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Conducting Annual 

 إج  ء    جع   ن            

Module One: Review Questions 
 

 : الأولىمراجعة الوحدة 
 

1.) What can a well-developed annual review 

process do for the employees and the 

company? 

a) Strengthen the company 

b) Help employees see what they need to 

work on 

c) Help give recognition to employees 

d) All of the above 

 

 (        ي             ه ع          جع     ن           ة1

                 ؟

 ) .             

   ع           في  ع ف         ج   إ ى   ع ل ع  ه. (ب

      ع ة في   ع   ف          . (ج

      علا .  ل    ( 

 

  

2.) ______ ______ should be given throughout 

the year. 

a) Annual Evaluations 

b) Periodic Evaluations 

c) No Evaluations 

d) All of the above 

 

 (  ______ ______  جب      ع ى    ل   ع م.2

              ن   . ( 

                  . (ب

          . (ج

  ل         علا . ( 

 

  

3.) What is a benchmark? 

a) A minimum requirement of 

performance 

b) A seat 

c) A mark that is on a park bench 

d) The highest achievement a person can 

achieve 

 

 (           ع   ؟3

         نى                ء. ( 

   ع . (ب

 علا   ع ى   ع  في        . (ج

     ص. ع ى إنج ز           صل ع  ه  ( 

 

  

4.) What criteria does a benchmark not entail? 

a) Specific quality of work 

b) Speed in which work is processed 

c) An annual review 

d) Quantity in which work is processed 

 (      ي    ع        ي       ز ه        س؟4

 ج  ة   ع ل       ة. ( 

   ع ل.    ع  في  ع  ج   (ب

    جع   ن   . (ج

           ي   م ف ه   ع  ج    ع ل. ( 
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5.) Which is the most successful way to make 

sure everyone agrees on a benchmark?  

a) Online poll 

b) Have a committee 

c) Make the decision yourself 

d) Ask your neighbor 

 

   ف     ج    ع ى  ع     (      ي               نج ً      أ     5

  ع   ي؟

 ع    لإن  ن .    لاع  ( 

 ع    جن . (ب

              ن    (ج

   أل ج   . ( 

 

  

6.) Who needs to agree on the benchmarks?  

a) Supervisors 

b) Employees 

c) Vice Presidents of the company 

d) All of the above 

 

 (         ج  لا     ع ى    ع    ؟6

      ف  . ( 

         . (ب

 ن  ب  ئ س       . (ج

  ل         علا . ( 

 

  

7.) Meetings are a great venue for what? 

a) Notifying employees of new policies 

b) Singling out employees for poor 

performance 

c) Discussing personal issues 

d) All of the above 

 

 (    ج   ع          ئ       ؟7

                      ج   ة.إ      ( 

     ع             ضعف     ء. (ب

  ن ق      ض        ص  . (ج

  ل         علا . ( 

 

  

8.) What types of technology should you 

outlaw from your staff meetings? 

a) Cell phones 

b) Tablets 

c) Computers 

d) All of the above 
 

 

   ي  جب               ج   ع   (      ي  ن  ع     ن   ج   8

 ف  ق   ع ل     ؟

   ه   ف         . ( 

  ق  ص. (ب

  جهزة          . (ج

  ل         علا . ( 
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9.) _____________ can help you keep your 

employees happy, engaged, and focused. 

a) Feedback 

b) An annual review 

c) Accolades 

d) None of the above 

 

_____________    ع   في        ع ى         ع  ء 9) 

               ز.

         عل ( 

    جع   ن    (ب

   ج  ئز (ج

    يء       ق ( 

 

  

10.) A well-developed ____________ can 

help strengthen your employees and your 

company.  

a) Workforce 

b) Benchmark 

c) Annual review process 

d) All of the above 

 

           ع  ____________         ج ً   في       10) 

.              

     ى   ع     ( 

    ع    (ب

 ع          جع     ن    (ج

  ل      ق ( 
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Module To: Review Questions 
 

 : الثانيةمراجعة الوحدة 
 

1.) According to the text, every company has 

its own set of _______ and a ________. 

a) Values; Mission 

b) Rules; punishment 

c) Recreation; production 

d) None of the above 

 

(   ف ً    نص ،  ل         ه   ج  ع ه      ص     1

.________   _______ 

     م.  ع   ( 

      ع . ع  ب (ب

     ج  م. إن  ج (ج

    يء       ق ( 

 

  

2.) What is a mission?  

a) A long statement that outlines how the 

company was started 

b) A personal agenda that is to be shared 

with anyone who will listen 

c) A short paragraph that outlines your 

company’s goals 

d) None of the above 

 

 (      ي    ه  ؟2

         ل   ضح   ف            . ( 

       ه      ي   ص      .  جن ة   ص    جب (ب

 ف  ة قص  ة   ضح     ف      . (ج

    يء       ق. ( 

 

  

3.) What does customer service mean? 

a) Advice and counseling given to needy 

people for a nonprofit organization 

b) Guidance or assistance given by 

employees of a company to a consumer 

c) A service that the customer provides to 

the company 

d) None of the above 

 

 (        عني        ع لاء؟3

    م       ة        ة  لأ   ص       ج     ن    غ    ( 

.      

     ج ه         ع ة    ي     ه                    ه  . (ب

          ه    ع  ل       . (ج

    يء       ق. ( 
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4.) What is an example of quality control? 

a) Testing the temperature of food at a 

fast-food restaurant 

b) Re-checking the numbers on a report 

before submitting it 

c) Checking the durability of a product 

before shipping it to a store 

d) All of the above 

 

       ل     ق     ج  ة؟(     4

          ج      ة    ع م في   عم    ج         ع . ( 

 إع  ة      ق       ق م       ة في         ق ل      ه. (ب

      ق       ن     ن ج ق ل   نه إ ى     ج . (ج

  ل         علا . ( 

 

  

5.) An employee who exhibits good judgment 

and problem-solving skills is ______________? 

a) A problem for the company 

b) An asset to the company 

c) A risk for the company 

d) None of the above 

 

(       ف    ي     ي               ه      ل      لا     5

 ______________؟

 ) .             

  صل       . (ب

     ع ى       . (ج

    يء       ق. ( 

 

  

6.) Which is true about problem-solving? 

a) Problem-solving only creates more 

problems 

b) Problem-solving does not affect the 

company at all 

c) Problem-solving makes the service time 

longer for the consumers 

d) None of the above 
 

 (    ه   ص  ح ف      ع ق   ل      لا ؟6

      لا  ف      ق    ز            ل.  ل ( 

    ؤ    ل      لا  ع ى        ع ى  لإ لا . (ب

  جعل  ل      لا   ق            ل      ه    . (ج

    يء       ق. ( 

 

  

7.) What are the three major components of 

production?  

a) Accuracy, thoroughness, and 

effectiveness 

b) Speed, agility and stamina 

 (      ي      ن      لا      ئ      لإن  ج؟7

    ق                ع    . ( 

     ع                    ة ع ى      ل. (ب

   ص          م     ق . (ج

      ءة        م      ق . ( 
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c) Honesty, respect, and accuracy 

d) Efficiency, respectfulness, and energy 

 

 

  

8.) According to the text, what does 

thoroughness mean? 

a) To be perfect at all times 

b) To complete a task efficiently, but still 

making sure to check for accuracy 

c) To be employed 

d) None of the above 

 

 (        عني    ق    ب   نص؟8

              ً  في ج       ق  . ( 

 لإ   ل    ه       ءة ،            أ           ق       ق . (ب

      م      ه. (ج

    يء       ق. ( 

 

  

9.) What should be included in an annual 

review process? 

a) Values 

b) Mission 

c) A and B 

d) None of the above 

 

       ي  جب  ض  نه في ع          جع     ن   ؟9) 

     م ( 

    ه   (ب

     ب (ج

    يء       ق ( 

 

  

10.) A company’s _____ help shape the 

mission. 

a) Employees 

b) Values 

c) Good leadership 

d) Good problem-solving skills 

 

      _____    ع  في     ل    ه  .10) 

 )          

     م (ب

       ة   ج  ة (ج

  ه     ج  ة في  ل      لا  ( 
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Module Three: Review Questions 
 

 : الثالثةمراجعة الوحدة 
 

1.) What does the term ‘work style’ mean?  

a) The way in which an employee works 

b) The way in which an employee dresses 

c) The way an employee fills out their 

time-off request 

d) None of the above 

 

 (        عني  ص  ح "    ب   ع ل"؟1

    ي  ع ل  ه       ف.         ( 

            ي     ي  ه       ف. (ب

            ي   لأ  ه       ف   ب إج ز  ه. (ج

    يء       ق. ( 

 

  

2.) In the work style section, what is a 

“Planner”? 

a) An employee who works well with a 

team 

b) An employee who prefers to plan out 

what steps they need to take before 

doing them 

c) An employee who shows up late to 

work 

d) All of the above 

 

 (  في ق م     ب   ع ل ،       "      "؟2

    ف  ع ل    ل ج      ف  ق. ( 

     ف    ي   ضل                    ي   ع   ع  هم  (ب

         ق ل      م  ه .

   ع ل.     ف    ي   أ   ع   (ج

  ل         علا . ( 

 

  

3.) What is resource management? 

a) The management of human resources 

department 

b) Efficient and effective distribution of a 

company’s resources 

c) Ineffective distribution of a company’s 

resources 

d) All of the above 
 

 

 

 

 

 إ   ة        ؟(      ي 3

 إ   ة ق م                . ( 

     ز      ع ل     ع ل              . (ب

     ز   غ      ع ل              . (ج

  ل         علا . ( 
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4.) Which of the following is an example of 

resource management? 

a) An employee who attempts to find 

better process that aids in completing 

tasks in a more efficient way 

b) An employee who finds a way to use 

both sides of the page to conserve 

paper.  This reduces supply costs and 

funds 

c) An employee who figures out that the 

company is paying for supplies that are 

obsolete 

d) All of the above 

 

 (   ي       ي       ل ع ى إ   ة        ؟4

   ف     ل إ ج   ع      فضل    ع  في إ   ل    ه م  ( 

                ءة.

     ف    ي  ج              م ج ن ي   ص            (ب

 ع ى      .        ل         ف               ل.

ع   ع  ه     ف     ف             ف      ل          (ج

   ز  .

  ل         علا . ( 

 

  

5.) According to the text, on average how 

much time do people spend at work? 

a) 70% of their lives 

b)  ¾ of their days 

c) 20% of their days 

d) 1/3 of their days 

 

،  م       ق    ض ه      ص في (   ف ً    نص ، في         5

   ع ل؟

        هم. 70٪ ( 

        هم.¾  (ب

 ٪        هم.20 (ج

   ث     هم. ( 

  

6.) According to the text, most office conflicts 

are a result of what? 

a) Lack of supplies 

b) Misunderstandings 

c) Misdirection 

(   ف ً    نص ، فإ   ع م   نز ع   ع ى       ب  ي ن  ج   ي 6

   ب؟

 ن ص  لإ      . ( 

   ء    هم. (ب

    ض  ل. (ج
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d) None of the above 

 

    يء       ق. ( 

  

7.) What does the term ‘teamwork’ mean? 

a) Playing a sport 

b) An individual who completes a task 

c) A group of people who come together 

to complete a task or action 

d) A group of people who come together 

to talk about books 

 

 (        عني  ص  ح "  ع ل   ج  عي"؟7

             ض . ( 

          ي    ل  ه  . (ب

 ج  ع          ص        ج  ع   لإ   ل  ه       (ج

 إج  ء.

  ج  ع       ن س  ج  ع        ث ع      ب. ( 

 

  

8.) Which of the following is a benefit of 

teamwork? 

a) Teamwork helps build camaraderie 

b) Teamwork helps increase productivity 

c) Teamwork helps team members learn 

from one another 

d) All of the above 

 

 (   ي       ي  ع     ف  ئ    ع ل   ج  عي؟8

   ع ل   ج  عي    ع  ع ى  ن ء   ص  ق         . ( 

   ع ل   ج  عي    ع  ع ى ز   ة  لإن  ج  . (ب

  ع ل   ج  عي  عض ء      ق ع ى    ع م     عضهم    ع   (ج

    عض.

  ل         علا . ( 

 

  

9.) What title do you give to the employee 

who excels at coming up with creative 

solutions, procedures, and ideas. 

a) Controller 

b) Innovator 

c) Planner 

d) Doer 

 

   ي       في             ل           ب    ي  ع  ه      ف 9) 

   لإج  ء      ف     لإ   ع  .

 جه ز      م ( 

       (ب

      (ج

     عل ( 

 

  

10.) What title do you give to the 

employee who is flexible, and great at 

changing course quickly? 

a) Controller 

b) Adapter 

 ع  ه      ف            ئ  في  غ              ب    ي 10) 

           ع ؟

 جه ز      م ( 

      ل (ب

    ن م (ج
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c) Organizer  

d) Traditionalist 

 

        ي ( 
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Module Four: Review Questions 
 

 : الرابعةمراجعة الوحدة 
 

1.) What does contrast effect mean? 

a) Using one employee’s standards to 

gauge another’s 

b) Using one employee’s opinion of 

another employee’s standards 

c) Using the team’s performance to gauge 

the standards of the individual 

d) None of the above 

 

 (        عني  أ           ؟1

       م  ع                      س  ع      لآ  . ( 

       م   ي    ف في  ع        ف آ  . (ب

      ق     س  ع          .      م    ء  (ج

    يء       ق. ( 

 

  

2.) When you are conducting an annual 

review, it’s important to abide by the goals 

and guidelines set by your ______________.  

a) Opinion 

b) Company 

c) Employees 

d) None of the above 

    ز م       ف (  عن  إج  ء    جع   ن    ،       هم 2

   لإ          ي       ______________     ص   .

     ي. ( 

       . (ب

         . (ج

    يء       ق. ( 

  

3.) What is showing favoritism to employees 

who share the same background? 

a) Halo (or horn) effect 

b) Similar-to-me effect 

c) Central tendency 

d) Contrast effect 

(       ه         ة                        في ن س   ج  3

           س ؟

  أ      ه    )        (. ( 

  أ        ه  ي. (ب

   نزع       ز  . (ج

  أ           . ( 

  

4.) What happens when there is favoritism in 

the workplace? 

a) Employees can lose respect for their 

supervisors 

b) Employees have a decrease in 

camaraderie 

 (          ث عن          ن        ة في        ع ل؟4

                             هم     ف هم. ( 

   ص  ق         .            هم  ن   ض في  (ب

              إ ه         ء            ز لاء   ع ل    (ج

         ف. /

  ل         علا . ( 
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c) Employees can exhibit resentment for 

the company, co-workers, and/or 

supervisor 

d) All of the above 

  

5.) What is the term for when a reviewer 

focuses only on a narrow set of goals to 

determine an overall rating? 

a) The halo (or horn) effect 

b) The similar-to-me effect 

c) The contrast effect 

d) The butterfly effect 

 

(           ص  ح عن       ز      ج  ف   ع ى  ج  ع  ض    5

         ف              م   ع م؟

  أ      ه    )        (. ( 

    أ          ل  ي. (ب

  أ           . (ج

  أ           . ( 

 

  

6.) Which is true about the halo (or horn) 

effect? 

a) The score is based on the team’s effort 

b) The score is based on the reviewer’s 

first impression only 

c) The score is based on one or a few 

categories of the annual review 

d) All of the above 

 

 (    ه   ص  ح ف      ع ق   أ      ه    )        (؟6

   ن  ج  ع ى جه       ق. ع     ( 

  ع      ن  ج  ع ى   ن   ع    ل      ج  ف  . (ب

 ع      ن  ج  ع ى فئ      ة    ع ة فئ           جع   (ج

    ن   .

  ل         علا . ( 

 

  

7.) What does central tendency mean? 

a) Averaging the team’s score in place of 

an individual’s performance 

b) Averaging the team’s opinion of the 

individual’s performance 

c) Averaging the customer’s opinion of 

the individual’s performance 

d) All of the above 

 

 (        عني    ج        زي؟7

   ج        ق    ً       ء      .   ب        ( 

      .  ي      ق في    ء    ب        (ب

   ي   ع  ل في    ء      .   ب        (ج

  ل         علا . ( 
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8.) Which of the following is an example of 

central tendency? 

a) Favoring one team member over 

another 

b) Using some of the goals, instead of all 

of them for performance reviews 

c) Using the team’s performance as an 

individual’s performance 

d) All of the above 

 

 (   ي       ي       ل ع ى    ج        زي؟8

   ض ل      عض ء      ق ع ى  لآ  . ( 

       م  عض      ف    ً    ج  عه      جع       ء. (ب

       م    ء      ق  أ  ء ف  ي. (ج

  ل         علا . ( 

 

  

9.) We have all been affected on some level 

by the _________, though we may not have 

known the term for it.   

a) Controversial Effect 

b) Contrast effect 

c) Egotistical effect 

d) Subservient effect 

 

     أ  ن  ج  عً  ع ى     ى     ـ _________ ، ع ى    غم 9) 

 نع ف    ص  ح     ص  ه.     نن        م

  أ           ج ل ( 

  أ            (ب

    أ      ن ني (ج

    أ        ض  ( 

 

  

10.) Annual employee reviews can be a 

great asset for a company, if ____________. 

a) Completed quickly 

b) Done frequently 

c) Done correctly 

d) All of the above 

 

     جع      ن               زة ع                  10) 

        ، إ   ____________.

     ل    ع  ( 

   م    ل       (ب

  م    ل ص  ح (ج

  ل      ق ( 
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Module Five: Review Questions 
 

 مراجعة الوحدة الخامسة: 
 

1.) What is giving a favorable rating to an 

undeserving employee to avoid conflict? 

a) Leniency 

b) First impression bias 

c) Rater bias 

d) Recency effect 

 

(         ص    إع  ء     م إ ج  ي     ف غ       ق   جنب 1

    ع  ض؟

       ل. ( 

    ز   ن   ع    ل. (ب

    ز      م. (ج

  أ           . ( 

 

  

2.) What is not a way to give constructive 

criticism? 

a) Be specific 

b) Overwhelm employees with a lot of 

criticism 

c) Sandwich criticism between 

compliments 

d) Show the employee that you care and 

understand 

 

 (      ي            لإع  ء   ن      ن ء؟2

 ) .  ً       

 إ                           ن      . (ب

 ض    ن        لإ   ء. (ج

  ن   ه م    هم.  ه       ف  ( 

 

  

3.) What is first impression bias? 

a) Giving a favorable rating to an 

undeserving employee just to avoid 

conflict 

b) Rating an employee based on personal 

feelings instead of actual facts 

c) Allowing a prior impression of an 

individual to cloud all future decisions 

d) None of the above 
 

 (          ن   ع    ل      ز؟3

إع  ء     م إ ج  ي      ف غ         ق   ج    جنب  ( 

   ص  ع.

 صن ف      ف ع ى    س      ع      ص      ً     (ب

      ئق    ع   .

     ح   ن   ع    ق         غى ع ى ج              (ج

.           

 ء       ق.   ي ( 
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4.) Which is an example of first impression 

bias? 

a) Giving an employee a high score 

because the reviewer went to summer 

camp with them 

b) Giving an employee a low score 

because of a narrow margin of goals 

c) Giving an employee high marks 

because the team performed well 

d) None of the above 

 

 .(          ل ع ى    ز   ن   ع    ل؟4

 نح      ف   ج  ع             ج    ب  عه إ ى      م  ( 
   ص  ي

 نح      ف   ج   ن  ض     ب    ش ض ق     (ب
      ف

  نح      ف   ج   ع           ء      ق ج   (ج
   ق   يء      (د

  

5.) What is rater bias? 

a) Rating an employee based on a narrow 

margin of goals 

b) Rating an employee based on personal 

feelings instead of actual facts 

c) Rating an employee based on first 

impressions 

d) Rating an employee based on recent 

evaluations 

 

    ز      م؟(        5

  صن ف      ف ع ى    س    ش ض ق         ف. ( 

 صن ف      ف ع ى    س      ع      ص      ً     (ب

      ئق    ع   .

  صن ف      ف ع ى    س   ن   ع       ى. (ج

  صن ف      ف ع ى    س                ة. ( 

 

  

6.) Which of the following is true about rater 

bias? 

a) It is unfair to your employee if your bias 

is not in their favor 

b) It’s unfair to your employee if your bias 

is in their favor 

c) It’s wrong to let your personal feelings 

interfere with your employee’s review 

  م؟(   ي       ي  ن  ق ع ى    ز     6

   س      ع ل        إ          ز    س في ص   هم. ( 

   س      ع ل        إ          ز   ص   ه. (ب

       أ      ح     ع       ص         ل في     م  (ج

.      

  ل         علا . ( 
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d) All of the above 

 

 

 

 

 

 

 

 

7.) What does it mean when the reviewer 

allows the most recently concluded 

evaluation rating to skew the judgment of 

the performance evaluation presently 

taking place? 

a) Recency effect 

b) Similar-to-you effect 

c) Relevancy effect 

d) Rater bias 

 

(        عني       ح      ج    صن ف       م          ي  م 7

     ء   ج  ي     ً ؟  ن ه ء  نه       ف     م ع ى     م 

  أ           . ( 

  أ        ه   . (ب

  أ      ص  . (ج

    ز      م. ( 

 

  

8.) What happens to an employee when you 

don’t take into account their growth over 

the previous year? 

a) They feel like they are doing a good job 

b) They will become engaged in their job 

c) They will become disengaged in their 

job 

d) All of the above 

 

(          ث      ف عن       أ   في         ن     لال   ع م 8

      ق؟

   ع     نهم         ع ل ج  . ( 

   ف         في ع  هم. (ب

   ف  ن ص    ع  ع  هم. (ج

  ل         علا . ( 

 

  

9.) Unfortunately, there are a lot of mistakes 

that a manager can make when conducting 

an employee __________.  

a) Interview 

b) Review 

c) Exit interview 

(    ء      ،  ن                  ء    ي              ه  9
        عن  إ   ة    ف __________.

 )        
      جع  (ب
             ج (ج

    يء       ق ( 
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d) None of the above 

 

  

10.) Giving an employee ____ is never 

easy  

a) Tips for improvement 

b) Your personal opinion of them 

c) Constructive criticism 

d) None of the above 

 

 إع  ء    ف ____   س  هلاً   ً  10) 

 نص ئح         ( 

          صي  هم (ب

    ن ء  ن    (ج

    يء       ق ( 
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Module Six: Review Questions 
 

 مراجعة الوحدة السادسة: 
 

1.) When you are adding compensation to 

your annual reviews you need to ensure 

that there is/are _____ _____, otherwise 

problems will arise. 

a) No witnesses 

b) No surprises 

c) Clear disparity 

d) Rater bias 

 

(  عن     ض ف  ع  ض   إ ى    جع       ن    ، فإن      ج 1

 إ ى    أ       ج   _____ _____ ،  إ     ه      ل.

    ه  . ( 

      جآ . (ب

         ضح. (ج

    ز      م. ( 

 

  

2.) Benchmarks should be communicated in 

what kind of manner? 

a) Clear and inconsistent 

b) Clear and confrontational 

c) Clear and concise 

d) None of the above 

 

 (   ن غي  لإ لاغ ع     ع               أي ن ع         ؟2

   ضح  غ      ق. ( 

   ضح  ص   ي. (ب

   ضح     ص . (ج

    يء       ق. ( 

 

  

3.) What should you first understand as a 

reviewer? 

a) The performance review process 

b) The employee’s hiring process 

c) The performance enhancement process 

d) None of the above 

 

 (        ي  جب      ه ه    ً     ج ؟3

 ع        جع      ء. ( 

 ع      ع         ف. (ب

 ع               ء. (ج

    يء       ق. ( 

 

  

4.) Once you understand the process, what 

can you move on to? 

a) Bonuses 

b) Stock Options 

c) Pay increases 

d) All of the above 

 (    ج   فه     ع     ،       ي    ن    ن   ل إ  ه؟4

      فآ . ( 

           هم. (ب

   ز      في   ج  . (ج

  ل         علا . ( 
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5.) What happens to productivity when 

employees strive for excellence? 

a) Productivity declines 

b) Productivity stays the same 

c) Productivity increases 

d) None of the above 

 

 (          ث  لإن  ج   عن      عى          إ ى      ز؟5

  ن   ض  لإن  ج  . ( 

   ل  لإن  ج        ي. (ب

 ز   ة  لإن  ج  . (ج

    يء       ق. ( 

 

  

6.) When you are creating your performance 

appraisals, you want to show_______   

________. 

a) Rater bias 

b) Clear disparity 

c) Recency effect 

d) Central tendency 

 

(  عن       م  إن  ء             ء     ص     ، فأن       إ ه   6

.________ ________ 

    ز      م. ( 

         ضح. (ب

        .  أ    (ج

   نزع       ز  . ( 

 

  

7.) When you set up your incentive system, 

you want the system to _____________ 

employees. 

a) Encourage 

b) Discourage 

c)  Include 

d)  All of the above 

 

(  عن       م  إع    ن  م      فز     ص    ، فأن          7

         .  ن  م _____________ 

     ج  . ( 

      . (ب

       ل. (ج

  ل         علا . ( 

 

  

8.) What should you avoid doing when 

rewarding employees? 

a) Rewarding the team as well as the top 

performer 

b) Rewarding only the top performer 

c) Rewarding the team to keep morale 

high 

    ي  جب ع     جن ه عن     فأة         ؟(     8

    فأة      ق       ص  ب     ء   فضل. ( 

    فأة ف   ص  ب     ء   فضل. (ب

    فأة      ق ع ى  ف      ح    عن   . (ج

  ل         علا . ( 
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d) All of the above 

 

  

 

 

 

9.) When doing annual reviews, it’s common 

to ________ for good reviews. 

a) Financially compensate 

b) Push 

c) Ask 

d) All of the above 

 

عن  إج  ء      جع      ن    ،        ئ  ________ 9) 

    ص ل ع ى    جع   ج  ة.

    ع  ض      ي ( 

   ف  (ب

   أل (ج

  ل      ق ( 

 

  

10.) Benchmarks should be shared with 

employees when? 

a) The day of their review 

b) Two years into the job 

c) One year into the job 

d) At orientation 

 

  جب           ع                   ى؟10) 

   م    جع هم ( 

 ع     في         (ب

  ن      ة في         (ج

 في     ج ه ( 
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Module Seven: Review Questions 
 

 مراجعة الوحدة السابعة: 
 

1.) What is one way you can tie employee 

compensation to company-wide returns? 

a) Focusing on the basics 

b) Setting a quarterly revenue target 

c) Showing clear disparity 

d) None of the above 

 

(      ي إ  ى          ي    ن      لا ه       ع  ض 1

      ف    ع ئ    ع ى     ى       ؟

       ز ع ى         . ( 

    ن   .         ف  لإ           (ب

 إ ه               ضح. (ج

    يء       ق. ( 

 

  

2.) Which of the following is a step to utilize 

when setting your quarterly revenue 

target? 

a) Identify your primary market segments 

b) Get company-wide commitment for 

meeting the goals 

c) Identify the needed employee time and 

resources 

d) All of the above 

 

(   ي       ي  ع     ة  لا     ة  نه  عن          ف  لإ       2

        ن   ؟

       ق  ع                     ص    . ( 

   صل ع ى    ز م ع ى     ى             ق      ف. (ب

          ق             لاز           . (ج

      علا . ل     ( 

 

  

3.) What should you do once you have set 

your company’s quarterly goals? 

a) Identify the amount of funds needed 

b) Identify your various market segments 

c) Set goals for your employees 

d) None of the above 

 

   ص    (        ي  جب ع    فع ه   ج              ف 3

       ؟

                  ل   لاز  . ( 

       ق  ع                      ص    . (ب

 ض      فً         . (ج

    يء       ق. ( 

 

  

4.) Which of the following is one of the ways 

you can make sure you are setting 

appropriate goals for your employees? 

a) Setting milestones 

b) Setting low goals 

(   ي       ي    إ  ى          ي    ن         ه     أ      4

  ن   ض      فً   ن            ؟

          ع  م. ( 

           ف  ن  ض . (ب

           ف  ع      ن ل. (ج
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c) Setting unattainable goals 

d) None of the above 

 

    يء       ق. ( 

 

  

5.) When conducting quarterly reviews, what 

should you share with employees? 

a) Any issues that are prohibiting the 

company from reaching its goal. 

b) Any issues you are having in your 

personal life. 

c) Any issues you are having with a co-

worker. 

d) None of the above. 

 

إج  ء      جع          ن    ،       ي  جب         ه  (  عن 5

            ؟

  ي        ن               ص ل إ ى   فه . ( 

  ي     ل    جهه  في           ص  . (ب

  ي     ل    جهه     ز  ل في   ع ل. (ج

    يء       ق. ( 

 

  

6.) Why is it a good idea to share the 

company’s current state of affairs with 

employees? 

a) It helps employees decide if they want 

to change companies. 

b) It helps employees take ownership. 

c) It helps employees make informed 

decisions about their stock purchases. 

d) None of the above. 

            ف  ة (          ع            ض       ي        6

 ج  ة؟

   ع           ع ى          إ     ن           غ     ( 

.        

    ع           ع ى    ص ل ع ى        . (ب

   ع           ع ى       ق         ن  ة   أ   (ج

        هم       هم.

    يء       ق. ( 

  

7.) What should you do after you’ve set your 

company’s goals, employees’, goals, and 

conducted your quarterly reviews? 

a) State what is working 

b) Pay out 

c) Ask for suggestions from employees 

d) All of the above 

(        ي  جب ع    فع ه  ع            ف             ه  7

      فه   إج  ء    جع        ن   ؟

    ن جح.         ( 

    ف . (ب

    ب  ق                  . (ج

  ل         علا . ( 

  

8.) According to the text, what aids in 8       أفضل    (        ي    ع  ،   ب   نص ، في          
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employees preforming to the best of their 

ability? 

a) Supplies 

b) Time off from work 

c) Harsh punishments 

d) None of the above 

 

    هم؟

  لإ      . ( 

 إج زة      ع ل. (ب

   ع             . (ج

    يء       ق. ( 

 

  

9.) Your goal, when administering reviews, 

should be _______. 

a) To let employees know what they can 

do better 

b) To let co-workers know who is 

achieving what 

c) To have happy employees 

d) All of the above 

 

  جب           ف  ، عن  إ   ة      جع   ، _______.9) 

      ح            ع ف        نهم      م  ه    ل  فضل ( 

      ح  ز لاء   ع ل   ع ف        ق      (ب

                      ع  ء (ج

  ل      ق ( 

 

  

10.) How can you set your quarterly 

target? 

a) Decide your anticipated growth rate for 

the next year 

b) Identify your primary market segments 

c) A and B 

d) None of the above 

 

   ف    ن          ف         ن ي؟10) 

      ع ل   ن        ق    ع م      م ( 

       ق  ع                     ص     (ب

     ب (ج

    يء       ق ( 
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Module Eight: Review Questions 
 

 مراجعة الوحدة الثامنة: 
 

1.) What do regular conversations help build? 

a) Familiarity 

b) Consumption 

c) Condescension 

d) None of the above 

 

 (        ي    ع               ن     في  ن ئه؟1

 ) .      

     هلا . (ب

    ن زل. (ج

    يء       ق. ( 

 

  

2.) Which of the following is a benefit of 

having regular conversations with your 

employees? 

a) Helps the employee feel less 

comfortable with you as a supervisor 

b) Helps the employee know what is going 

on in the company 

c) Helps the employee feel more 

comfortable with you as a supervisor 

d) None of the above 

 

 (   ي       ي      لإج  ء          ن              ؟2

    ع       ف ع ى    ع          قل  ع      ف. ( 

    ع       ف ع ى  ع ف      ج ي في       . (ب

    ع       ف ع ى    ع               ع      ف. (ج

    يء       ق. ( 

 

  

3.) While constructive criticism is important, 

____________ is equally as important. 

a) Quarterly payout 

b) Employee goal 

c) Clear disparity 

d) None of the above 

 

(    ن     ن      ن ء  هم ، _____________ 3

 ____________     ل      .

  ف   ع  ض        ن   . ( 

   ف      ف. (ب

   ضح.       (ج

    يء       ق. ( 

 

  

4.) What gives employees a sense of 

accomplishment and helps motivate them? 

a) Negative feedback 

b) Positive feedback 

c) Neutral Feedback 

(        ي   نح          إ   ً     لإنج ز     ع  م ع ى 4

     ز م؟

        .        عل  ( 

      فعل إ ج    . (ب

      فعل      ة. (ج
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d) Regular conversations 

 

          ن    . ( 

 

  

5.) According to the survey done by 

CareerLink, what percentage of employees 

wanted more honesty from their 

supervisors? 

a) 90% 

b) 100% 

c) 10% 

d) 75% 

 

،     ي ن              Careerlink(   ف ً      ح    ي  ج  ه 5

                 ز        ص           ف   ع  هم؟

 ) 90٪ 

 ٪100 (ب

 ٪10 (ج

 ) 75٪ 

 

  

6.) What happens when managers are not 

honest with their employees? 

a) Productivity stays the same 

b) Employees become engaged 

c)  Productivity increases 

d) Productivity slows down 
 

 (          ث عن                  غ   ص  ق           هم؟6

   ل  لإن  ج        ي ( 

   م إ              (ب

 ز   ة  لإن  ج   (ج

      أ  لإن  ج   ( 

 

  

7.) How do you lead by example? 

a) By mentoring your employees 

b) By showing them training manuals 

c) By having other people give 

constructive criticism 

d) None of the above 

 

 (    ف            ة؟7

     لال   ج ه        ( 

  إ لاعهم ع ى              ب (ب

     لال جعل  لآ              ن      ن ء (ج

    يء       ق ( 

 

  

8.) Which of the following is not a benefit of 

mentoring? 

a) Raises employee engagement 

b) Raises familiarity between you and an 

employee 

 (   ي       ي            ج ه؟8

  ز                      ( 

  ز           ن            ف (ب

    ق   ئ   ع      آ ن  (ج

    يء       ق ( 
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c) Creates a safe learning environment 

d) None of the above 

 

 

 

 

 

 

 

  

9.) In any relationship, __________ is key. 

a) Personality 

b) Criticism 

c) Conflict 

d) Communication 

 

 في  ي علاق  ، __________          ح.9) 

   ص   ( 

   ن   (ب

   ص  ع (ج

    ص    ( 

 

  

10.) One of the ways you can convey 

your expectations to your employees is to 

have regular ______.   

a) Reviews 

b) Lunches 

c) Conversations 

d) None of the above 

 

إ  ى          ي    ن   ه  ن ل   قع             ي    10) 

           ______  ن  م.

      جع   ( 

  ج      غ  ء (ب

           (ج

    يء       ق ( 
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Module Nine: Review Questions 
 

 : التاسعةمراجعة الوحدة 
 

1.) What is the best way to get the answers 

you want? 

a) Ask questions 

b) Threaten people 

c) Demand answers 

d) None of the above 

 

 (      ي  فضل          ص ل ع ى  لإج        ي       ؟1

    ح    ئ  . ( 

  ه      ن س. (ب

   ب  لإج    . (ج

    يء       ق ( 

 

  

2.) Which of the following is not a benefit of 

asking your employees questions? 

a) Helps you gauge employee 

engagement 

b) Helps you understand problems 

employees may be having 

c) Helps you determine what your price 

point should be 

d)  None of the above 

 

 (   ي       ي          ح   ئ   ع ى       ؟2

         .   ع  في ق  س         ( 

    ع  ع ى فهم       ل    ي ق     جهه          . (ب

    ع  في       ن       ع      ص    . (ج

    يء       ق. ( 

 

  

3.) When employees feel like management is 

hiding information, they start to feel what? 

a) Engaged 

b) Disengaged 

c) Endangered 

d) Endeared 

 

          أ   لإ   ة    ي    ع      ،        في (  عن      ع  3

    ع        ؟

     ب. ( 

 ف         . (ب

  ه  ة    ن   ض. (ج

     ب. ( 

 

  

4.) Knowing what is going on within the 

company helps employees’ work________ 

for you and your company. 

a) Slower 

b) Suffer 

    ج ي    ل           ع           في ع ل (  إ   ع ف  4

.           _________ 

    أ. ( 

  ع ني. (ب

      ل. (ج
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c) Leniently 

d) Harder 

 

  صعب. ( 

 

  

5.) Which of the following is true about 

employee workplace facilities? 

a) The facility doesn’t help or hinder 

employee engagement 

b) They should be safe and aesthetically 

pleasing 

c) The facility should be safe but aesthetics 

doesn’t matter 

d) None of the above 

 

 (   ي       ي  ن  ق ع ى  ن آ       ع ل         ؟5

     فق      ع      ع ق                . ( 

  جب         آ ن   ج     . (ب

   ج      . جب             فق آ نً          هم  (ج

    يء       ق. ( 

 

  

6.) If the facility is not up to par, it can make 

your employees feel like they ___________. 

a) Are very important 

b) Are respected 

c) Are not important 

d) Are appreciated 

(  إ    م        ن أة ع ى ق م        ة ، ف         جعل        6

   ع     أنهم ___________.

 إنه   ه     غ   . ( 

       . (ب

       ه  . (ج

   ل      . ( 

  

7.) Who should you ask questions of in order 

to gain insight into your employees’ jobs? 

a) Your employees 

b) Your supervisors 

c) A third-party company 

d) Your customers 

ع  ه    ئ       جل    ص ل ع ى (        ي  جب       ح 7

 ن  ة   ق       ئف       ؟

 ) .       

      ف   ع   . (ب

        ف    ث. (ج

 ع لائ . ( 

 

  

8.) Why should you ask your employees 

suggestions with regard to their job 

processes? 

a) They can give insight on what devices 

(         جب      أل         ق       ف      ع ق  إج  ء   8

 ع  هم؟

   نهم إ   ء ن  ة   ق   ع ى   جهزة    ي   جعل    ه    ( 

   هل.
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would make the job easier 

b) They can tell you what’s working and 

what’s not working 

c) They can suggest alternate processes 

d) All of the above 
 

  نجح        ع ل.   نهم إ           (ب

    نهم  ق   ح ع           . (ج

  ل         علا . ( 

 

  

9.) Employee reviews lead to _______ 

employees. 

a) Productive 

b) Happier 

c) Creative 

d) Fewer 

 

    جع             ؤ ي إ ى       . _______9) 
    ن ج ( 
   ع  (ب
    ع   (ج

  قل ( 

 

  

10.) Just as you want your employees to 

feel like they can ask you questions, you 

need to be able to ____________. 

a) Probe into their personal lives 

b) Ask them questions 

c) Gives them constructive criticism 

d) None of the above 

 

   ً                 ع          نه    نهم   ح    ئ   ع    10) 
 ق  ً   ع ى ____________.،  جب         

  قق في     هم     ص   ( 
    ح ع  هم    ئ   (ب
   ن هم   ن      ن ء (ج
    يء       ق ( 
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Module Ten: Review Questions 
 

 مراجعة الوحدة العاشرة: 
 

1.) As supervisors, we are often looking for 

ways to increase _____________. 

a) Productivity 

b) Employee turnover 

c) Employee supervisor 

d) None of the above 

 

(   ص  ن     ف   ، ن  ث غ   ً  ع       ز   ة 1

._____________ 

  لإن  ج  . ( 

               . (ب

    ف      ف. (ج

    يء       ق. ( 

 

  

2.) Which of the following is true about 

productivity? 

a) You don’t have to do anything to 

increase productivity 

b) There are third party consultants that 

companies hire to gain insight into what 

drives productivity 

c) Productivity is a myth 

d) None of the above 

 

 (   ي       ي  ن  ق ع ى  لإن  ج  ؟2

   س ع    فعل  ي  يء  ز   ة  لإن  ج  . ( 

    ف          أج  م          ن                (ب

      ب ن  ة   ق   ع ى      ف   لإن  ج  .

  لإن  ج      ف . (ج

    يء       ق. ( 

 

  

3.) What is a benefit of employee recognition? 

a) Keeps employees discontent 

b) Shows you what you’re doing wrong 

c) Increases employee engagement 

d) All of the above 

 

 (     ف ئ ة            ف؟3

    ي          غ     ض  . ( 

   ضح         ع ه    ل    ئ. (ب

  ز                     . (ج

  ل         علا . ( 

 

  

4.) What is the best way to see if your 

employees feel like they are being 

recognized for good work? 

a) Develop a company mission statement 

b) Train them on customer service 

standards 

(      ي  فضل         ع ف     إ                ع     نهم 4

   م      هم ع ى   ع ل   ج  ؟

  ض        ه         . ( 

      هم ع ى  ع            ع لاء. (ب

     م     ب ع  هم. (ج
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c) Assess their work style 

d) Ask them 

 

   أ هم. ( 

 

  

5.) Which of the following is a recommended 

question from the text that you should ask 

your employees? 

a) If they feel like they were loved enough 

as a child 

b) If they feel like your paycheck is too low 

c) If they feel like they are given enough 

opportunities to complain about their 

boss 

d) If they feel like they are given enough 

opportunities to advance their careers 

 

(   ي       ي     ؤ ل   صى  ه      نص  جب        ه ع ى 5

       ؟

 إ    ع     نهم            ج    ف   عن      ن        . ( 

 إ    ع              ن  ض جً  . (ب

 إ    ع          هم ف صً    ف        ى     ئ  هم. (ج

إ    ع     نهم  ص    ع ى ف ص   ف        م في     هم  ( 

    هن  .

 

  

6.) Which of the following is not an example 

of an opportunity to grow and advance 

professionally? 

a) Paying for them to go to school for a 

degree 

b) Offering them the opportunity to have 

lunch with the management team 

c)  Offering additional on-the-job training 

d) None of the above 

 

 (   ي       ي   س     ً ع ى ف ص    ن         م  هن ً ؟6

  ف      ل      ب إ ى            ص ل ع ى   ج  ع    . ( 

  ن  ل   غ  ء    ف  ق  لإ   ة.إ         ص   هم   (ب

     م     ب إض في   ن ء   ع ل. (ج

    يء       ق. ( 

 

  

7.) What is a benefit of asking your employees 

if they are confident in their leadership? 

a) You can use their suggestions to 

become a better supervisor 

b) You can see how much your employees 

dislike you 

 (     ف ئ ة  ؤ ل        ع   إ     ن             ق    هم؟7

    ن        م  ق      هم   ص ح    فً   فضل. ( 

    ن       ى   ى              . (ب

    ن   ج  ل  ل  ق      هم. (ج

  علا . ل         ( 
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c) You can ignore all of their suggestions 

d) All of the above 

 

 

 

 

 

 

  

8.) What question can you ask your 

employees to see what they want from 

their leadership team?  

a) Are they happy with the facility 

b) What do they think about their 

opportunities to grow professionally 

c) Are they confident in their leadership 

d) None of the above 

 

(        ؤ ل    ي    ن         ه ع ى          ع ف     8

           ف  ق ق    هم؟

  ل  م  ع  ء     ن أة؟ ( 

          هم في ف صهم   ن    هن  ؟ (ب

  ل  م           ق    هم؟ (ج

    يء       ق. ( 

 

  

9.) It’s important to remember that your 

employees are your most ___________.  

a) Important asset 

b) Honest critic 

c) Prized resource 

d) None of the above 

 

       هم                     م         ___________.9) 

  صل  هم ( 

   ن ق    ص    (ب

           (ج

    يء       ق ( 

 

  

10.) Typically, employees will gladly tell 

you if they feel like they are being 

recognized for ____________ 

a) Their great communication skills 

b) Good performance 

c) Their management style 

d) None of the above 

 

غ   ً        ل      ص في    ص ل إ ى     فهم  نهم 10) 

   ج        ج نب _________ في            ف.

 ع  ي ( 

 ع   ي (ب

     ب (ج

        ب ( 

 

 

 


