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Attention Management 

 إ   ة   ن    

Module One: Review Questions 
 

 : الأولىمراجعة الوحدة 
 

1.) What does the attention management 

increase? 

a) The attention capacity 

b) Productivity 

c) The ability to focus attention 

d) Creativity 
 

       ز   إ   ة   ن    ؟(  1

 ق  ة   ن     ( 

  لإن  ج   (ب

      ة ع ى     ز   ن     (ج

  لإ   ع ( 

 

  

2.) Find the term which is not related to an 

area of attention: 

a) Responsive 

b) Continual 

c) Intentional 

d) Unproductive 
 

 (     ث ع     ص  ح    ي     ع ق   ج ل      م:2

   ج  ب ( 

       (ب

   ع   (ج

 غ    ن ج  ( 

 

  

3.) What is the advantage of the intentional 

work? 

a) Faster task execution 

b) Greater job devotion 

c) More energy for the activities 

d) Strategic planning and prioritizing 

activities 
 

 (      ي   زة   ع ل     ص  ؟3

  ن       ه م    ل    ع ( 

 في   ع ل   ني       (ب

    ز          ق   لأن    (ج

                 جي                  ن    ( 

 

  

4.) When does the unproductive attention 

area occur?  

a) When a person works too slow 

b) When a person wastes time, for 

example: chatting on Facebook 

 (    ى    ث  ن          م غ      ن ج ؟4

 عن     ع ل     ص    ء      ( 

عن     ض       ص    ق  ، ع ى    ل      ل:          (ب

 في         

 عن     ع ل     ص  ج  (ج
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c) When a person works too hard 

d) When a person works without a 

motivation 
 

 عن     ع ل     ص       ف  ( 

 

  

5.) What thinking problem relates to the 

lack of attention? 

a) The lack of thinking 

b) Over thinking 

c) Narrow thinking 

d) Uncreative thinking 
 

 (      ي                  ي   ع ق        ن    ؟5

 ق           ( 

  لإف    في         (ب

           ض ق (ج

         غ    لإ   عي ( 

 

  

6.) What controls how and what we think? 

a) Our attitudes 

b) Our mind 

c) Our feelings 

d) Our experience 
 

 (        ي     م في   ف       ن   ؟6

    ق ن  ( 

 ع  ن  (ب

    ع ن  (ج

  ج   ن  ( 

 

  

7.) What does the Chinese term “Mushin” 

mean? 

a) “no heart” 

b) “no mind” 

c) “no problem” 

d) “no thinking” 
 

 (        عني    ص  ح   ص ني "     "؟7

 ق ب""   ( 

 "  ع ل" (ب

 "       " (ج

 ) "       " 

 

  

8.) What practice can be used for reaching 

the Mushin? 

a) Meditation 

b) Sports 

c) Reading 

 ؟Mushin(      ي             ي             ه     ص ل إ ى 8

 )         

      ض  (ب

      ءة (ج

   ن م ( 
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d) Sleeping 
 

 

 

 

 

  

9.) What kind of sport is Xin Yi? 

a) Water sport 

b) Team sport 

c) Martial art 

d) Athletic discipline 
 

 (   ي ن ع         ض          ي؟9

      ض       ئ   ( 

      ض    ج  ع   (ب

 فن      ف ع ع    ن س (ج

   نض         ضي ( 

 

  

10.) Xin Yi can help us connect the 

will, energy and power with: 

a) Body 

b) Soul 

c) Mind 

d) Speech 
 

   ع  ن  في      لإ   ة      ق       ة      Xin Yi(        ـ 10

   ي:

   ج م ( 

     ح (ب

   ع ل (ج

    لام ( 
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Module Two: Review Questions 
 

 : الثانيةمراجعة الوحدة 
 

1.) Why is focused attention difficult to 

maintain? 

a) Because of the external influences 

b) Because it cannot be controlled 

c) Because it is physically tiring 

d) Because it is not a natural human 

state 
 

 (         صعب        ع ى     ز   ن    ؟1

    ب    أ           ج   ( 

  نه              ة ع  ه  (ب

  نه    ع   ج     (ج

  نه                     ع   ( 

 

  

2.) What level does the focused attention 

operates on? 

a) Physical 

b) Physiological 

c) Psychological 

d) Psychosocial 
 

 (              ى    ي  ع ل ع  ه       ز     ّ ز؟2

 )         

         ج   (ب

 ن     (ج

 ن      ج   ع   ( 

 

  

3.) What is not one of the stages of the 

sustained attention? 

a) Grab attention 

b) Expand attention 

c) End attention 

d) Keep attention 
 

 (     ي إ  ى     ل       م       صل؟3

 ج ب   ن     ( 

         ن     (ب

 إنه ء       م (ج

   ف  ع ى   ن     ( 

 

  

4.) What causes the problems with the 

sustained attention? 

a) Distractions 

b) Internal factors 

c) Emotions  

 (        ي    ب     ل       م        ؟4

 )          

   ع   ل          (ب

   ع   ف (ج

     ل ( 
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d) Laziness 
 

 

 

  

5.) What is essential for maintenance of the 

selective attention? 

a) Trying to absorb all the information 

b) Trying to focus on one object or 

message 

c) Letting things happen naturally 

d) Trying to remember everything as a 

whole 
 

 (        ض   ي        ع ى       م   ن   ئي؟5

            ع ب ج       ع      ( 

              ز ع ى   ض ع              ة (ب

          ء    ث    ل    عي (ج

              ل  يء   ل ( 

 

  

6.) Marketing experts relate their 

advertising messages to their 

customers’: 

a) Interests 

b) Age 

c) Education 

d) Habits 
 

 (           ء       ق    ئ هم  لإعلان         ي  ع لائهم:6

    ص  ح ( 

   ع   (ب

    ع  م (ج

   ع     ( 

 

  

7.) Find a situation that requires alternating 

attention: 

a) Reading a book 

b) Taking notes during a lecture 

c) Watching a movie 

d) Writing a report 
 

 (     ث ع    قف     ب       م     ن  ب:7

 ق  ءة    ب ( 

          لا       ن ء      ض ة (ب

      ة ف  م (ج

 )             

 

  

8.) What will determine the attention 

management of an organization? 

a) The employee’s attention 

 (        ي       إ   ة   ن        ن   ؟8

  ن          ف ( 

 ع       ع ل   ى   ف    (ب
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b) The working habits of individuals 

c) The working habits of CEO 

d) The attention of CEO 
 

 ع     ع ل    ئ س    ن   ي (ج

  ن        ئ س    ن   ي ( 

 

  

 

9.) CEOs have to focus on: 

a) Internal and external attention 

b) Individual and collective attention 

c) Physical and psychical attention 

d) Employer’s and employee’s attention 
 

 (   جب ع ى    ؤ  ء    ن             ز ع ى      ي:9

       م       ي       جي ( 

       م      ي    ج  عي (ب

       م   ج  ي    ن  ي (ج

  ن     ص  ب   ع ل       ف ( 

 

  

10.) What sense is considered to be 

the key part of the attention? 

a) Touch 

b) Hearing 

c) Vision 

d) Smell  
 

 (        عنى    ي  ع      جزء    ئ  ي          م؟10

     س ( 

       (ب

    ؤ   (ج

     ئ   ( 
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Module Three: Review Questions 
 

 : الثالثةمراجعة الوحدة 
 

1.) Which of the following statements IS 

NOT true? 

a) Goals are continually linked to 

attention management 

b) Writing down a list of things to do is 

efficient goal setting 

c) Goals need to be made on an 

emotional and intellectual level 

d) Goal setting requires careful strategy 

and execution 

 (   ي      ع              غ   ص  ح؟1

            ف           إ   ة   ن     ( 

      ق ئ         ء    ي  جب      م  ه             ف  (ب

 فع ل

  جب  ض       ف ع ى       ى   ع   ي       ي (ج

     ب         ه ف        ج    ق      ن    ( 

  

2.) Which of the following IS NOT a vision 

statement? 

a) Considering your goals 

b) Writing down 

c) Recognizing your values 

d) Considering the possible problems 

 

 (   ي       ي   س  ؤ       ؟2

   ن   في     ف  ( 

         (ب

   ع   ف       (ج

   ن   في       ل          ( 

  

3.) Which of the following IS NOT true? 

a) Goals must be prioritized 

b) Goals should be ranked in order of 

importance 

c) It is important to be fully 

concentrated on several goals at 

once 

d) Personal values and visions should 

be used to prioritize goals 
 

 (   ي       ي غ   ص  ح؟3

  جب إع  ء          لأ   ف ( 

  جب     ب      ف   ب        (ب

      هم       ز    ل    ل ع ى ع ة     ف في  ق   (ج

     

 جب       م     م     ؤى     ص                   ( 

      ف
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4.) Which of the following is an example of 

an A priority presented in Module Four? 

a) Earn a promotion 

b) Stay healthy by exercising 

c) Become a mentor 

d) Buy a house 
 

 (   ي       ي       ل ع ى              في      ة      ع ؟4

    ح   ق   ( 

   ف  ع ى ص        لال             ض  (ب

       ً   (ج

    ء  نزل ( 

 

  

5.) What is sensory gating? 

a) The process that the brain uses for 

relaxation 

b) The process that the brain uses for 

concentration 

c) The process that the brain uses to 

adjust to stimuli 

d) The process in the brain which 

reduces our ability of adjustment 
 

 (      ي                ؟5

   ع        ي       ه       غ  لا     ء ( 

   ع        ي       ه       غ       ز (ب

   ع        ي       ه       غ      ف       ن ه   (ج

   ع     في      غ    ي    ل    ق   ن  ع ى      ف ( 

 

  

6.) _______is/are continually linked to 

attention management.  

a) Meditation  

b) Distracting stimuli  

c) Goals  

d) Re-gating 
 

 _______                 إ   ة   ن    .6) 

    أ ل ( 

      ز            لان     (ب

      ف (ج

 إع  ة         ( 

 

  

7.) Success, on a____________ level, 

demands effective goal setting.  

   ف فع ل.  نج ح ، ع ى     ى _____ ،     ب       7) 

   ص   ( 

    هن   (ب
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a) Personal 

b) Professional 

c) A and B 

d) Neither A nor B 
 

     ب (ج

        ب ( 

 

  

8.) People often fail to reach their goals 

because they ignore the _________ aspect of 

goal setting.  

a) Practical 

b) Emotional 

c) A and B 

d) Neither A nor B 

 

غ   ً        ل      ص في    ص ل إ ى     فهم  نهم   ج      8) 
   ج نب _________ في            ف.

 ع  ي ( 
 ع   ي (ب
     ب (ج

        ب ( 

 

  

9.) Why do we often fail to achieve goals? 

a) Because we relax too often 

b) Because we are too distracted by 

other things going on in our lives 

c) Because they are not that important 

d) None of the above 
 

       ن  ل في                في     ق      ف؟9) 

  نن  ن   ح    ً   ( 

 نن         غ       ب      ء     ى    ي    ث في  (ب

     ن 

  نه        ه          (ج

    يء       ق ( 

 

  

10.) There is a direct connection 

between the ability to filter out 

distracting stimuli, and __________.  

a) Meditation  

b) Setting goals 

c) Performance 

d) All of the above 
 

 ن   علاق       ة          ة ع ى  ص         ز             10) 

.__________ 

    أ ل ( 

            ف (ب

     ء (ج

  ل         علا  ( 
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Module Four: Review Questions 
 

 : الرابعةمراجعة الوحدة 
 

1.) Which of the following statements IS 

NOT true? 

a) Meditation affects brain activity 

b) All types of meditation lead to same 

kind of brain activity affection 

c) The brain travels through different 

patterns of brainwaves in sleeping 

and waking states 
 

 (   ي      ع              غ   ص  ح؟1

    أ ل  ؤ   ع ى ن         غ ( 

 ؤ ي ج     ن  ع    أ ل إ ى ن س   ن ع    ع     ن     (ب

      غ

 ن  ل      غ ع    ن                  ج        غ   في  (ج

   ن م             

   ح    أ ل                  م في  ن        ج    ( 

      غ  

 

  

2.) Beta brainwaves signal: 

a) Wakefulness 

b) Deep sleep without dreams 

c) Relaxed consciousness  

d) Deep state of meditation, 

hypnotization, or a light stage one 

sleep 
 

     : (  إ   ة     ج        غ  2

 )        

 ن م ع  ق        لام (ب

       ء    عي (ج

      ع           أ ل       ن  م            ن م      ف ( 

 

  

3.) Alpha brainwaves signal: 

a) Wakefulness 

b) Deep sleep without dreams 

c) Relaxed consciousness 

d) Deep state of meditation, 

hypnotization, or a light stage one 

sleep 
 

     :   ج        غ(  إ      3

 )        

 ن م ع  ق        لام (ب

       ء    عي (ج

      ع           أ ل       ن  م            ن م      ف ( 
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4.) Recognize the type of brainwaves based 

on the following info: This is the slowest 

brainwave pattern, moving at 1.5 to 4 

cycles per second. 

a) Alpha 

b) Beta 

c) Theta 

d) Delta 
 

(     ع ف ع ى ن ع     ج        غ    ن ءً ع ى    ع             : 4

إ ى  5( 1          أ ن       ج        غ   ،   ث         ع ل 

       في     ن  . 4

 )      

      (ب

      (ج

 )      

 

  

5.) Recognize the type of brainwaves based 

on the following info: These waves allow 

people to recall facts easily, which is 

sometimes why answers to questions 

seem to come while falling asleep. 

a) Alpha 

b) Beta 

c) Theta 

d) Delta 
 

(   ع ف ع ى ن ع     ج        غ    ن ءً ع ى    ع             : 5

 ج     ن س            ئق   ه    ،             ب    ح        

 في  عض                 لإج     ع ى    ئ    أ ي   ن ء   ن م.

 )      

      (ب

      (ج

 )      

 

  

6.) Which of the following statements IS 

NOT true? 

a) At Theta brainwaves stage a person 

is not fully aware of his or her 

surroundings 

b) Only experienced practitioners are 

able to reach Delta waves and still 

remain awake 

   ع              غ   ص  ح؟(   ي    6

في           ج        غ        ،            ص ع ى  ( 

                  ه

ف                       ق      ع ى    ص ل إ ى  (ب

   ج              ء         

  عزز   ج         لإ   ع            ع     ع     أن ن  (ج

 ل إ ى               ع   ق  ل ف        ن س    ص ( 

    ج      عن       ن           
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c) Alpha waves promote creativity and 

are associated with pleasant feelings 

and tranquility 

d) Only few people can reach beta 

stage while they are awake 
 

  

7.) Which of the following statements IS 

NOT true? 

a) Beta brainwaves are associated with 

concentration and attentiveness 

b) Alpha stage is not the ideal state for 

intuitive thinking 

c) Children naturally have more Theta 

waves than adults 

d) Few people enter Delta when they 

are meditating 
 

 (   ى      ع              غ   ص    ؟7

         ج             غ          ز    ن     ( 

                                              ي (ب

       ى      ل    ل    عي   ج                 (ج

      غ  

 ق        ن س             عن      أ     ( 

 

  

8.) Which of the following statements is 

true? 

a) Gamma waves are the waves 

associated with the ability to think 

creative 

b) Gamma waves are the waves 

associated with the ability to connect 

and process information 

c) Gamma waves are the waves 

associated with the ability to 

accumulate information 

d) None of the above 
 

 (   ى      ع              ص  ح؟8

  ج   ج     ي     ج                  ة ع ى          ( 

  لإ   عي

  ج   ج     ي     ج                  ة ع ى    ص ل  (ب

    ع       ع  ج  

  ج   ج     ي     ج                  ة ع ى  ج     (ج

    ع     

    يء       ق ( 
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9.) Which of the following statements IS 

NOT true? 

a) Gamma waves improve memory 

b) Gamma waves keep senses sharp 

c) People with high gamma brainwaves 

are known to be happier or more 

content 

d) Frequency of gamma waves cannot 

be increased by meditation 
 

 (   ى      ع              غ   ص    ؟9

  ع ل   ج   ج    ع ى             ة ( 

    ف    ج   ج    ع ى   ة      س (ب

      ع  ف         ص          هم   ج      غ    (ج

    ع     ج          ع  ة        ى  

        ز   ة        ج   ج    ع     ق    أ ل ( 

 

  

10.) Which of the following statements 

is true? 

a) Each brainwave is connected to 

specific activities such as sleep, 

attention, meditation, hypnosis, 

music and relaxation 

b) Each brainwave can be connected to 

any kind of activity such as sleep, 

attention, meditation, hypnosis, 

music and relaxation 

c) There is more than ten basic 

brainwaves 

d) None of the above 
 

 (   ي      ع              ص  ح؟10

       ل   ج     غ  أن        ة   ل   ن م    ن      ( 

    غن    ي         ى         ء    أ ل     ن  م 

          ل   ج     غ    أي ن ع      ن      ل   ن م  (ب

   ن         أ ل     ن  م    غن    ي         ى 

         ء

  ن           ع     ج      غ          (ج

    يء       ق ( 
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Module Five: Review Questions 
 

 مراجعة الوحدة الخامسة: 
 

1.) Which of the following IS NOT one of 

the possible translations of the term 

'mushin'? 

a) No mind 

b) No thought 

c) No problem 

d) No fear 
 

 "؟mushin(   ي       ي   س        ج               ص  ح "1

   ع ل ( 

   ف   (ب

         (ج

     ف ( 

 

  

2.) Which of the following statements IS 

NOT true? 

a) There are no exercises to increase 

the chances of reaching Mushin 

b) Mushin occurs when the conscious 

mind does not stand in the way of 

the body and instinct 

c) Mushin occurs anytime that intuition 

takes over 

d) There are no logical steps to Mushin 
 

  ي      ع              غ   ص  ح؟(  2

     ج          ز   ة ف ص    ص ل إ ى       ( 

         ث عن        ف   ع ل     عي في    ق   ج    (ب

    غ  زة

 في  ي  ق      ى ف ه     س Mushin   ث  (ج

 Mushin    ج         ن      ـ  ( 

 

  

3.) Which of the following statements 

refers to transcendental meditation? 

a) It repeats sounds or words 

b) It involves visually focusing on an 

object 

c) It uses focused breathing and mantra 

to explore the chakras 

d) It is done sitting with eyes closed 
 

 (   ي      ع                   إ ى3

    أ ل؟

               ص        ( 

   ض         ز  ص  ً  ع ى  يء    (ب

      م    ن س     ّ ز      ن          ف          (ج

   م   ج  س    ع     غ    ( 
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4.) Which of the following statements IS 

NOT true? 

a) Beginners often benefit from guided 

meditation with an instructor 

b) Transcendental Meditation is the 

most popular in a business setting 

c) Each person can feel comfortable 

with any type of meditation 

d) Some people find mantras 

distracting and prefer steady gaze 
 

 (   ي      ع              غ   ص  ح؟4

         بغ   ً                  ئ         أ ل     جه  ( 

    أ ل    ج  زي             عً  في   ئ    ع  ل (ب

        ل   ص      ع              ي ن ع       أ ل (ج

  ج   عض   ن س        ن             ض      ن  ة         ( 

 

  

5.) What usually happens when the mind 

focuses on potential negative 

outcomes? 

a) The mind is also focused on the 

solutions 

b) It is impossible to execute a plan well 

c) The mind focuses on improving the 

plan 

d) None of the above 
 

 (          ث ع  ة عن       ز   ع ل ع ى   ن  ئج                 ؟5

    ز   ع ل   ضً  ع ى      ل ( 

           ل  ن             ل ج   (ب

    ز   ع ل ع ى             (ج

    يء       ق ( 

 

  

6.) Which of the following IS NOT true? 

a) Failure is often caused by a fear of 

success 

b) Rather than focusing on the potential 

failures, people need to concentrate 

on the benefits of a successful plan 

 (   ي       ي غ   ص  ح؟6

 غ   ً            ب     ل        ف      نج ح ( 

         ،     ج   ن س إ ى     ً          ز ع ى  لإ   ق   (ب

       ز ع ى ف  ئ          ن ج  

     ء إ ج   ً      ح   ن س        ز ع ى     فهم   ن     (ج

  فع  هم  ف ً      

              ة ع ى       ز    ه    أ     لا عي ( 
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c) Remaining positive will allow people 

to focus on their goals and execute 

their actions accordingly 

d) Focus cannot be controlled and it is 

all a matter of subconscious  
 

 

  

7.) What is meant by visualization?  

a) Drawing a picture of your goal 

b) Drawing a plan for achieving your goals 

c) A habit of creating a mental picture of a 

goal and believing that it will happen 

d) None of the above 
 

 (            ص         ل؟7

   م ص  ة  ه ف  ( 

   م          ق     ف  (ب

 ع  ة       ص  ة   ن    ه ف    ع      أنه     ث (ج

       ق   يء  ( 

 

  

8.) Which of the following IS NOT a step of 

visualization? 

a) Relaxing 

b) Drawing 

c) Accepting 

d) Visualizing 
 

 (   ي       ي   س    ة في ع        ص  ؟8

        ء ( 

     م (ب

      ل (ج

    ص   ( 

 

  

9.) Mushin occurs anytime that _______ 

takes over.  

a) Thought 

b) Emotion 

c) Intuition 

d) None of the above 
 

 في  ي  ق      ى ف ه _______     ؤ    . Mushin   ث 9) 

 ف  ة ( 

   ع     (ب

     س (ج

    يء       ق ( 

 

  

10.) Steady Gaze Meditation involves 

visually focusing on ________. 

              ز    ص ي ع ى   ض    أ ل   ن  ة 10) 

.________ 

 )       
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a) Thoughts 

b) An object 

c) Emotions 

d) None of the above 
 

   ئ  (ب

   ع   ف (ج

    يء       ق ( 
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Module Six: Review Questions 
 

 مراجعة الوحدة السادسة: 
 

1.) Which of the following is one of the 

four attention zones? 

a) Reactive 

b) Attractive 

c) Radioactive 

d) Disturbed 

  ج          م     ع ؟(   ي       ي        1

       عل ( 

 ج     (ب

     ع  (ج

  نزعج ( 

 

  

2.) Which of the following statements IS 

NOT true? 

a) The proactive zone maintains 

relationships, budgets, systems, and 

personal well-being 

b) People in proactive zone work 

strategically 

c) The proactive zone is where 

everyone wants to work 

d) Spending time in the proactive zone 

increases the amount of time that is 

spent in the reactive zone 

 (   ي      ع              غ   ص  ح؟2

   ف     ن          ق   ع ى   علاق        ز ن     ( 

    ن        ف         ص  

 ي    ن          ق      ل        جي ع ل   ن س ف (ب

    ن          ق    ي           ي        ج      ع ل ف ه (ج

 ز   قض ء    ق  في    ن          ق               ق   ( 

    ي   ض ه في  ن          عل

 

  

3.) Which of the following statements IS 

NOT true? 

a) Constant email alerts are distractions 

that take people out of the proactive 

zone 

b) Turning off email alerts is not a 

helpful way for leaving the distracted 

zone 

c) Things like emails and phone calls 

 (   ي      ع              غ   ص  ح؟3

 ن  ه           لإ     ني        ة  ي ع   ل        ( 

   ن         ي    ج      ص       ن          ق  

   ع  إ   ف   غ ل  ن  ه           لإ     ني           ة  (ب

         ن           

 لإ     ني              ه          ء   ل    ئل         (ج

  ن  ج        ن             لان    

    ث    ن            عن           لآ      ن      ( 
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fall under the distracted zone 

d) The distracted zone occurs when 

other people monopolize your 

attention 
 

  

4.) Which of the following statements IS 

NOT true? 

a) Emails always need to be answered 

immediately 

b) You should not allow people to draw 

you away unless it is a real 

emergency 

c) Things in distracted zone seem 

urgent, but they are not really 

important 

d) In distracted zone, important time 

and energy is given to other people’s 

priorities rather than personal goals 
 

 (   ي      ع              غ   ص  ح؟4

  جب   ئً        ع ى    ئل         لإ     ني ع ى       ( 

 جب       ح   ن س  ج     ع ً       م             ئ   (ب

       

          ء في    ن              ً     ً   ،   نه        (ج

  ه     ً 

في    ن            ،   م إع  ء  ق     ق   ه     ( 

      ف     ص           لآ        ً    

 

  

5.) What is being wasted in the wasteful 

zone? 

a) Time 

b) Nerves 

c) Money 

d) Ideas 
 

 (        ي  ض   في  ن      ه  ؟5

  ق  ( 

   عص ب (ب

     ل (ج

   ف    ( 

 

  

6.) Which of the following IS NOT in the 

wasteful zone? 

a) Checking personal email 

 (   ي       ي   س في  ن      ه  ؟6

      ق            لإ     ني     صي ( 

        ق       صل   ج   عي (ب
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b) Taking time to socialize 

c) Looking at social media sites  

d) Looking at online videos 
 

    لاع ع ى    ق       صل   ج   عي (ج

      ة               ع ى  لإن  ن  ( 

 

 

 

 

 

 

 

  

7.) Which of the following statements IS 

NOT true? 

a) It is not possible to continually focus 

on a single task 

b) Reminding yourself that wasteful 

zone keeps you away from proactive 

zone is not efficient 

c) Turning off mobile devices when 

working is useful 

d) When time to relax and regroup is 

not included in a person’s schedule, 

more time will be spent in the 

wasteful zone 
 

 (   ى      ع              غ   ص    ؟7

   س                 ز          ع ى  ه       ة ( 

      ن     أ     ن       ه  ة        ع ً   ع     ن     (ب

       ق        فع   

 إ   ف   غ ل   جهزة          عن    ع ل      (ج

عن        م  ض     ق         ء  إع  ة    ج    في  ( 

ج  ل     ص ،    م قض ء    ز         ق  في  ن    

   ه  

 

  

8.) The attention zone determines 

productivity as well as ________.  

a) Personal stress levels 

b) Amount of money made 

c) A and B 

d) Neither A nor B 
 

       ن      ن      لإن  ج         ________.8) 

                    ص   ( 

           ل      ق (ب

     ب (ج

        ب ( 

 

  

9.) In which zone do managers spend most  (9في  ي  ن      ضي           ع م  ق هم؟ 
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of their time? 

a) In the distracted zone 

b) In the wasteful zone 

c) In the reactive zone 

d) In the proactive zone 
 

 في    ن            ( 

 في  ن      ه   (ب

 في  ن          عل (ج

 في    ن          ق   ( 

 

 

 

 

 

 

 

 

 

  

10.) How can you leave the distracted 

zone? 

a) Turn off email alerts 

b) Create a time-blocked schedule 

c) Set boundaries 

d) All of the above 
 

   ف    ن   غ   ة    ن           ؟10) 

 قم  إ   ف   غ ل  ن  ه           لإ     ني ( 

 إن  ء ج  ل ز ني  غ ق (ب

  ض         (ج

  ل         علا  ( 
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Module Seven: Review Questions 
 

 مراجعة الوحدة السابعة: 
 

1.) Which of the following statements IS 

NOT true? 

a) SMART goals guide people as they 

works towards an end 

b) While they are a staple in business 

settings, SMART goals are not able 

to motivate personal goals 

c) SMART goals eliminate confusion 

and increase satisfaction 

d) All the statements are true 
 

      ع              غ   ص  ح؟ (   ي1

   ن س   م  ع     ن     نه    SMART         ف  ( 

    غم      نه  عنصً        ً  في إع        ع ل ، إ      (ب

     ق   ة ع ى     ز      ف  SMART    ف 

     ص  

 ع ى           ز         ض  SMART  ضي     ف  (ج

  ل      ن   ص     ( 

 

  

2.) Which of the following IS NOT one of 

the three P’s for achieving goals? 

a) Positive 

b) Present 

c) Professional 

d) Personal 
 

 (   ي       ي   س       عن ص     لا        ق      ف؟2

   ج  ي ( 

     ض  (ب

    هن    (ج

     ص   ( 

 

  

3.) Which of the following statements IS 

NOT true? 

a) Approaching goals the wrong way 

will only end in failure 

b) The three P’s can help prevent 

people from becoming discouraged 

c) The three P’s can motivate people to 

keep moving forward 

d) All the statements are true 
 

 (   ي      ع              غ   ص  ح؟3

      ف               ئ      ن هي إ       ل  ق   ب     ( 

            ع    عن ص     لا   في  ن    ن س     لإ     (ب

      ز   ن س ع ى          في    ضي  P        لا    (ج

 ق ً  

  ل      ن   ص     ( 
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4.) Which of the following are features of 

SMART goals? 

a) Special, Marketable, Adjustable, 

Relevant, Timely 

b) Specific, Measurable, Attainable, 

Relevant, Timely 

c) Specific, Measurable, Accessible, 

Rational, Timely 

d) Special, Measurable, Attainable, 

Realistic, Timely 
 

 ؟SMART(   ي       ي      ز       ف 4

ق  ل    ع  ل ،  لائم ، في    ق    ص ، ق  ل       ق ،  ( 

    ن  ب

    ة  ق          س            ه       ص    في    ق   (ب

    ن  ب

    ة  ق          س          ص ل إ  ه   ع لان    في  (ج

    ق     ن  ب

  ص  ق  ل      س            ه    قعي  في    ق   ( 

    ن  ب

 

  

5.) Why is the SMART way particularly 

useful? 

a) Because it makes job much easier 

b) Because it helps you define your 

goals 

c) Because it breaks the long-term 

goals into short-term goals 

d) Because it helps you to achieve your 

goal faster 
 

5              )SMART ة    ل   ص؟     

   ع ل   هل       نه   جعل  ( 

  نه     ع   ع ى           ف  (ب

  نه    م      ف           ى إ ى     ف قص  ة     ى (ج

  نه     ع   ع ى     ق   ف     ل    ع ( 

 

  

6.) Which of the following statements IS 

NOT true? 

a) A goal that does not meet a personal 

need is impossible to reach 

b) A goal that does not meet a personal 

need is less likely to be reached 

c) SMART goals need prioritizing 

 (   ي      ع              غ   ص  ح؟6

    ل    ص ل إ ى   ف      ي   ج    ص          ( 

   ه ف    ي      ي   ج    ص    قل           ص ل إ  ه (ب

 إ ى                SMART    ج     ف  (ج

    ص     ،    ن   SMARTعن                     ف  ( 

      م ن س    ع        ي       ه                     ف  

   ع   
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d) When you prioritize your SMART 

goals, you can use the same criteria 

you use for prioritizing your general 

goals 
 

 

 

 

 

 

 

  

7.) Which of the following goals is marked 

as a B priority in previous module? 

a) Create a schedule for the week 

b) Learn a new system in a week 

c) Earn bonus in two months 

d) Exercise three times a week 

في  B(   ي         ف          م  ض  علا   ع  ه  أ      7

      ة        ؟

 ض  ج   ً  لأ   ع ( 

  ع م ن  م ج    في     ع (ب

    ح    فأة في  ه    (ج

       لاث      في      ع ( 

 

  

8.) Which of the following statements IS 

NOT true? 

a) Once a SMART goal is created, it 

needs to be evaluated 

b) It is important to review goals 

periodically 

c) Circumstances change and changes 

will affect goals 

d) All the statements are true 

 (   ى      ع              غ   ص    ؟8

 ،  جب      ه SMART  ج   إن  ء   ف  ( 

       هم    جع       ف    ل    ي (ب

   غ        ف   ؤ      غ      ع ى      ف (ج

 ص     ل      ن    ( 

 

  

9.) What should you do when you meet 

new requirements or personal visions? 

a) You should adapt your goals 

b) You should stick to your goals firmly 

without changing them 

c) You should create new goals 

d) None of the above 
 

            ج   ة       ؤى (        جب      عل عن       ي 9

     ص  ؟

  جب       ف     ف  ( 

  جب           أ   ف    زم      غ      (ب

  جب ع    إن  ء     ف ج   ة (ج

    يء       ق ( 
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10.) Which of the following IS NOT 

among the most important questions 

for evaluating the goals? 

a) Is it SMART? 

b) Does it follow the three P’s? 

c) How challenging is it? 

d) Is it a priority? 

 (   ي       ي   س          م    ئ        م      ف؟10

 ؟SMART ل     ( 

 ؟P ل         لا    (ب

      ى صع       ؟ (ج

  ل  ي       ؟ ( 

 

 

Module Eight: Review Questions 
 

 مراجعة الوحدة الثامنة: 
 

1.) What does the one minute rule imply? 

a) Completing any task that takes a 

minute to be completed 

b) Completing only a part of a task in 

one minute 

c) Simplifying some undemanding tasks 

so they can be done in a minute 

d) Taking one minute break each fifteen 

minutes 
 

       عني ق ع ة    ق          ة؟ ( 1

 إ   م  ي  ه      غ    ق        ة لإ    ه  ( 

 إ   ل جزء ف         ه   في  ق        ة (ب

       عض    ه م غ               ث      إنج ز   في  (ج

  ق        ة

                ة  ق        ة  ل   س ع  ة  ق    ( 

 

  

2.) What is the best advantage of one 

minute rule? 

a) It reduces the amount of tasks 

b) It simplifies the tasks 

c) It prevents the tasks to pile up 

d) None of the above 
 

 (      ي  فضل   زة    ع ة    ق          ة؟2

    ل     جم    ه م ( 

         ه م (ب

   ن     ه م          م (ج

    يء       ق ( 

 

  

3.) Which of the following statements is 

true? 

 (   ي      ع              ص  ح؟3

 جب           ج   ل   ز ن         ،      ج   ل   ز ن    ( 

    ض  ض   ض    ق  
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a) Schedules must be firm, since loose 

schedules waste your time 

b) A common mistake that people 

make with schedules is leaving some 

moments unplanned 

c) Any kind of change in schedule ruins 

the whole concept of schedule 

d) A common mistake that people 

make with schedules is making them 

too strict 
 

        ء     ئع     ي      ه       ص      ج   ل  (ب

         ه   ز ن        عض         غ   

  ي ن ع       غ    في   ج  ل        ه م   ج  ل  أ   ه (ج

        ء     ئع     ي      ه       ص      ج   ل  ( 

   ز ن   جع ه  ص       غ   

 

  

4.) What does the five minute rule suggest? 

a) Completing the tasks that take five 

minutes to be completed 

b) Completing only a part of a task in 

five minutes 

c) Simplifying some undemanding tasks 

so they can be done in five minutes 

d) Taking a five minute break after 

completing every task 
 

 (        عني ق ع ة     س  ق ئق؟4

 إ   ل    ه م    ي    غ     س  ق ئق لإ    ه  ( 

  ل جزء ف         ه   في   س  ق ئقإ   (ب

       عض    ه م غ               ث      إنج ز   في  (ج

   س  ق ئق

                ة   س  ق ئق  ع    ن ه ء     ل  ه   ( 

 

  

5.) Which of the following IS NOT one of 

the steps for regaining focus when you 

are overwhelmed? 

a) Sleep 

b) Stop 

c) Start all over 

d) Take breaks 
 

(   ي       ي      ل إ  ى            ع  ة       ز عن    5

          ً ؟

   ن م ( 

   قف (ب

         ج    (ج

    ف          ( 
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6.) Which of the following statements is 

true? 

a) Feelings are not strong enough to 

control your actions 

b) It is important not to let your feelings 

control your actions 

c) It is impossible to avoid the 

moments when your feelings control 

your actions 

d) None of the above 

 (   ي      ع              ص  ح؟6

      ع       ق           ي      م في  فع    ( 

  فع         هم      ع    ع       م في  (ب

          ل  جنب            ي     م ف ه     ع   في  (ج

  فع   

    يء       ق ( 

 

  

7.) Staying __________ is easier said than 

done.  

a) Motivated 

b) Focused 

c) Late at work 

d) None of the above 
 

      ء __________     ل   هل       عل.7) 

     ف  ( 

    زة (ب

    أ   في   ع ل (ج

  يء       ق   ( 

 

  

8.) What examples were offered as tasks to 

be completed within a minute?  

a) Filing a paper 

b) Putting office supplies away 

c) Washing a dish 

d) All of the above 
 

    ي           ي  م      ه    ه م  جب إ    ه  في غض   8) 

  ق   ؟

       ق  ( 

          ج ن   ض       زم  (ب

 غ ل ص   (ج

  ل         علا  ( 

 

  

9.) ______ help people focus and manage 

their time better when they are done 

correctly. 

a) Feelings  

b) Schedules 

______   ع    ن س ع ى       ز  إ   ة  ق هم    ل  فضل 9) 

 عن      م        ل ص  ح.

      ع  ( 

   ج   ل (ب

      ف (ج
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c) Goals 

d) None of the above 
 

    يء       ق ( 

 

  

10.) Why do we often find it difficult to 

stay focused? 

a) Staying focused is an unnatural state 

b) There is always something to distract 

us 

c) It is impossible to avoid social media 

d) None of the above 
 

               في          في       نج  صع    في 10) 

       ز؟

       ز         غ      ع   ( 

  ن     ئً    يء  ص ف  ن    ن  (ب

           ل  جنب    ئل      صل   ج   عي (ج

    يء       ق ( 
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Module Nine: Review Questions 
 

 : التاسعةمراجعة الوحدة 
 

1.) Which of the following statements IS 

NOT true? 

a) We usually procrastinate with leisure 

activities that gratify us for the 

moment but hurt our chances of 

long-term success 

b) When we procrastinate, we put off 

doing what we need to do 

c) Procrastination is the enemy of 

productivity 

d) Procrastination is an intentional 

process 
 

 (   ي      ع              غ   ص  ح؟1

ع  ة    ن   ل في   ن        ف ه      ي   ض ن  في    ق   ( 

      ي    نه   ض     صن  في   نج ح ع ى     ى      ل

 عن    ن   ل ، فإنن  نؤجل      م     ن   ج إ ى      م  ه (ب

       ف    ع    لإن  ج   (ج

 ع       ص  ة       ف    ( 

 

  

2.) Which of the following IS NOT among 

the main reasons of procrastination? 

a) Boredom 

b) Laziness 

c) Stress 

d) Fear 
 

 (   ي       ي   س             ب    ئ             ؟2

     ل ( 

     ل (ب

  لإجه   (ج

     ف ( 

 

  

3.) Which of the following statements IS 

NOT true? 

a) Each person procrastinates for 

different reasons 

b) Identifying the reasons for 

procrastination will help people 

overcome it 

c) People who procrastinate are 

   ع              غ   ص  ح؟(   ي    3

     ل  ل   ص     ب        ( 

           ب              ع    ن س ع ى    غ ب ع  ه  (ب

     ص               ع  ة       ن       ى  غ    (ج

   ئ    

 عض   ن س  ؤ      لإ   ع    ل    عي  فضل     ( 

 غ   م
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generally lazy and irresponsible 

d) Some people naturally delay 

gratification better than others 
 

  

4.) What is the key to gaining success? 

a) Prioritizing 

b) Making firm schedules 

c) Forcing yourself to work harder 

d) None of the above 
 

 (      ي      ة              ب   نج ح؟4

 )                

 ع ل ج   ل       (ب

 إج    ن    ع ى   ع ل  ج         (ج

    يء       ق ( 

 

  

5.) What does the 15 minute rule imply? 

a) A 15 minute break should be taken 

after every working hour 

b) Larger tasks need to be simplified so 

they could be done in 15 minutes 

c) Each actionable step on a project 

should take no more than 15 minutes 

to complete 

d) None of the above 
 

  ق   ؟ 15(        عني ق ع ة 5

  ق     ع   ل   ع  ع ل 15 جب                ة  ( 

 جب          ه م        جً      ث      إج  ؤ   في  (ب

  ق    15غض   

 جب       غ    ل    ة ق        ن    في       ع       (ج

  ق      ى     ل 15   

    يء       ق ( 

 

  

6.) Which of the following IS NOT a way of 

overcoming procrastination? 

a) Giving yourself a reward 

b) Asking for advice 

c) Having clear deadlines 

d) Asking for more time 
 

 (   ي       ي   س          غ ب ع ى       ف؟6

  نح ن       فأة ( 

   ب       ة (ب

          ع   نه ئ     ض   (ج

   ب    ز         ق  ( 

 

  

7.) Procrastination is the enemy of ________. 

a) Goal setting 

      نج  صع    في                في          في 7) 

       ز؟
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b) Productivity 

c) Having clear deadlines 

d) None of the above 
 

       ز         غ      ع   ( 

  ن     ئً    يء  ص ف  ن    ن  (ب

           ل  جنب    ئل      صل   ج   عي (ج

       ق   يء  ( 

 

  

8.) The fight or flight response is triggered 

by ______. 

a) Fear 

b) Boredom 

c) Stress 

d) All of the above 
 

   م   غ ل    ج         ل                  ______.8) 

   ف ( 

     ل (ب

  لإجه   (ج

  ل         علا  ( 

 

  

9.) What does the 80/20 rule suggest? 

a) Giving yourself a reward 

b) Asking for advice 

c) Perhaps a task doesn’t have to be 

done 

d) Asking for more time 
 

 ؟80/20         ح ق ع ة 9) 

  نح ن       فأة ( 

   ب       ة (ب

          زم      م   ه      (ج

   ب    ز         ق  ( 

 

  

10.) Rewarding yourself for a job well 

done will lead to _______.  

a) Procrastination 

b) Positive reinforcement 

c) Personal motivation 

d) B and C 
 

   ؤ ي    فأة ن    ع ى   ع ل   ج   إ ى _______.10) 

       ف ( 

    عز ز  لإ ج  ي (ب

     ف      صي (ج

 ب   ج ( 
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Module Ten: Review Questions 
 

 مراجعة الوحدة العاشرة: 
 

1.) What does the 80 / 20 rule imply? 

a) The 80 / 20 rule states that the 20 

percent of our success comes from 

80 percent of our actions  

b) The 80 / 20 rule states that we need 

to focus on 80 percent of our most 

effective actions 

c) The 80 / 20 rule states that 80 

percent of our success comes from 

only 20 percent of our actions 

d) None of the above 
 

 ؟80/20(        عني ق ع ة 1

     ئ     نج  ن   أ ي  20ع ى     80/20 نص     ع ة  ( 

      ئ      فع  ن  80   

 80ع ى  نن     ج  إ ى       ز ع ى  80/20 نص     ع ة  (ب

      ئ           ع   ن  ف ع   

     ئ     نج  ن   أ ي  80ع ى     80/20 نص     ع ة  (ج

      ئ  ف       فع  ن  20   

    يء       ق ( 

 

  

2.) According to the urgent / important 

matrix, progress is: 

a) Not urgent and not important 

b) Important, but not urgent 

c) Important and Urgent 

d) Not important, but urgent 
 

   ص  ف  ع ج   /  ه   ، فإ       م   : (   ف  2

      ع ج          ه   ( 

  هم        س ع جلاً  (ب

  هم  ع جل (ج

       ه   ،    نه  ع ج   ( 

 

  

3.) According to the urgent / important 

matrix, routine tasks are: 

a) Not urgent and not important 

b) Important, but not urgent 

c) Important and urgent 

d) Not important, but urgent 
 

 (   ف ً    ص  ف  ع ج   /  ه   ، فإ     ه م       ن    ي:3

      ع ج          ه   ( 

  هم        س ع جلاً  (ب

  هم  ع جل (ج

       ه   ،    نه  ع ج   ( 
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4.) What is the name of the “no” type of 

approach for dealing with interruptions? 

a) Neutral No 

b) Negative No 

c) Positive No 

d) Assertive No 
 

 (          م     ب " "    ع  ل      ن   ع  ؟4

        ة  ( 

          (ب

     ج   (ج

     ز    ( 

 

  

5.) Which of the following is not listed as a 

tip for using the positive no? 

a) Empathetically repeat the request in 

your own words, and then say no 

b) Say no, and then give an alternative 

c) Say no and then briefly clarify your 

reasoning without making excuses 

d) Say no without any explanation 
 

 (   ي       ي  م   م إ   جه  نص          م     جب  ؟5

            ص  ،  م قل            ب      ن       ج      ( 

 قل    م  ع     لاً  (ب

 قل    م  ضح         إ ج ز         م  ع    (ج

 قل        ي       ( 

 

  

6.) Which type of approach is most 

appropriate for aggressive and 

manipulative people? 

a) Providing an assertive refusal and 

repeating it 

b) Empathetically repeating the request 

in your own words, and then saying 

no 

c) Saying no followed by an honest 

explanation 

d) Saying yes, giving your reasoning for 

      لاع  ؟(   ي ن ع      نهج      ن ب  لأ   ص   ع   ن    6

 إ   ء    فض                ( 

           ب     س             ص  ،  م ق ل   (ب

     ل      ه   ح ص    (ج

 ق ل نعم ،  إع  ء         ع م      م      ،      م  ل    ل ( 
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not doing it, and providing an 

alternative solution 
 

 

 

 

  

7.) Which of the following IS NOT a reason 

for a productivity journal’s usefulness? 

a) It increases your productivity 

b) It shows you where you spend your 

time 

c) It helps you evaluate your priorities 

d) It shows you how efficiently you use 

your time 
 

 (   ي       ي    ع     ً     ئ ة  ج    لإن  ج  ؟7

  ز      إن  ج    ( 

   ه           ضي  ق   (ب

     م            ع   ع ى  (ج

   ضح      ى    ءة            ق   ( 

 

  

8.) Which of the following IS NOT 

something necessary for a productivity 

journal? 

a) Activities 

b) Time spent on each activity 

c) Progress or outcome of the activity 

d) Details about the activities 
 

 ض    ً    ج    لإن  ج  ؟(   ي       ي   س 8

   ن    ( 

    ق     ي   ض ه في  ل ن    (ب

      م    ن  ج    ن    (ج
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9.) What is “rocks in a glass jar 

demonstration”? 

a) Technique that is used to illustrate 

the importance of scheduling 

b) Technique that is used to illustrate 

the importance of establishing 

priorities 
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c) Technique that is used to illustrate 

the ways of improving productivity 

d) Technique that is used to illustrate 

the importance of logical thinking 
 

 

 

 

 

 

 

 

 

10.) Which of the following IS NOT an 

element used in “rocks in a glass jar 

demonstration”? 

a) Sand 

b) Pebbles 

c) Water 

d) Shells  
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