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Optimizing e-Learning

Module One: Review Questions

1.) What does the READ technique imply?

2

3

4.

a) Read, Edit, Abbreviate, Debate

b) Rush, Enter, Absorb, Debug

C) Read, Evaluate, Act, Delete

d) Randomize, Economize, Acquire, Delete

) Find a question which IS NOT important for

the Act step?

a) Do you reply to the sender?

b) Do you resource this information for
future reference?

c) Do you reject email and delete it?

d) Do you have time to read such a large
email?

) Why is naming the electronic documents

with a uniform pattern convenient?
a) It helps you to use the search option
more effectively

=z

It looks more orderly

@)
~—r

It seems more professional

&

It is easier to remember where the
documents are stored

) What does the time sensitive strategy for
arranging electronic files imply?
a) Using the files right away when they are
received
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5.)

6.)

b) Arranging the files when they are
received

c) Separating the files based on the time
of their inactivity

d) Deleting the files after awhile

How many kinds of folders for paperwork
are recommended?

a) 5

b) 2

¢ 3

d) 1

What is the Red Rush folder for?

a) For communication with the manager in
need of urgent addressing of a
document

b) For leaving the everyday paperwork to
the manager

c) For storage of the daily amount of
received documents

d) For storage of the unnecessary
documents

begins at your data entry points.

QD
~—

Filing

)

Organization

@)
~—

The work day

>

Your job

are/is one of the largest sources of
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information you will have to deal with on a
daily basis.

a) Folders

b) A paper trail

¢) Email

d) Files

9.) A good practice is to create a filing system,

using either a traditional filing cabinet at
your desk or a folder.

a) Pentagon

b) Pliable

¢) Pendaflex

d) Purposeful

10.) Plan times during the day to make

your
a) Choices

b) Calls

c) Career moves

d) None of the above
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Module Two: Review Questions tAHEN Bas gl) daa)

1) What items should be least present on your — Jexll Aalusa (3 13al 55 Jil 0585 0 qamg (A ualinll (8 L (1

workspace? el Ll
a) Paperwork 48,50 Juell (i
b) Books sl (e
c) Office supplies L) o550 (2

d) Personal items such as photos

2.) A convenient way for organizing your desk

Is:

a) Putting away the unnecessary items into
the drawers

b) Creating a workflow pattern on the desk

c) Often arrangement of the items on the
desktop

d) Improvising the desk arrangement
depending on the working
circumstances

3.) Why is a to-do book more efficient than a

computer planner?

a) Because there is no danger of losing the
data

b) Because it is easier to use

c) Because you can take it with you
wherever you go

d) Because you can have a better overview
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to your schedule

4.) Which of these steps related to the to-do
book IS NOT recommended?
a) Negotiating another deliverable date
b) Over scheduling
c) Constant consulting the to-do book
d) Combining the tasks from to-do book
with the ones from your computer

5.) Which phase of a project consists of three
important tools for managing people, tasks
and communication?

a) Planning
b) Executing
C) Initiating
d) Monitoring

6.) What does the work breakdown structure
tool (WBS) identify?
a) The arrangement of the tasks
b) The segregation of duties within a
project
¢) The schedule of project phases
d) The structure of a project

7.) According to this module, our workspace is
a reflection of

a) Our personality
b) Our organizational skills
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c) The time of the day
d) How much we like our jobs

8.) Always consult your before
committing to a task.

a) Manager

b) Spouse

¢) To-do book

Calendar

9.) Learning -methodologies

enhances the skill of the administrator.

a) Proper management

b) Project management

c) Procurement management
Procedural management

10.) Adopting
routine will help to organize your work

tools into your daily

more effectively.

a) Project management

b) Proper management

c) Procurement management
Procedural management

s mall 3)len a8 Cliagiall -

el 235 (2

e dagas ol Y 8 ily i) (8
zs N (<@
QUS ads (2

e (3

3 (9

Aadidl 5y (]
g sl 3l (@
ub‘)lid\ '&J\J} (C

LAY sy (2

elifigy A @l ol slaie ) @lac b (10

Allad ST U ellee ki Jle el

& s il 3l (i
Al 3 Y (@
Qb idall 350 (7

:\..._13\);\;]\ BJ\J}” (.ﬁ

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

Module Three: Review Questions DAY B o) Aaa) e

1) When it comes to time, the nature of an
administrative assistant’s job, implies:
a) The constant lack of time
b) Dividing the time with the manager
¢) Complicated organization of the time
d) Perfectly steady timetable

2.) What's the key to productivity in relation to

your, and other people’s, time?

a) Adjustments of own time depending on
other people’s time

b) Adjustments of other people’s time
depending on your own time

c) Demonstrating respect for other
people’s time

d) Individual time planning, regardless of
other people’s time

3.) According to WBS, what is identified by

breaking down each project task?

a) Individual components and personal
responsibilities

b) Project ideas and goals

¢) The methods of conducting the project

d) The time plan of conducting the project
tasks
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4.) According to WBS, what is identified by

breaking down each project task?

a) Individual components and personal
responsibilities

b) Project ideas and goals

c) The methods of conducting the project

d) The time plan of conducting the project
tasks

5.) When should the additional work be

avoided?

a) When it is too challenging

b) When it requires a lot of time managing

c) When it is not related to your current
activities

d) When it expands the volume of your
current activities

6.) Find a question which can be helpful in
negotiating the timeframes:
a) "How important is this?”
b) “Is it possible to mark this task as non-
emergency or low priority?”
¢) "How long can we delay this task?”
d) “When do you need this?”

7.) Building effective ___management skills

requires discipline and constant practice.

a) Project
b) Production
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c¢) Time glaal¥l (2
d) Meeting
8.) When you find yourself with free time at work, Ao il ¢ Jaall (8 ) )8 D85 8 cld a0 Ladie (8
enjoy it. )
cma (|
a) True
b) False
9.) The is skilled in holding project g e g sdall (b dlelue (8l 9
performers accountable for producing their B33 B gy daaal) sl (B agiess
task on time and in good quality. .
g G y g sl e ()
glda¥) Guia (@
a) Project manager ol (z
b) Meeting coordinator @Y1y (s
c¢) AandB
d) Neither A nor B
10.) . Meetings can easily run over by at least oo Ju Y Lay A geun lelaia¥) i of (Sa (10
____minutes. A8
a) 10 10 (
20 («
b) 20 30 (z
¢) 30 60 (=
d) 60

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

9



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Four: Review Questions =dag) 1) 3aa gl daal se

1.) What does the WRAP technique imply? WRAP 458 a3 e (1

a) Waiting, Anticipating, Ranking,
Performing

b) Writing, Anticipating, Ranking,
Performing

c) Writing, Accentuating, Ranking,
Planning

d) Writing, Arranging, Ranking, Producing

2.) What does WRAP refer to?
a) Defining the importance of each task
b) Defining the duration of each task
c) Defining how challenging the tasks are
d) Defining the daily schedule

3.) What time of the day is more conducive to
creative work?
a) Afternoon
b) Evening
c) Morning
d) Itis notimportant

4.) Why is celebrating small accomplishments
helpful?
a) It gives us a reason for taking a break
b) It gives us comfort even if we do not
accomplish the main goal
c) It can give us the necessary illusion that
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we are doing things right Ay
d) It can motivate us to keep a high level
of energy and productivity

5.) What does the DART goal setting IDART gl paad 48 a5 13 (5
technique imply? 51 cpaelis danl a5 eyl s paadl (]
a) Defining, Announcing, Revising, Time gl J8 ¢ Jelaill ¢y paill ¢ cay el (o
locking gl el 5 il Bale) s Y5 LA (7
b) Defining, Abstracting, Reacting, Time S P PR PERE= SN PRI B LSS €
locking
¢) Deciding, Announcing, Reevaluating,
Time locking
d) Deciding, Abstracting, Rationalizing,
Time locking
6.) Why is public announcement of the goal fasda Chael) oo plall (Ble ) L (6
helpful? dumil (5 Jaall e @l jemy Uk s of (S (|
a) It can cause a pressure which will force  @law daal jo e dacliy s Clidaill any sey o oS -
you to work better i iaty ol FIVL Gl 1) el 310 of S (z
b) It can invite certain feedback and help oo g 3 Q) e Al ) sam o oS (2
you revise your goal gl
) It can create psychological feeling of
obligation to accomplish your goal
d) It can initiate the fear of failure which
will lead you to success
7.) Which is essential to delivering projects on Caondll sl b i) aaludl (g )5 o 98 La (7

time? ‘ )
QQ}S}Y\ aan (\
cnall Jlsall e elad) (o

a) Prioritizing Caagll wass (

b) Staying on track
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c) Goal setting el la S (2

d) All of the above

8.) When multi-tasking, are/is B ¢ algall 2223 2ic (8
imperative. o
slay! (\
KRR I (W
a) Goals Yl (2
b) Prioritization i JS ) (2

c) Celebration
d) Getting it all done

9.) Your work and home life should be meshed LSy a8 Siliie 4 el eliba s ellae 0685 () g (9
as much as possible. ;
a (!
Uas (0
a) True
b) False
10.) Setting goals is a daunting task. ABLE dage il 22a3 (10
maa (|
a) True s (o
b) False
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Module Five: Review Questions 1disaldd) Baa gl) dxa e

1.) Which one of the following IS NOT a part FPOPCORN L 45 (30 2 Ja gl (b Las g1 (1

of the POPCORN planning technique?
a) Reserving a place or a room

b) Creating the checklist of the supplies
c) Defining the purpose

d) Planning the time for a break

Sl sl e el A8 (L) (<
wa paal (2
Aal )l el g aydass (2

2.) What is the solution for meetings with 320kl Cilaa Yl e Laiadl dal 58 Lo (2
multiple objectives? DAT plaiaY dseal JEY) ol &l 535 il 1Y) aass (
a) Prioritizing and leaving the less Coaa JS A58l dyie 31 Jeal) o (o
important objectives for another glaia¥) Pla Gl Ll i (7
b) Setting the time limits for discussing
each objective
c) Estimating the importance of the
objectives during the meeting
d) Extending the meeting and discussing
all the objectives normally
3.) What does FAST stand for? Caaomdl laphadill 48 Lghle (5 5kt (Al dal yall (2 e (3

a) Forming, Acquiring, Securing, Taking

b) Forming, Arrangement, Securing,
Talking

c) Following, Administrating, Saving,
Testing

d) Firming, Actualizing, Saving, Taking

4.) The FAST strategy DOES NOT help you
organize:

2aY) 5 il 5 3 a5 cp Sl (
&J;ﬁ\cwtcggﬁjﬂc<m¢ :N.(&._I
LAY ¢ HlAaY) s Hlay) « Al (C
Y5 SV 5 Jamiill g A (2

raadati e FAST 4o yin) daelia ¥ (4
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a) Who is going to attend the meeting
b) Where the meeting will be held
c) When the meeting will be held
d) How the meeting will be conducted

5.) What is not important when looking for a
hotel?
a) Cleanliness
b) Hotel amenities
c) Activities available in the hotel
d) Proximity to the restaurants

6.) According to this module, the most
common way to negotiate a good rate is:
a) A phone call
b) Sending an email
¢) Talking in person
d) Travel agency

7.) As an administrative assistant, you will be
tasked with organizing special and unique
events and projects that will require precise

a) Organization
b) Precision

c¢) Aand B

d) Neither A nor B

8.) Small meetings can either be productive or
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S glial ) Jsas

a) Turninto a large meeting 5014 < (
2 5 danaa O (9

b) Be a waste of time

=5l (e
¢ AandB SYsIY (s
d) Neither A nor B
9.) Large events do not have to be Baira 5yl Elaa¥) 5 65 o g Y (9
complicated. ;
cnaa (I
a) True
b) False
10.) What should you be looking for in a Gl b aie i o sy 3 L (10
hotel? ;
Sl bl iy (
. D) (<
a) Parking Gl (i
b) Safety oAl yg la J< (.)

¢) Cleanliness
d) All of the above
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Module Six: Review Questions

1)

2.)

What is listening?

a) The ability of the human ear to register
sounds

b) Unconscious registering of random

sounds

¢) Our conscious effort to understanding

what is being heard

d) Listening is the same as hearing

Which of the following actions DOES NOT

help with maintaining your listening focus?

3.)

a) Using a note pad and writing down the
important things

Focusing on what you are going to say
next

Asking questions

Maintaining eye contact

What are closed-ended questions good

for?

4)

a) For shortening the conversation
b) For saving time

c) For getting the specific answers
d) For avoiding the boring answers

What kind of answer can we expect after

asking an open-ended question?
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5.)

a) Longer and informative answer

b) Unnecessarily prolonged answer

c) Concise answer; no longer than a
couple of words

d) Evasive answer

What is the greatest factor in developing

verbal skills?

6.)
skills:

7.)

a) Entering into big discussions when
disagreeing

b) Using memorable expressions

c) Using a lot of impressive words

d) Being prepared

Which is a helpful tip for improving verbal

a) Talk whenever you can to overcome

'stage fright’

)

Talk only when necessary

@)
~—

Have a reason for talking

£

Be absolutely spontaneous and
Improvise

avin skills is essential in
H kill tial

influencing those around you.

8.)

a) Questioning

b) Speaking

c) Listening

d) All of the above

We can easily default to hearing if we are

g 03 Ashae da) (@
OfelS oo 13 Y (Basedal (2
A 5l e ddla) (2
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not careful. Aagil (]
. c.m.d\ («_1
a) Dialect Jaladl (g
b) Hearing Ciai (3
c) Ignoring
d) Avoiding
9)  What can you use to control the Aaalaal) A aSaill daladinl liSe (3 W (9
conversation? de Cpa (
4 Gla e (@
a) A loud voice u::‘ :j: (('
5i8a -
b) An extended vocabulary 2ibis Al (CJ
c) Open questions
d) Closed Questions
10.)  If you make a promise, keep it. Abiald ¢ ey ki 1) (10
a) True = (
s (o

b) False
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Module Seven: Review Questions rAaslid) 3aa gll Azl

1.) How much of our communication is fauall 4l OIS (e oty Ll 65 (e ALl oS (1

manifested through body language?

75 (i
a) 5% 755 (e ot L («
b) Almost 55% 720 o & (2
c) Less than 20% 175 e S (a

d) More than 75%

2.) Recognize a body language sign which Aale Al e i Y (A sl il ddle e il (2
DOES NOT send a negative message: Yl (]
a) Nodding ASalie 3 b (@
b) Folding arms tightly AL Cuall (2
c) Fiddling with collar 3l Jlaa (2

d) Small pupils

3.) What is the key to avoiding negative body

language?

a) Being aware and conscientious

b) Avoiding the communication when you
feel bad

¢) Hiding the negativity and forcing the
positivity

d) Shortening the communication

4.) Why is our tone sometimes difficult to
detect?
a) Because the tone can be easily faked
b) Because the tone is generally not

A e Al Qi Q) gl @l jeLiiag Jaii of @iy 13e

(3

facall

seladl e s (I
JQUZ;A\@E (u
S elia Huet Jola (J

fiplul) sl 4ad cilodle Caind ~Uike 5 L

Ly dely o5l (I
o gl 2 Ladie JlaiV) uiald (@
Al Dbl lud) clis) (2
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important

c) Because it is difficult to relate the tone
with the body language

d) Because it is usually a result of our
environment

5.) What does the letter L in the name of
SMILE technique stand for?
a) Look in the eyes
b) Lighten up
c) Let the conversation go naturally
d) Love to talk

6.) Understanding effective body language, is
essential to
a) Furthering your career
b) Building relationships
c) AandB
Neither A nor B

7.) The best deterrent to negative body
language is
a) Information
b) Understanding
c) Bad reviews
d) None of the above

8.) Our _____is often times difficult to detect.
a) Personality
b) Tone
c) Desire
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9)

10.)

d) Goal

No one likes to be helped out of
obligation.

a) True

b) False

No one likes to be helped out of
obligation.
c) True
d) False
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Module Eight: Review Questions rALal) Ban gl) dxal e

1.) Which of the following qualities is not a Uala 0588 oyt (e 12 o Canad 400 cliiall (e 61 (1
part of the definition of being assertive? 3 Al gl (1
a) Confidently aggressive el (@
b) Positive G (z
c) Pushy 4adl e il (2
d) Self-assured
2.) Which of the following B's is not a part of o 2 5e lebY Ausadl pualiall G 2 2 Gl b Laa gl (2

the five B's used to demonstrate more
assertiveness in work life?

faalaal) sLal) @ BB

e 8 (]
a) Be brief Sikaie oS (@
b) Be intrusive el 5l AU (S (g
¢) Be calmin conflicts Isle 8 (2
d) Be direct
3.) Why is avoiding conflicts unhealthy? § o e Sled il cuind ey 13 (3
a) Because it develops a habit of yielding ¢ sl sl ol 4y (I
b) Because it makes you feel less worthy e il il e ellany Y (0
c) Because it complicates the existing Aaldll JSlad) sany asY (g
problems Lalod) Al sl 5 seliiall o) gl ) sam aY (o
d) Because it leads to harboring emotion
and passive aggressiveness
4.) What should you do next, after the conflict S 1A BaaT day alad dlile g s W (4

is identified?

a) Wait for a while

b) Address the other party’s concern

c) Mend relationships right away

d) Talk about the conflict with someone

Sl k(|

AV Gkl Caglae dadlan (@
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else

5.) What is the first step of PEACE technique

for building consensus?

a) Defining the problem

b) Analyzing the problem

¢) Thinking about the solutions to the
problem

d) Trying to suppress the problem if it is
possible

6.) How much time does the building of
consensus usually take to happen?
a) Several meetings
b) Several hours
c) About a week
d) It usually happens immediately

7.) Which of the following step IS NOT
considered to be effective in making
decisions?

a) Brainstorming all possible alternatives
for each option

b) Weighing the pros and cons of each
alternative and its outcome

¢) Having two or more options

d) Taking the additional time to make sure

you will make the right decision
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8.) What can be caused by expecting to make

a perfect decision every time?
a) Faster decision making

b) Frustration

c¢) More obstacles

d) A number of unexpected complications

9.) Paralysis by analysis could become a

10.)

problem; making us
a) Inefficient

b) Hesitant

c¢) AandB

d) Neither A nor B

As an administrative assistant, you
may face times when you have to make a
decision on behalf of

a) Your peers

b) Your Manager
c) AandB

d) Neither A nor B
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Module Nine: Review Questions

1.) What is essential in the relationship with
the manager?
a) Accepting all the manager's ideas
b) Absolute compatibility with the
manager
c¢) Good communication
d) Unconditional kindness

2.) When it comes to your personal life, you

should:

a) Have confidence in your manager and
feel free to share personal details

b) Avoid sharing personal details

c) Share personal details occasionally

d) Be relaxed and share the personal
details if a conversation goes that way

3.) How should your goals relate to your
manager’'s?
a) Accepting all the manager’s opinions
about your goals
b) Keeping your own goals regardless of
the manager’s opinion
Officially accepting the manager’s
opinion, but keeping your own goals
Aligning your own goals with the

manager’s goals
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4.) What is your purpose in influencing?
a) Imposing your personal goals and ideas
b) Manipulation
¢) Ensuring a promotion and career
expansion
d) Emphasizing that your idea is better
than other ideas

5.) What should you do if you suspect your
manager is doing something illegal?
a) Ignore it because it is out of your reach
b) Report it to the proper authorities
c) Deal with the manager
d) Be on the manager's side because he is
your collaborator after all

6.) Which are the four D’s for handling the
sticky situations:
a) Doubt, Document, Discuss, Document
b) Discuss, Document, Declare, Document
¢) Discuss, Document, Discuss, Defer
d) Doubt, Discuss, Document, Defer

7.) Being a team of two, you and your
manager :

a) Build rapport

b) Communicate well

c) AandB
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d) Neither A nor B

8.) Being a trustworthy employee will reflect in Basall (8 aipns AL 1 uaa il se i S (8
the qualit
quality ‘ isas e (]
a) Of your conversation
b) Of your work ENE T
c) Of your clothes ety S (o
d) All of the above
9.) What qualities will help you build a & L) e Ao oLy o dhieludn Gl Qliall 4 L (9
relationship with your boss? ?ﬁ““d\
aal il (§
a) Integrity el
b) Quality work Sl (-
) Quali ¥wor 23N (z
¢) Commitment el sl S (2
d) All of the above
10.) The fourth D is . .»D @‘J{(lo
a) Decide oA (!
b) Defer déy (<
¢) Demonstrate Bl (s

d) Document
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Module Ten: Review Questions 18 pdlal) Baa gl) A2a) s
1.) What is the definition of ergonomics? Canll L iy a8 Le (1
a) Ergonomics is the applied science of DS b ¢ sl el ikl e s sl day (I
equipment design, for the workplace, Aaaliy) ol ) Cangs ¢« Jaall

intended to maximize productivity A aladl AR al) apeaill Jgndadl) alall oo Jeal)l 4 (@

b) Ergonomics is the applied science for i) Bl ) g
general interior design intended to f’f‘“ ‘i“ ol o “;\‘ﬂ nd ;‘ ol GZ\ML:J&-\’ (
maximize productivity ) e o ol Gt ) e 63 ‘M\

o : . gl

c) Ergonomics is the applied science of Jeall Sl Al gl el Al o Jaall By (o
equipment design, for the workplace,
intended to maximize relaxation and
peace

d) Ergonomics is the applied science of the
workplace interior design

2.) What should you do if you have special AalA v cilalial el G813 Jai o ang 3l (2
physical needs? oty Aalall Jeall A ol e Jeanl (]

a) Get the special ergonomics tools by dalidl byl e o gedll (o
yourself Al 3l gall and ) Sass (2

b) Get used to the available conditions e Jelin Lo (el s S 1Y) Gdde e S0l (o

c) Talk to the human resources Al pruad lilalsal

department
d) Unobtrusively wait if someone will react
to your special physical needs

3.) Which of the following activities IS NOT ¢ sl Gt 8 kY Adul A e 6l (3
helpful for avoiding stress? saaily el (1
a) Exercise and stretching OAY) Bl (@
b) Helping others Jaadl £3l ) ae saall B e Llisll (z
¢) Maintaining the good relations with the (SEl=Y) Gl (any Gt g Ao e Jaall Slad) (2
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coworkers
d) Getting the work done fast and
achieving some extra time for a break

4.) Which of the following expressions DOES
NOT refer to a kind of stress?
a) Emotional
b) Working
c) Mental
d) Physical

5.) What is essential for dealing with heavy
workloads?
a) Avoiding them
b) Having a plan
c) Delaying
d) Asking for more time

6.) Which of the following IS NOT a part of the
regular plan for dealing with heavy
workloads?

a) Asking coworkers for help

b) Setting short term goals

c) Forcing yourself to work more

d) Dividing the work into manageable
chunks

7.) The message of this module is

a) Work more
b) Work-Life balance is important

dal il

€ il O g s ) ada Y A @l (e g
sible (i
Jead (o

& (z
gl (2

Leins (I

abd 25 (@

ol (7

sl e jall lla (2

sl aa Jalaill Lalall ddadll (e 12 32 22y ¥ L Lae
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c) Leave for work earlier
d) None of the above

8.) Make sure your seat is adjusted where your las () 5S5 Cua Haada Jasia (40 Sl (8
feet are

. ¥ ol (@
b) Touching the floor s e (z

¢) On a stool

a) Not touching the floor

(e Laa c«L;ﬁ: Y (J
d) None of the above

9.) Heavy workloads are . ALEN Jaadl ;L}Gj (9
a) Helpful e (!
b) Inevitable m’“y (<
¢) Unnecessary Lﬁ”ﬁﬁ ((GJ
d) Useful )
10.) The work environment can be a Aaali )l ) hame Jeall A0 0 S5 0 (S (10
source of wellbeing. e (|
a) True s (=
b) False
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