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Optimizing e-Learning

Module One: Review Questions

1) What is confidence?

a) The feeling of positive regard and belief
in oneself

b) Feelings of inferiority, insecurity, and
uncertainty

c) To take accountability for one’s own
actions

d) Feelings of superiority over another

Assertiveness is all about dominance.
a) True
b) False

What is internal confidence?

a) Confidence that comes from validation
and feedback

b) How we view and feel about ourselves

c) The same thing as external confidence

d) Confidence that comes from praise,
status, and how others perceive us

Which of the following is not a benefit of
assertiveness in the workplace?

a) Improved communication

b) Greater job satisfaction

C) Increased job turnover

d) Gained respect from others

Which of the following is not one of the
four basic styles of communication?
a) Assertive

Building Confidence and Assertiveness
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b) Passive-assertive
c) Aggressive
d) Passive-aggressive

Which style of communication includes
expressing ideas and needs at the expense
of others?

a) Passive

b) Aggressive

c) Passive-aggressive

d) Assertive

The avoidance of disagreements may be
an example of which style of
communication?

a) Passive

b) Aggressive

c) Passive-aggressive

d) Assertive

_______communication is honest and direct
with sharing thoughts, while maintaining
respect to others.

a) Aggressive

b) Assertive

c) Reflective

d) Passive

Which of the following can lead to low self-
confidence?

a) Previous trauma

b) Career issues

c) Poor self-image
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d) All of the above

10) Which of the following is a sign of low self- il A8 A e Aadle 2ay 9‘ Lo gl (10
confidence? éyj‘w‘ ‘d}ﬁ:j\ (
a) Unaccepting of compliments A 4 S?Si:ih—‘ N ((:

b) Trusting personal judgment
¢) Not worrying what others will think
d) Having an open mind
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Module Two: Review Questions

1) Confidence is an innate trait that we are
born with.
a) True
b) False

2) _____isthe ability to monitor our inner
world, including our own behaviors,
thought patterns, and reactions.

a) Social awareness
b) Self-awareness
c) Self-belief

d) Criticism

3) Which of the following will not help to
improve self-awareness?
a) Keeping a journal
b) Identifying personal triggers
¢) Hiding our weaknesses
d) Asking yourself questions

4) We cannot always control when things go
wrong, but we can control how we choose
to respond to these situations.

a) True
b) False

5) Confident people are about new
situations, challenges, and the future.
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a
b
C
d

~—

Optimistic
Pessimistic
Weary
Dreadful

= = =

Which of the following is not true of

optimists?

a) They recognize what is in or out of their
control

b) They review their accomplishments

c) They will challenge their negative
thoughts

d) They do not share their creativity with
others

Without ___, confidence may not be
developed.

a) Courage

b) Doubt

c) Achievement

d) Support from others

What do courageous people believe in?
a) Themselves

b) Their capabilities

c) Their values

d) All of the above

___is about viewing oneself, as well as
their accomplishments, in a modest
manner.
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a) Arrogance e=lA (2
b) Egoism SIS ¢
c) Humility
d) Conceit
10) Humble confidence does not mean that 258 (Ple) L padd o o (3 Y deal i) 81 (10
someone has to declare their victory to U‘()\Am
G
others. s (o
a) True
b) False
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Module Three: Review Questions

[

_ can often be our biggest enemy of
success.

a) Delegation

b) Collaboration

c) Fear

d) Planning

Feelings of fear tend to be accompanied
with

a) Low self-confidence

b) Positive self-talk

c) Deep, calm breaths

d) Laughter

__is a mindset that impedes our self-

belief and moves us away from our goals.
a) Self-doubt

b) Confidence

c) Assertiveness

d) Humility

4) Which of the following is not a sign of

someone experiencing self-doubt?

a) A constant need of reassurance

b) Feelings of imposter syndrome

c) The ability to accept compliments from
others

d) Feeling as though they are not good
enough

5) Which of the following may prevent us
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from making major decisions?

a) Overthinking

b) Weighing the pros and cons

c) Seeing things from another perspective
d) All of the above

Which of the following may prevent us
from making major decisions?

a) Overthinking

b) Weighing the pros and cons

c) Seeing things from another perspective
d) All of the above

___are psychological states that put
people at ease and make them feel safe.
a) Happy zones
b) Comfort zones
c) Safety zones
d) Residential zones

How can we allow our comfort zones to
grow?

a) Welcoming uncomfortable emotions
b) Exploring things that may feel scary
¢) Achieving our goals

d) All of the above

Comparisons are very beneficial; they help
us to move towards our aspirations and
goals.

a) True
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b) False
10)___is what gives us the drive to get Laida g 8 el aall adlall Lisiey Lo s (10
ahead in our careers. . :‘A‘Jﬂ (!
a) Comfort ?;;\\ “\’;’j (<
b) Lack of assertiveness ‘aw\ ((%
c) Lack of confidence

d) Confidence
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Module Four: Review Questions rdag) )l Bas gl) Axa ya

1) ___ aresimple and effective ways to
remove the negative thoughts that prevent
us from achieving our goals.

a) Rewards

b) Affirmations

c) Competitions

d) Sharing our feelings on social media

2) Which of the following is not an example of
a positive affirmation?
a) | am a capable and competent person
b) | am powerful and in control
c) | am not deserving of this promotion
d) I am an example of motivation

3) By showing compassion to ourselves, we

can create a(n) ___ outlook for both our
personal and professional life.
a) Unrealistic
b) Optimistic
¢) Pessimistic
d) Neutral

4) To start the day with confidence and
optimism, it is helpful to create a list of
a) Rules

b) Groceries

c) Hatred

Gratitude
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5) ___isthe practice of using one's
imagination to help picture success.
a) Visualization
b) Yoga
¢) Meditation
d) None of the above

6) Which of the following steps is not
included with visualization?
a) Determining the goal
b) Envisioning the scene and what the
environment might look like
c) Not thinking about the goal until it is
time to make it happen
Approaching the visualized situation with
confidence

7) _____isthe technique of gaining awareness
of the present moment.
a) Journaling
b) Meditation
¢) Socialization
d) Reading

8) Since the world is continuously evolving,
there are always new skills that can be
developed.

a) True
b) False

9) Whenwe ______, we can confidently make
more attentive decisions and gain mental
strength.
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a
b
C
d

~—

Speed up

Slow down
Multitask

Work independently

= = =

10) Which of the following will help a

professional to gain knowledge on new
skills?

a) Taking courses on specific skills

b) Attending a seminar

c) Seeking guidance from a mentor

d) All of the above
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Module Five: Review Questions rdsaldd) Bas gl Al pa

1) Itis not always what we are communicating el 55 oS Jy B iay Lo s Wil 4y Joal 5 L Gl (1

that makes a difference, but rather how we C“r; (!
communicate. (=
a) True
b) False

2) Which of the following is an indication of fdual sl oL dgpanl) () o G Les 61 (2
nervousness while communicating? o “’M' (!
a) Speaking clearly el s (=

b) Enunciating words Al Eaaail) ((Cq

c) A quivering voice
d) Speaking with a smile

3) What technique will help the speaker to el platial uind o Ciantall el Al Al o L (3
avoid using filler words, such as “like” or e e ~; ‘ d‘“‘ ¢ 2l

181 aa gil a6l (o
a) Spea'king fast(?r | | &}m:f_\ @f&?ji ﬂ)éj (('G
b) Pausing to gain clarity on their thoughts B paiaall 5 sqnnd) 3 jma (2
c) Having a strong knowledge of the

subject
d) Knowing the audience or listener

beforehand

4) Which of the following is not an example of ZEPURWEN EEPEE g ol sl (4
confident body language? Ol 2 dLA-\\TAc tlij (I
a) Maintaining good eye contact 4 8l dad (<

' Gl (Bl s (2
b) Having a strong handshake ety e 8 (2

¢) Placing hands in pockets
d) All of the above
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5) How can someone demonstrate
confidence through their posture?

Standing straight with an open stance
and the shoulder back

Slouching with the shoulders drawn
forward

Standing straight while crossing the
arms

Squaring the shoulders in the opposite
direction of the listener

Which of the following strategies will
demonstrate assertiveness?

a)
b)

Apologizing for asking a question
Waiting for after the conference or
meeting to ask the question

Asking clarifying questions to learn
information in more detail

Not showing an interest in what the
speaker is saying

Dressing for success involves all of the
following, except:

a)
b)
Q)

d)

Choosing a style that shows power
Feeling comfortable in an outfit

Sticking to a formal attire, no matter the
event

Demonstrating our personalities
through patterns and styles

When presenting to an audience, it is best
to avoid using inflection of the voice.

a)
b)

True
False
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9) When the speaker articulates a sentence as

a question, it signifies that they are...

a) Confident in what they are saying

b) Consistent in their tone

c) Lacking information or looking for
approval

d) Offering a chance for others to enter
the conversation

10) Which of the following practices will help
the speaker get into the right mindset to
project confidence?

a) Considering the audience or listeners

b) Considering the formality of the
message being presented

c) Considering what tone of voice would
be most important for the message

d) All of the above
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Module Six: Review Questions rdialad) 3aa gl) Aaa) ya

1) __individuals understand the el O el e 85 Bpaal () sagdy J‘ﬁ:\f‘— (1
importance of being able to express their A G syl C{’J ‘
points, without harming the rights of others. ‘fd; (i

. aia (
a) Passwg igal sl (z
b) Assertive Al (9

¢) Confrontational
d) Competitive

2) The ability to decline tasks or requests is a
key factor in maintaining good
communication and healthy workplace
relationships.

a) True
b) False

3) When declining a request, it is required to

‘;L@Jmu L) ol algall by o 30l s (2
el e i GBe 5 ain Jual 5 e Llial)

e s 08 sk 7y aali a5l ¢ el ) die (3

give a lengthy explanation of why it cannot Ay pLal Al
be done. @r; (!
a) True (<
b) False
4) ___ provides a basis for confidence and L gas Alen L€y o 48N Wl gy (4
how we can protect our boundaries. G (!
a) Fear @'L‘j:i“ éi:j: (<
b) Aggressive behavior ~ udi;l\ (g
c) Self-belief
d) Failure

5) Feeling comfortable communicating
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personal needs in the workplace ___
a) Comes naturally

b) May take time

C) Is not necessary

d) Is not worth it

Which of the following reasons may cause
an individual to feel anxiety about speaking
up?

a) The fear of conflict

b) Apprehensive to sharing ideas

c) The fear of being talked over

d) All of the above

Oftentimes, ____ can be a sign of
insecurity or lack of control.

a) Overthinking

b) Being expressive

c) Self-belief

d) Maintaining eye contact

___can lead to a loss of profits, or
missed business opportunities.
a) Personal boundaries
b) Being decisive
¢) Visualization
d) Indecisiveness

9) Which of the following will not help us in

making confident decisions that
demonstrate assertiveness?

a) Recognizing our needs and goals
b) Remaining objective
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c) Making assumptions
d) Evaluating an outcome

10) Which of the following will not help us in fo ol Deda A8l 5 <l ) 8 Al (A Lae by 0 (L L ¢l (10
making confident decisions that Lihals Lilalial o ‘“’J’d: (!
demonstrate assertiveness? P el (=

o Olal 8 Jae (z

a) Recognizing our needs and goals Al s (o

b) Remaining objective

c) Making assumptions

d) Evaluating an outcome
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Module Seven: Review Questions rdaglad) Bas gl daa) e

1) Projecting confidence to others is often
just as important as having the

Dl e aal J& Y Ga AN A& Hleh) o &L We (1
Adas 5l 4 H3U) 3 )

qualifications needed for the job. C“UQ.; (S
a) True '
b) False

2) To demonstrate confidence in a first

Al Ol agall (e ¢ ALERN S J5Y) pludail 8 A8 Y (2

impression or interview, it is important to —‘M\*“*“
have a ___ handshake. u")”j S
a) Weak SUL ((G
b) Limp Zéﬁ (2
c) Long
d) Firm

3) ___ can be very beneficial for one’s Sh oS ¢ ) g 13a se (585 O (S (3
career; it can lead to new connections and A U‘UA{J“*‘” o2
opportunities. :"::j: (S
a) Accounting dﬂSﬂ‘ ('G

b) Demotion
¢) Networking
d) Low self-confidence

4) Talking excessively during a networking

oatilly A8l s (o

0 A& G il i) Gaaa o I jie S Gaaill (4

event will improve and project confidence. .@)‘M‘
a) True @MLL.; (i
b) False '

5) The first _ of the presentation are the Apaal JSYI g Gl (e dﬁ?‘%—‘ (5
most important. ‘*fi-‘;-‘ 11”8 ((‘
G -
a) 30 seconds 125:30 (g
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b) 10 minutes
¢) 30 minutes
d) 60 minutes

Which of the following is not an effective

technique to help an individual gain

confidence for a presentation?

a) Rehearsing the presentation

b) Listening to upbeat music before the
presentation

c) Being aware of body language
throughout the presentation

d) Focusing on feelings of nervousness
and anxiety during the presentation

Which of the following is advisable for

room lighting during a virtual meeting?

a) Having bright overhead lights

b) Having natural sunlight, with a window
in front of the speaker

¢) Having natural sunlight, with a window
behind the speaker

d) Having direct sunlight

It's helpful to arrive at a virtual meeting
right on time to avoid the onset of
nervousness.

a) True

b) False

When is the best time to enter the
conversation during a meeting?

a) At the end of the meeting

b) In the middle of the meeting

6& 60 (o

8 A8 Qlas) e ol sacbindd Ylad U glul Gl L e 51 (6
o2l e gl ()
ol J8 ABEL (s sl ) gLt (<
el Jish aall 2l &) (2
paoall el Glally 5l jelie o 50 (5

Sl Y g Laia ) oL 4 30 el et b Law 4l (7
dadalu 45l cbas dgag ()
z\sw\euiﬁ.ﬁé\jdﬁjecwﬂ\w\ c gl (u
&M\dﬁﬁﬁuaﬁjewﬂ\w\ s gl (C
3 dlial) eadll 423Y (g il (o

conlial gl )i g laiad ) J sl 2kl (e (8
Al Al caiadl

£ Laia ) ol Daladl)l Jaal cidy Juadl s L (9
glaadl e i (]
g laial¥) Caaiia 8 (&
glaa¥l iy 4 (7
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) At the beginning of the meeting daall daaj @A o 381 55 Y Levie (2
d) When you disagree with a coworker's
input
10) If we do not know the answer to a question Yl pad ¢ plaia ) ol disu sl i pmi o 13 (10
during a meeting, it is best to: Gl pae (A lala oS (]

Gl sall 4 ey alldll (o
Jsuall i (2
Balaall 4 gisale) (2

a) Be honest of the uncertainty
b) Pretend to know the answer
c) Avoid the question

d) Redirect the conversation
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Module Eight: Review Questions FALall) 3 gl) daa) s

1) Essentially, it is an individual's that 1) Lo s (gl 8 0 jall O ¢ bl 0S5 (1

will determine whether they will reach their
goals, or conquer challenges.

a) Social group

b) Job position

c) Mindset

) Age

o

2) The best way to overcome our fears is to
ignore them.
a) True
b) False

3) What will help to give us drive and a sense
of direction?
a) Employee manuals
b) Social comparison
¢) Guidelines
d) Setting goals

4) We can identify our strengths by
highlighting our _____ attributes.
a) Positive
b) Negative
c) Potential
d) Quantitative

5) As we focus on our strengths, it is valuable

to consider the following questions, except:

ol e it o adlaal ) deases S
delaall de saadl (I
Al (o
R (=
el (2

Lelalad o U glae e Calicll 16, Jundl (2

SVl snl 5 gilall Lilae ) 3 Liselusans 531 Le (3
Cala gl A3 (1
e LaaY) & ad) (o
L sl ol (7

Calaal) yaa (2

lilans e o guall Japlast JDA (pe Ui 8 Il 3087 iy (4
el (
s (@
alaiadll (C
Q_ASS\ (q

Ayl A i) aiall (e ¢ L Lalas e <5 LY 15k (5

S0 03 AY) s sl L
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a) What do others value about me?

b) When am | able to perform my best?

¢) What strengths do those around me
have?

d) What do | find most gratifying?

Setting and maintaining healthy
boundaries will __ confidence.
a) Decrease

b) Increase

c) Have no effect on

d) Hinder

Setting and maintaining healthy
boundaries will __ confidence.
a) Decrease

b) Increase

¢) Have no effect on

d) Hinder

Positivity is contagious, whereas pessimism
is not.

a) True

b) False

How do positive people influence others?

a) They inspire others to be the best
version of themselves

b) They help others gain personal
development

¢) They help build confidence in others

d) All of the above

10) Which of the following will not help to

) Lo il o i€y e (0
S don oo L aiaiy Al 3480 Lalss s e (z
?EL'AJ;\ ).\S\ o.l;i g;.ﬂ\ba (.ﬁ

o=l (i
3Ly (<
e 5l o (2

G (2

oalaas) (i
33l (<
e i o (2

s (2

VSl 5l pne Blay) (8

A e osalaY) palasY) i s (9
sl (0 Ay Juadl | 5358 AW (pagl (
Apeat Al LiS) e o A1 @ el (2
Slelaysle IS (2

¢ i) Sl oy b 2ol ) L s s (10
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build personal empowerment? il s (|

a) Setting goals < d:f B s ((‘-—’
e QR e Q) B (F

b) Iden_tlfylng our strengths anill 3 yoall oy (0

c) Avoiding feedback from others

d) Setting personal boundaries
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Module Nine: Review Questions

1) ___isincredibly valuable in the
workplace; it clarifies certain expectations
and helps to improve performance.

a) A strict policy
b) Multitasking

¢) Micromanaging
d) Feedback

2) Delivering good feedback does not
involve jumping to conclusions or making
quick assumptions.

a) True
b) False

3) Which of the following is not effective

when receiving criticism?

a) De-personalizing negative feedback

b) Becoming defensive or giving excuses

¢) Showing appreciation to the individual
delivering the criticism

d) Assessing the feedback prior to
responding

4) When receiving criticism, it is important to
view it as a learning opportunity, rather
than a barrier.

a) True
b) False

5) When dealing with aggressive individuals,

sdalil) Sas gl daal e

1Y) cpeat e ae iy g cilad il
A jla Al (i
(‘L@“d‘ 2= (o
dabuadil) 3 ) (7
Jzill aga, (2

S by ) el e saa llaadle a5 shiy Y (2
g o a8l aim g

?ﬂ\&ﬁmd@y&mgi (3
bl Sl anads el (
el elac) ol oliy (i ge MaS) (o
Al iy Al oAl sl elay) (7
0 J8 Jadll 293y anili (2

\}Bu@_ge}ajﬂu_)ﬁ{)ﬁc\&d\w‘mﬂaﬁm(4
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itis besttorespond ______ to avoid
escalating the situation.

a) Aggressively

b) Assertively

c) Passively

d) With hostility

Which of the following is a constructive
technique to confidently deal with
aggressive behavior?

a) Using aggressive communication

b) Being reactive, rather than proactive
¢) Ignoring the individual

d) Remaining calm and grounded

What is typically the goal for passive-

aggressive behavior?

a) To elicit emotional responses from
others

b) To show empathy during tough
situations

c) To avoid conflict and hide personal
feelings

d) To create a win-win situation

Passive-aggressive people are often __

with their communication.
a) Direct

b) Honest

¢) Indirect

d) Confident

P (<
;\J:d\ CA (J

9 sanl sl ae iy Jalaill 2Ly slid 58 b Les 1 (6
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9) How can we prepare in advance for a

negotiation?

a) Determining our desired outcome or
goal

b) Asking questions related to what might
unfold during the process

c) ldentifying timelines and perspective
angles

d) All of the above

10) When negotiating, it is not necessary to
see things from the opposing side’s
perspective.

a) True
b) False

€ il Base Jaxinl] LSy (oS (9
3 sl Coagll sf daiil) apaas
Alen) o] CRESH 38 Loy (3lati Al & o (2
DsBiall Ll 555 da 3l Jslasdl dass (2
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Module Ten: Review Questions

1) Successful people ___ those around
them.
a) Belittle
b) Look down on
c) Empower
d) Take control over

2) Which of the following will not help a team
member to feel heard?
a) Being fully present in the conversation
b) Offering confidential surveys to people
c) Validating feelings that are shared
d) Passive listening

3) What is the effect of celebrating the

accomplishments of a team member?

a) It will instill a feeling of pride and self-
assurance

b) It encourages employees to do more of
their appreciated acts

c) They will continue to strive for a valued
work performance

d) All of the above

4) Which of the following is not a valuable

way to celebrate the success of others?

a) Withholding the success from the team

b) Complimenting their work style

¢) Thanking the individual for their great
contributions

d) Sharing the individual’s successes with
the team
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5)

To build confidence in others, it's

important to show understanding in failure.

a) True
b) False

Failure should be viewed as a(n)
a) Final result

b) Learning opportunity

c) Negative

d) Obstacle

__offers a shift of the authority onto

others to tackle responsibilities and
important decisions.

a) Delegation

b) Micromanagement

c) Blame

d) Feedback

Micromanagement will have a positive
effect on someone’s confidence and sense
of capabilities.

a) True

b) False

Which of the following is not an effective

way to show others that we value their

opinion?

a) Asking for input with a company
decision

b aalail) Jleda) gl (e ¢ AYI 3 AED 5L (5
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b) Encouraging the sharing of ideas

c) Taking credit for the idea

d) Giving commendation when a
meaningful suggestion is made

10) Which of the following will not aid in SR AL Adl by &Lwa.ol &41« ¢l (10
building confidence in others? ) ‘d\’ﬂ‘ \EL““Y‘ (!
a) Effective listening “ijjtj ﬁj\; ((‘;
b) Delegating important tasks ey d;;a;l\ bas (3

c) Celebrating their accomplishments
d) Constantly checking in
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