can

happen quickly for any employee.
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a) True
b) False
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Module Seven: Review Questions

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

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

Since no two people are alike, the team will

have work styles.
a) Similar

b) Outstanding

¢) Humorous

d) Different

The key to working with different work
styles is what?
a) Close minds
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b) Stubbornness
c) Flexibility
d) Creativity

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

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

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

How can an employee overcome a
stereotype?
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a) Interact with the person

b) Listen to other people

c) Make up their own information
d) Ask the manager

9) __ isalways 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

10) Together, a team can _
a) Embrace differences
b) Create a new work culture
c¢) AandB
d) Neither A nor B
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Module Eight: Review Questions

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

¢) Choose what route you will take

d) Determine what you want to achieve

Setting goals can help the employee do
what?

a) Feel wanted

b) Lose interest

c) Stay focused

d) Feel discouraged

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

Learning an SOP can be most beneficial for

whom?
a) New employees
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b) Managers
c) Current employees
d) The CEO

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

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

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
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8) Timely feedback can be awkward if the S s yae S o S anliall i 1) 3 Jadl) 0505 (8

manager does not do what? e iy ¥ J“““
i dacl Gleaty a3 ()
a) Speak in soft tones , .
SEYIVETOTEN N (=
e (g
C) Offer a glft u_b}d\ L;D oyt (J
d) Get to know the employee

b) Bring in a witness

9) Finding success with a virtual team is easier .58 G Al e el (oaal 5381 (33 8 e laill e 53l (9

than with a traditional team. e (!
a) True
b) False

10) ______is one of the most elementary & o Al <l ghadl (gaa) o (10
steps taken on the path to success. il b e el

e=len s S) & oy Jla )l
Al Bl N 3y sk e Juat¥ (o

o Gl el (7
¢) Building a team 1Y) yasl (a

a) Sending a mass email
b) Connecting by instant message

d) Setting goals
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Module Nine: Review Questions

1) An employee’s results do not always reflect
their what?
a) Personality
b) Daily activities
c) Work skills
d) Time management

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

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

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
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5) What is one method of check in?

Asking a coworker about another
employee

Sending a letter to the employee
Holding a group meeting for all
employees

Making a phone call to an employee

Why is checking in an important task on a

virtual team?

a)

b)

It allows the manager to check for
problems

It allows the manager to feel good
about themselves

It allows the employee to complain
more often

It allows the employee to take more
time off

Before an employee is removed from a

team, it is important the manager do what?

a)
b)
C)
d)

Pack up all of their stuff first
Examine all other avenues first
Line up a witness to assist them
Decide where they need to go
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8)

Not removing the employee with poor
performance can affect whom?

a) The manager

b) The one employee

¢) The entire team

d) The other employees

Having a senseof __ can boost their
confidence and improve productivity.

a) Freedom

b) Trust

c) AandB

d) Neither A nor B

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
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Module Ten: Review Questions 3_ydilall 3aa gl) Aaa) ya
1) What is one example of communication? fOYLai¥) zal o e Al aal) 8 L (1
a) Instant messaging Al Alubyall (1

Rl cld (o

b) Telephone calls sSulb AL, (7

c) A faxed message

S iy (o
d) A typing program
2) The use of communication software can 3k ulad o alias o (Sa SYLY) gl g pladial (2
differ based on what? Juai¥ de yu (!

i jall Glagladll g 58 (7

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

3) What is one example of a collaboration 948 Ll 5 ¢y slaill 3lal e AliaY) aaf 58 L (3
and sharing tool? s com Lés ()

i g S 4]
a) Microsoft Teams Sl Sl a2l (2

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

34



4 nn o
Mseeyat
cademy

Optimizing e-Learning

b) Microsoft Word
c) AandB
d) Neither A nor B

How does collaboration and sharing tool
benefit the whole team?

a) It gives everyone something to do

b) It tracks all of their projects

) It makes the process fun

d) It saves time among file transfers

What is one aspect of project management
software?

a) Administering payroll

b) Monitoring budgets

¢) Ordering new supplies

d) Assigning employee tasks

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
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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

Finding out what works for your team can
take what?

a) Guessing

b) Statistics

c) Asking other people

d) Trial and error

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

Success dependson __
a) Hours worked
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b) The tools you use a Iz
c) AandB REARNC
d) Neither A nor B

10) What is one communication method used o glaall il dexdivsall Juai¥l 3k s2a) (o2 L (10
to deliver information quickly? ?4-9):»4
a) Email ATy sl ()
b) Call e
C) Text oAy la J< (J

d) All of the above
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