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Optimizing e-Learning

Accountability in the workplace

Jaall st

Module One: Review Questions

D)

What is accountability?

a) The acceptance and obligation to carry
out a responsibility

b) Being answerable for decisions, actions
and outcomes

c) A form of trust

d) All of the above

An accountable employee will...

a) Take responsibility and manage this
responsibility

b) Lack time management skills

c) Come up with excuses for their mistakes

d) All of the above

What is personal accountability?

a) Taking full responsibility for your own
actions and outcomes

b) A way to increase happiness and feelings
of personal achievement

C) An expectation from another individual

d) Both A and B
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4) How can you build personal accountability? faad il deludl oLy cliSe CaS (4
a) Set measurable goals LAl ALE Galsal aaas (]

b) Envision your future

c) Taking ownership ‘

d) All of the above N (G

Slel sl S (2

Al ) gual (2

5) What does it mean to "hold someone "l padd Aebnd"” a3 (5

accountable”? daga sl ol 3V il (Gaiatl Lo padd o adias cail (]
a) You are relying on someone to produce - N
) ying ¢ netop ol 13g] Lguiay 51 o5 diza

results for a particular obligation or task .
that has been delegated to this person adlel Jilly Lo jile oliall Lo padtl lad 5 2 g2 e (2

b) Having no expectations for someone to e oo alill Lo i &) 581 (2
stay committed to their obligations

c) Suggesting someone to do something

d) None of the above

d.\u\.a.q;@iy (J

6) Why is it beneficial to hold yourself Tl st o 2l e 1L (6
accountable? Calaal) giad e daeliy Gag
a) It will help you to achieve goals @l 3 (o
b) Increases confidence
) It will help you to grow as an individual 23S el e ey s (2
d) All of the above el S (0

7) True or false, accountability and blame have OSans aall G o slll g Aelisall Joat ¢ Uad i il paa (7
the same meaning and can be used Ll Legwladiin
interchangeably.
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a) True
b) False

Why should blame be eliminated from the

workplace?

a) Blame damages accountability

b) It creates an unhealthy, and irresponsible
work environment

) It focuses on the past, punishment, and
shifting responsibility onto someone else

d) All of the above

Why is accountability important in the

workplace?

a) It has an insignificant effect on the results
for the business

b) It helps to ensure that every team
member has a strong understanding of
the values of the business

) It dismisses the importance of positions
and suggests that every employee has the
same obligations

d) Itis only important for most employees to
be accountable in the workplace

10) What will happen if a workplace is lacking

accountability?

a) Blame and conflicts

b) Higher quality of work performance

c) Less frustrations

d) An increase in employee engagement and
productivity
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Module Two: Review Questions (AN Bas gl) daa e
1) To create an accountable workplace, who is Jea oo Jsiaadl (e ¢ Aebiall pals Joe Gl £ LESY (1
required to make accountability a core value? il dad el

a) The boss .

Ay ()

b) Every individual ol (

¢) The manager AL (<

d) Only a few employees wdl (7

Lhaéd pils gall e il 2xe (2

2) What does it mean to model a specific fonne sl Aa2ad (g Nl (2
behavior? LS sl el g A0 oY) e ) (
a) Influencing other individuals to imitate the -
L

behaviors you are displaying ) _
b) Behavior that requires direct instructions to A1 28 5dle Slaglel allay (521 o ghall (<

the other individual o Al S elaa¥) alaill JISET (e JSE () (2
c) To display a form of social or observational aa Sl
learning )
d) Both A and C ToloeX
3) Which of the following would be a behavior or il sall Ly Sty 8 e sl sk 058 (L Lae 61 (3
skill modeled by an accountable employee? ¢ 5 puall

a) Being punctual and prepared

- . . . Jaxiay) s ael sl ol 31N ([
b) Receiving satisfaction from praise, rather ? e

than accomplishment S Oals £l e Ll e J gl (2
C) Having a victim mentality, rather than an AL Adic (e Yoy dpaall dlie oD (2
ownership mentality lemimc oy oL Y1 (2

d) Acknowledging mistakes, but not
correcting these mistakes
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4) What does it mean to give value to

accountability?

a) To not pay attention to accountability

b) To encourage others not to be
accountable

c) To pay someone extra money to be
accountable

d) To consider the degree of importance of
accountability

5) What will happen if accountability is enforced

as a core value?

a) Employees will stay devoted to their work

b) Employees will produce unexceptional
results

c) The boss and manager will be the only
ones to benefit from this

d) Employees will choose to dishonor
commitments

6) What does it mean to “front-load”?

a) Itis the process of setting clear
expectations and guidelines at the end of
any process

b) To discipline employees at the beginning

of the process to ensure they will carry out

the task

c) Itisthe process of setting clear
expectations and guidelines at the
beginning of any process
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d)

To tell employees what they should be
doing, but avoid specific guidelines or
directions on how to complete their work

7) Why is it beneficial to front-load with
accountability?

a)
b)

It will remove surprises and confusion

It will help to generate a successful,
organized business

Clear expectations will help to increase
employee engagement and productivity
All of the above

8) What is teamwork?

a)

A group of individuals that arrive to work
each day in the same location, but do not
necessarily speak to one another, nor
collaborate their work

The collaborative efforts of each team
member that assemble to meet the
company's goals

The collaborative efforts of a select few in
the workplace that assemble to almost
meet the company’s goals

A group of individuals who lack
communication with one another
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9) Why does teamwork require accountability? Tlelusall olaad) Jaad) callaiy 131 (9
a) Teamwork does not require accountability elusall Callay ¥ eleall Jaadl
b) To create closed communication between S sall (3l Jlusl (LY (s
employees
C) It ensures that the work is balanced el G dadll 5 o (2
amongst colleagues G las e 5 Y (2

d) None of the above

10) What does the cycle of accountability $ 0 ANl Alslusall )50 il 631 L (10
acknowledge the relationship between? dasdl S 8 slBaal) (]

a) Friends in the workplace el il e Fm 2l CilaaY) (e

b) Personal goals vs. business goals ; ;
c) Short term goals vs. long term goals el oy slaa) Jlae el 3 jpad laad) (g
d) Responsibility, ownership and answerability e losal) 5 8Ll 5 4 s 5unall (2
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Module Three: Review Questions (AN Baa 511 daa) s
1) Which of the following is NOT a principle of bl fase Gl (G Lo 51 (1
accountability? dual gl (
a) Communication )l (o
b) Consequences .
c) Complication il (g
d) Collaboration ostadl (2
2) Which of the following is NOT a reason why CaleLsall sl yualinll 520 Gans Gl Ly Las 6l (2
the 5 C's of accountability are beneficial? A8l oy ol (]

a) They help build confidence el e Gl sl Baelss (s

b) Help an employee to grow .
c) Encourage the employee to stay focused IS A (B i) e bl gl (2
d) They create strict guidelines that cannot be Lebiand (S ¥ e jlia clalid ) g suday (2

adjusted

3) What specific information should an employee ¢ <aba sall lalany o oy (i) Baasdl) e slaall 8 L (3

be given in order to carry out an assigned $hima dage 2l Jalf

task? . . .
. YDVIN|PEVY Y T (!

a) Why the task is important ) )

b) How the task will benefit the business A8 )l dagall 2l S (@

c) Who to blame if there are mistakes el @llia uilS 13) o W) 2y 000 e (7

d) Both A and B sl e (o
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4) How can clarification on expectations or

instructions help to benefit a business?

a) Clarification will not benefit the business
whatsoever

b) It will ensure that everyone has a clear
understanding of the goals they are
working toward

c) It will increase stress levels, which in turn
will motivate employees to work harder

d) It will decrease trust among employees,
and encourage independent success

Why is a common purpose important in the

workplace?

a) Every employee understands what the
business stands for, and will work toward
this

b) It will help to advance overall
accountability and productivity

c) Motivation and engagement levels will
iIncrease

d) All of the above

What does it mean to have effective
communication in the workplace?

a) The team does not share information with

one another- too much information can
become overwhelming

b) The information that is transferred
between the team is clear, and fully
understood

C) The messages transferred should be open

for interpretation
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d) The conversation does not include
questions that can cause confusion

7) Why is communication important?

a) It helps to guide and motivate one
another

b) It will align each team member to work
toward the same goals

c) Itis not important to have communication
in the workplace

d) Both AandB

8) What can happen when an employee attempts
to handle many projects at once?
a) Burnout
b) Failure
c) Success
d) Both A andB

9) Consequences are:
a) Always negative
) Mandatory for accountability
) Not necessary to include in the workplace
) An ineffective way to empower employees
to generate successful outcomes

o O T

10) How do consequences benefit employee
accountability?
a) They help to ensure accountability for
future assignments
b) They will encourage employees to
confidently take on more responsibilities
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C)

They give employees a clear
understanding of what they are doing
correctly, and suggest alternatives for
inadequate work

All of the above

Module Four: Review Questions

1) True or false, ownership and accountability
have the same meaning.

a)
b)

True
False

2) What is ownership?

a)
b)
C)
d)

A form of intrinsic motivation
The choice of rights and control
A form of extrinsic motivation
Both A and B

3) Which of the following is/are aspects of an
ownership mentality?

Knowing that you are incapable of making
a difference with your business

Being able to see the bigger picture, or
end goal

Being discouraged, and uninspired
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d) All of the above

4) In the workplace, who is capable of developing
an ownership mentality?
a) The employer only

) The employee only

) Every individual in the workplace

) Only those employees of higher authority

o O T

5) Why is it an advantage to build ownership
within the workplace?

a) It helps boost confidence to show others
that you are capable of completing work
without them

b) It is disadvantageous to have an ownership
mentality in the workplace

C) It decreases personal accountability and
responsibility

d) It will encourage them to work harder and
aim for higher results

6) Which of the following is/are benefits of
ownership to the business?
a) Trust between coworkers increases
b) Taking ownership will help advance the
company
c) Ownership helps contribute to a positive,
healthy work environment

SRSL Al Apati Lo M g (e ¢ Jaall GlSa b (4
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Labell Adalud) 5 (cpida all Y 58 i (2

€5 e Jaad) (1S J3a RSL oy yiiny 13 (5
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d)

All of the above

7) What is micromanaging?

a)

b)
Q)

d)

When employees are being closely
monitored and controlled by managers, or
those of higher authority

A very effective management style

A management style that helps to decrease

levels of insecurity and stress
Both A and B

8) Which of the following is an effect of
micromanaging?

a)

b)

The creation of a positive work
environment

Employees will dismiss the importance of
the task if they feel as though they cannot
fully own the task

Employees will boost confidence and
personal strength

Employees are more likely to concentrate
better on their work

9) What does it mean to 'have a vision'?

a)

b)

To have a mission that you are trying to
achieve

To have a list of things you would like to
avoid

faluasill 3 Yl & W (7

serde 5yl s S e (il sl Al ja o Latie (|
Sleldhalu 8 aa e ol ¢ G paall U8 e

el Jlad 5] slad (<

O alasil il e Qi e aclin 5 sl (7
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ool €

il adtl) 3 oyl <ol s aal aay AT Lﬂgi (8

fla Jee iy s (

pedl 15y 13) dagall dpaal () sl sall Jalathy Cogas (<
JalSIL dagall Jan () gaain Y

Apanll 35l 5 A8 () il sall ) Jram (7

sle il IS (sl sall 38 50 O ma el (0 (2
pelec

5" bl 05 O e 13 (9
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¢) To have a friend in the workplace G las e i Y (2
d) None of the above

10) When employees have a strong understanding ¢ ¢20s? Sl peisal (5 58 pgd (il sall gl (5 Leie (10
of their position or role, how does it benefit SagiSla g agil 5 mee Aa 0 ) a4 S
their degree of accountability and ownership?
a) It decreases accountability and ownership ‘
b) It does not have an effect on accountability ALl Alebusall o 5 el e (2

and ownership JS Jasy il e S O iy 5 G dll () sla Ladans (2
c) It will discourage team collaboration and
ensure that every employee is working
individually
d) It will encourage them to maintain
productivity and stay motivated

ALy Welsal e Jiy (]

a8

-

Cpantia i) g aaliiy) e Llasd) e perados (2
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Module Five: Review Questions rhosald) 3aa o) Azl ya

1) What is leadership? faalall o L (1

a) Controlling and micromanaging coworkers i :yo 5l dlpaiil) agi o) 5 Jeall 33 4l ja (1
to ensure they are properly carrying out a -
task Y Propery ying e S dege 090

b) When a leader takes charge and ignores shac] 2 gea dalady A 5 susall S 55y Lodie (0
the efforts of the other team members cn A Gl

c) Leading, or mgtlvatlng an individual or a Ci3a sm3 A1 e e pama 5l 6 iad S 508 (z
group of individuals, toward a common 4

AR

goal ilia

d) The act of choosing favorite employees, Lasd ~lawall 5 ¢ Galiadall pils all Jlia) Adee (3

and only allowing these employees to
contribute to the success of the business

Jlee ¥ Zla & Laalusally (il gl £ 3]

2) How can leaders help other individuals? T AY) AV Baclne 53 (e S (2
a) Inspire others to see their full potential AL\l agUlSa) 48 yral (3,20 Gledl
b) Encourage'creat|'\/|'ty 1Y) g (o
c) Help to build a vision and create goals that ;
will help achieve this vision Gafiad 8 aelud lawl 3la 5 4y ol A saelud) (7
d) All of the above 35,00 s2a

3) Which of the following is/are traits that an

Slel sl dS (2

€ 5 pmsall S LaniSons il A [ 58 b Laa 61 (3

accountable leader would acquire? aliia (
a) Pe55|m|§t|c L) (o
b) Apathetic

C) Loyal c«y‘gj\ (C
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d) Dishonest Oml e (2
4) In the workplace, who should be responsible e e Ysime 05 O g (e ¢ daall (1S 8 (4
for practicing accountable leadership? 4 5 psal) 2Ll
a) Management o s
b) Every member of every organizational level
c) Accountants a5 e IS (& sae S (@
d) None of the above Ol (z
G lea e 5 Y (2
5) What is the role of the manager? ol s 4l (5
a) Assign employees to specific assignments aedl Jlge Sl 2l saaas alead il sall (s (1

based on their skills and assets

‘\

b) To assign specific assignments, but be . ety
unavailable for questions or feedback o Al dalie 055 Y (85 ¢ Baana plea (il (@

c) Ensure that each team member has a el
stro'ng understanding of the vision of the A5 58 e Asal Gl 8 e IS O (e S (2
business ‘

d) Both A and C Jard

z s (IS €
6) Who is held accountable for the results and Sl g i) (e Al g sanall Jaaty (31 (5 (6
outcomes? L Caly gl ({

a) The employee only v e ‘ .
b) Nobody is accountable for final results and aally Rl il o Jye 22T (2

outcomes b gl 53 Y (2
¢) Management and employees L jlay) (o
d) Management only
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7) What important information should every
employee be given?

a)
)
)
)

o O T

Clear expectations and obligations
Instructions of position requirements
Consequences of being unaccountable
All of the above

8) What is the role of the employee?

Arrive to work on time each day, with a
respectful attitude

To provide direction of what each
employee should be doing

Make final decisions on scheduling

To occasionally abide by the policies and
procedures in the workplace

9) What is the leadership accountability gap?

When the initial expectations are
successfully met in performance outcomes
When leaders take full responsibility on
actions and decisions

The time it takes to successfully complete
an assignment

A gap between the initial expectations of
leaders, and the performance outcomes

b 5o S Lgdany Of cany ) Adlgdl lasladl) 8 Le (7

Ak ) et iladel (o
PRPINA|] ple ) e (G
Slel sl S (2

falagall 50 8 L (8

i gay ¢ a5y IS 22l gl i deal) ) Jsa sl (]
p AN

4 alll Calhge IS (e g Ll il il (@@

A gand) ol Ailgall <l La Masl (z

el Yy Sl Glal) (e 8ol 5V (0
Jandl (&4

‘."&J\:\ﬂ\ Uelica 23_9;3 ‘_,,.A o (9

212V il A ey A 681 el il i oy Leie ({

Alel 2y e ALl Al g gaual) 336 Jeaty Ladie (@
<l el

Zlai gl JuSY (3 il il (2

£1aY) el 5 5 A W) claB il B sad (o
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10) Which of the following is/are ways in which B8 5 55 LA e (S B0k (8 /2 L e 61 (10
accountability leadership can be strengthened? il Licdll
a) Having a clear vision
b) Not being afraid of making mistakes
¢) Planning ahead
d) All of the above Juivwall Lyladl) (7

Slel sl dS (2

daa) g Ay EIDlial (i

lad¥) S )l (e il axe (o
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Module Six; Review Questions

D)

3)

Why are goals essential to a business?

a) They help to communicate what is
important and provide motivation

b) They help prove which employees are
better than others

c) Goals are not essential to a successful
business

d) None of the above

What does the M in SMART goals stand for?
a) Momentary

) Measurable

)  Memorable

) Miscellaneous

o O T

What does the R in SMART goals stand for?
a) Reasonable

b) Rational

C) Realistic

d) Ridiculous

—_ T

sdudld) Bas gl) daal sa

$anll 4y ) 5 pun Calaal) iiad 13 (1
Al sy age s Lo Juay e aeld (1
oh e (o Juady) (uilh gall L) A delid (@
b Jaad 45 pum ol CilaaY) (z

LB..\MLAA;LFA:Y (.J

¢ SMARTEM 4 30 5 531 L (2
ighal
bl AL (@
5 (g
Gld 8 (2

fSMART <ilaal 4R e 3 N (3
Jsiaa (1
N (2
s (z

t_e.\;.u(d
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4) What does the S in SMART goals stand for?
a) Sincere
b) Simple
c) Special
d) Specific

5) In the workplace, who should have goals?
a) Only the employer

) Only the employees

) Everyone should have goals

) It does not matter who has the goals, as
long as somebody does

o O T

6) Why is it important to know your “why” or

purpose of position in the workplace?

a) Itis not important to know

b) It will motivate you to want to be better
than your colleagues

c) It will direct you on how to achieve your
goals

d) None of the above

7) What are short-term goals?
a) Goals that you would like to accomplish
next year
b) Goals that are desired to be accomplished
in the near future
c) Goals that do not help to contribute to the
vision of the business

SSMART <ilaal 3 S 4d) 3e 5 3l L (4

oalla (i
by (@
el (a

Adaa (a

il 4l () 6 of cam e ¢ Jaall S (5

Ola sall Ladé (o
oSty (ge llin i Lallda ¢ il )l e age ¥ (2

8 il g e G adl 5l ML A e agall e 13 (6
T laadl 84

i O peall e (1
B ) (g Jumdl (4585 O B el e d jiaan (@
alaaf 3aai A8 ) e san (7

éml.aa;@iy (J

Sl 3 jad Cilna Y a8 L (7

Juiall alall Lt & e i Al Gl (|

ol Jiaall 3 Lgiigad o) yall Calaalyl (o

Jasll 455 L Aaaloall L 2elia Y 3l Gl (7
Jasll Ay = 54 Jadd Alall cld Calaay) (o
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d)

Goals that are only relevant outside of the
work environment

8) What are long-term goals?

foaall Al sl Calaal) o L (8

a) Goals that are desired to be accomplished Al Jiisal) 8 Lgidas ol jall Calaaly) (
in the near future | el gy e Al 13 Cilan (0

b) Goals that are only relevant in a work ] - ;
environment Lo bale 5 ¢ Unplaas s Udla) Gy ol il Calaa) (2

c) Goals that require extra time and planning, s2all Byl Calaal amy LllaS) a1y
and are typically completed after short- 52l 5y Ciln Y1 U LILS) 5 A Calaad) (o
term goals )

d) Goals that are completed prior to short-

term goals

9) What is the intention-action gap?

€ enll 5 4l 5 528 o L (9

M\olﬁz\g&jcuc‘;ﬁdﬂ]w\j@‘)‘aﬂ\ (i

a) Stating and planning to do something, and . o
following through with these plans 2 Y (S e ol el ol el (2
b) Stating and planning to do something, but Ll
not following through with these plans Jadlly 4 2Ll 4 (50 L ol sa) Sl (7
¢) Completing an action without any N . o .
intention to actually do the action el et Rl AR Ol e BN (2
d) The time between initially stating the plan, nas

and actually completing the plan

10) Which of the following is/are ways that you

Sl Baliall LA (e i€ay Bk o /5o L e 6f (10

can remain loyal to your goals? Selilaay by g
a) Writing down your goals EIRETES

b) Practicing mindful meditation ; '

c) Sharing your goals with others L8l Jalill A s (2

d) All of the above AV ae il A Jlie (7
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Slel sl dS (2

Module Seven: Review Questions rdaglad) Bas gl daa) pa
1) What is feedback? fhaal ) 403 o L (1

a) A tool to inform and reassure employees stV ) sSpath agily il sall Llalay Jley sl (1
that they are moving in the right direction )
cnaall

b) A way of providing instruction, ; ; ;
suggestions, or reassurance to an 2 Al Axpledall 5l lal JEY) ) ladadl] il 48, 5 (2

individual regarding the performance of Aaga ¢lals Glaiy Lo
their task Janll (e b Welisal) o b sacluall 31 (2
c) Atool to help ensure accountability-in the ) )

workplace el (3

d) All of the above

2) What does positivity generate? B
a) Distraction sl (i
b) Happiness el (o
c) Jealousy
d) Arrogance BN (a
A phaall (2
3) What kind of feedback are individuals more AV gm0 e sal) o A lalall ¢ 53 L (3
likely to hear and internalize? PR USSP

a) Positive feedback
b) Negative feedback
c) Positive feedforward

Ll drdasyy (I
dnlial) Jadll 293 ) (@
Al ) Ayl 38 (2
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d) Negative feedforward

4) Why is it important to give feedback

6)

frequently?

a) Feedback should not be given frequently,
only once a year

b) It increases employee engagement, but
only if this feedback is negative feedback

c) Itis more productive, and avoids the risk of
losing value on work

d) It helps to put pressure and stress on the
employee so that they will work harder

Which of the following is/are benefits to timely

feedback?

a) It encourages employees to stay
accountable for their work

b) Timely feedback helps employees to make
changes that may be necessary

c) It allows for time to discuss strategies, or
answer questions

d) All of the above

Which of the following is/are aspects of
effective feedback?

a) Feedback that avoids examples

b) Itis actionable, or constructive

Al Al 3l (o

¢S < illaa el 8 dpenl s Le (4

80 W) ¢ Sie JSE Gllaadlall elhae) any Y (]
Al b saal s

pda i€ 1Y) add K1y ¢ Cals gl A8 HLSk (30 2 3 (2
Al calaaladl)

e Al 0388 el in s Rl ST (5
Jazll

i il gal) e il g Tl A flas Sl 20l (2
S aay Jany

Sl (A il ke ey [ ey b Les 61 (5
fanlidl)
pelee e Cnlgua sl o o cpilasall gy (I
e il sall Culiall i gl 8 cliladl) se L (o
sy 088 Al Gl sl o) )
Sle LY i il i) A gl mdy (7
Ay
Slel sl dS (2

Alladll daal U 3l il o/ sa b e 6T (6
Y i ) Jdll 2505 ({
Beli ji Janill 4,8 \.@.u\ (<
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c) Feedback that focuses on assumption, and
avoids observation
d) All of the above

What does it mean to successfully receive

feedback?

a) The feedback was heard, but not
processed

b) Feedback is only heard from select
individuals, otherwise it is not worth
listening to

c) Telling another individual suggestions,
examples, or positive reinforcement

d) You are understanding and accepting the
opinions or suggestions of the other
individual

Ultimately, who gets to decide on what to do
with feedback?

a) The employer

The individual giving the feedback

The individual receiving the feedback
None of the above

teogoe

D

What is it essential to do when receiving
feedback?
a) Be polite in your response

it g il Y1 e K8 il dasd )l 43l (2
ddaa3lll
ayu.c\d‘))bads (.j

folan Claa S i Ly Jala (7

Leialbaa i o (€15 ¢ cillaadall plaw i (I

Y aild Vg ¢ Cpaana 3 (e dah Judl) 350 ) pansd (2
) gl B

Seomall o Al ol oAl A0 8 sl 8 U (2
)

AV Gadidll clal 58 ol Jii g agdi il (2

faal I 400000 aded Cang Lo (2 (e ¢ Al 8 (8

Jeall Calia (\
daa) Hll el gsk’u.. Lﬁﬂ\ 2 dll (<
Glas Skl by Lﬁ'j‘ 2 dll (z

G lea e B Y (2

eelilall 3l vie 4y 2Ll oy (5301 L (9

) B liga oS (|
Laal 1 42l) ey e 5 3l Sl (o
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b) Thank the individual for providing the
feedback

c¢) Consider nonverbal communication
d) All of the above

10) How can you use feedback to create an action

plan?
a) An action plan is done prior to receiving
the feedback

b) Evaluate the value of the feedback, and
determine implementation strategies

c) Your action plan should avoid using the
feedback that you have received

d) You should only ever use positive feedback
in your action plan

sadlll e Jual gill & il (2
Slel sl dS (2

e Alad LY cillaadall pladi eliey 1€ (10
Claglal) L35 J8 Jee dad Joe oy (]
S i) 292555 Al ) 43530 e s (2
alasiinl ¢l Lalal) Jeall ddad caini o Gy (g
Leiadli Al cldaaSidll
dlad L dulagy) laaSlall aladinl dad elle caay (2

el alal) Jaal)
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Module Eight: Review Questions ALall) Baa gl daa) e
1) What is important information to consider for Alenl Lo se ng (A Aagall o slaall o L (1
the delegation process? ¢ s sl

a) When to delegate . - .
) g sl Al e (]

b) How to delegate )
c) Whom to delegate ol A4S (@
d) All of the above Ui odl (
Slel sl S (2
2) What is delegation? fomsiil o L (2
a) The process of completing a task on your iy dagall JuS) dlee
own ]
A a8 ed Ja «
b) The transferring of a task from one > .‘;“ el
individual to another & dema iy adl Lo padd ) (¢
c) The act of telling someone that they are Gluaie e AELY (2

doing a great job
d) The act of resigning from your position

3) How does the process of delegation empower AV o il Sal gy sdill lee 25 (3
or influence others? i gpaall (o i) e agaanis (]
a) It encou.ra.ges them to stay away from adlaal gt 3l e Ui g U gaa podag (i
responsibility ; -
b) It places stress and pressure on the s Gaiad gl aally daall 0 (0 AV (R (g
individual to strive for their goals Crra Ol
c) It empowers others to act and work toward de 5 51 GAY! R Y G sl (o

reaching a particular goal or
accomplishment
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d) Delegation does not empower or influence
others

4) Which of the following is/are benefits of

>)

delegation?

a) Decrease in employee engagement

b) Helps to avoid confusion and frustrations

C) It ensures that everyone will receive a
bonus pay

d) All of the above

Who is accountable for the results of the task?
a) The delegate

b) The recipient

c) The delegate and recipient

d) Always the individual of lower authority

_ T ~

Once the task has been delegated, what is

necessary while the task is being worked on?

a) Micromanagement is essential

b) Every detail of the task must be written in a
notebook

C) The recipient of the task can never tell
others about their task

d) Individuals should have the ability to seek
help when it is neede

7) When is it an appropriate time to delegate?

a) When others have the opportunity to use
their skills

sl ) g8 o [ s bl T (4
Ol sall S Lt 8 mlins) (]
Llaylydlls ¥ it e seliy (@
Slel )yl S (2

fhagall gl o sl (e (5
Y AL e sl Ll (o

e Jaall sl (555 puall o Lo ¢ agall (i 5 2 2 (6
¢aagall
35 e il 5101 (
laadle ji b dagall Juuali JS ALK Cny (o
peiagar o AY) Jld) dagall Al (S Y (@
sie sacluall calls e 550l o) V) wialy of cam (0
Led) dalad)

Qw;ﬂm@\&ﬁ}\ﬁb(?
) g aladin¥ (a3 da il Al Levie (|
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b) When there is a risk of burnout or
exhaustion for an individual working alone

¢) When there is time to explain, or train for
the task that needs to be done

d) All of the above

8) What is an important factor to consider about
an individual prior to delegation?
a) Their preferred work style

) Age

) Gender

) Ethnicity

o O T

9) True or false, every workplace includes
delegation.
a) True
b) False

10) Which of the following is/are reasons as to why
delegation would be avoided in the
workplace?

a) Lack of trust

b) They already know that the individual is
capable of performing the task, so it is not
important to have them do it again

c) Fear of success

d) All of the above

Jany 2,80 Gla Y 5l Gl Y1 had s 58 Ladie (@
SBC

fagall e cu il 5l -l s dlis )5S e (7
Les ol om0
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Module Nine: Review Questions

1) What are barriers?

The first step to becoming an accountable
employee

Something that occurs that will help you to
successfully complete your obligation
Something that occurs that will prevent
you from successfully completing your
obligation

Colleagues that help you to achieve your
goals

2) What is ineffective communication?

a)

b)

The sharing of ideas, information and
knowledge

Communication that gives employees a
strong understanding of what needs to be
done

Communication that is unclear, and will
result in conflict and misunderstandings

A way to inform employees how to
properly carry out a task

3) What kind of communication will contribute to
accountability?

a)
b)
Q)

d)

Clear, concise directions

Effective Feedback

Open communication that allows for ideas
to be exchanged

All of the above

sdalil) 3as gl daal ya

¢l a L (1

Upluwall Guzals 8k go il Y1 5 5kall (]
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4) What often happens when we fail to meet
expectations?

Strong encouragement to do better next
time

We receive praise and recognition

We motivate others

Disappointment, stress and anxiety

5) Why might unsatisfactory or incomplete results
occur?

a)
)
)
)

o O T

Lacking the skills necessary to perform
Too much motivation, or increased interest
Having proper training and resources
Having a positive attitude

6) What is self-confidence?

a)
b)

Having confidence in your abilities
Knowing that you are capable of
accomplishment

Something that will keep you from
reaching your full potential

Both A and B

How do employers benefit from their
employees having excellent self-confidence?

There is an increase in motivation and
productivity

Employers only benefit from their own self-
confidence

There is an increase in employee turnover
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d) They are able to remove any rules or
policies in the workplace

8) What happens when a workplace is lacking

alignment?

a) There is less confusion

b) It can be dysfunctional and damaging

c) The workplace is a more carefree
environment, resulting in an increase in
happiness

d) Employees work independently and
produce better results on their own

9) What is an important step in overcoming
obstacles in the workplace?
a) Assessing the situation

b) Understanding why these obstacles have

occurred
c) Placing the responsibility onto someone
else so they can figure out the problem
d) Both A and B

10) Which of the following is/are factors to
consider when overcoming communication
obstacles?

a) Constructive feedback

) Remaining open-minded

) Cultural differences

) All of the above
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Module Ten: Review Questions 1B dlal) Baa gl dan) s
1) How does personal accountability help to Tela¥) Cpnad (b Apad ) leluaal) 20ls S (1
improve performance? - V) e il ol dpassll deluall ud - (1
a) Personal accountability has no effect on el o130 (a5 Ui g Al il (s
performance .
b) Personal accountability will decrease work Ay 1Y)y LS e bl padis (2
performance & et e gl Alglas e il sl aadinn (2
c) It will encourage employees to confidently )

explore and be creative
d) It will encourage employees to try to
outperform their fellow colleagues

2) What is the Hawthorne Effect? oS il (2
a) A form of internal motivation Gl sl S e JS5 - (d
b) Another term.for micromanagement | el 30 A o
c) The act of telling someone you are going

to do something, and staying loyal to that ptll (any dadi il e (il jla) ded (2
commitment o) Y 2] ralia eladl g ¢ o 281 (2
d) The adjustment of behavior and AT A Me s £ 15915 skl i (s
performance due to the observation from
others
3) How can trust be established? Al el (R S (3
a) By simply stating that you will take Lo e oo Al g susall Janias ol Aalisy Jsilly  ({

responsibility for something
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6)

b) When an employee takes on the
responsibility of an action or task, and
stays committed to it

c) Trustis automatically established when you
are hired for a certain position

d) None of the above

What happens when unaccountable

employees are present in the workplace?

a) There are no changes to the workplace

b) There is additional work that will be placed
on other employees

c) It creates damage to workplace
productivity

d) Both B and C

What is employee engagement?

a) The amount of happiness that the
employee feels at work

b) The amount that the employees receive on
their pay

c) The act of proposing in the workplace

d) The measure of devotion and connection
an employee has with their business

What will boost employee engagement?
a) Motivation

b) Expectations

c) Obligations

d) All of the above
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7) What is workplace satisfaction?

The measure of devotion and connection
an employee has with their business

that an employee feels at work

The amount that the employees receive on

their pay

d) None of the above

How does accountability influence workplace
satisfaction?

Accountability does not influence
workplace satisfaction

b) Accountability will foster happiness, and

workplace satisfaction
Accountability will decrease overall
workplace satisfaction

Accountability will encourage employees to

compete against one another, in which
winning this competition will increase
workplace satisfaction

What will help to enhance your devotion to
your role in the workplace?

Pushing your work onto other employees
to do

b) Proving to your coworkers that you are a

better employee
The avoidance of expectations and
obligations

The measure of happiness, or contentment
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d) Staying devoted to your expectations and

obligations
10) Which of the following is true of dedicated fopliiall (il sall e Galaty b Lee (51 (10
employees? aigds g ilda e Kiaa

a) They are more likely to leave their job

b) Dedicated employees understand why they ;
are essential to the team JSS Juee Y elady 0305k (¢

c) They are committed to the success of the Zoe oA (o
overall business

d) BothBand C
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