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Optimizing e-Learning

Module One: Review Questions

What is not a benefit?
a) Insurance

b) Vacation pay

c) Legal benefits

d) Training

Employee Onboarding
alh gall dlac

What is not a miscellaneous cost?

a) Training
b) Equipment
¢) Retirement
d) Rent

Employees need to be oriented in their

jobsand _
a) Surroundings
b) Location

c) Requirements
d) Area

What is the effect of stress on

performance?

a) Itincreases productivity
b) It impedes performance
c) There is no effect

d) Itincreases goals

What is an exit cost?
a) Productivity

b) Contacts

c) Advertising
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10)

d) Screening

What is a recruitment cost?
a) Disruption

b) Productivity

c) Advertising

d) Overtime

Expectations that are unexplained or

hinder performance.
a) Unrealistic

b) Measurable

c) Attainable

d) Timely

What is not part of a job description?
a) Training

b) Evaluation

C) Expectation

d) Vision

will alleviate stress as it

improves the culture of an organization.

a) Turnover

b) Expectations

¢) Onboarding

d) All of the above

Onboarding can reduce the by
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quickly familiarizing employees with their 28 500 Ay (il gl
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c) AandB
d) Neither A nor B
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Module Two: Review Questions

Employees alignwith ____
a) Vision of the company

b) Company tools

c) Training

d) Company culture

What will onboarding accelerate?
a) Hiring

b) Company standards

c) Training

d) Accommodation

How long does it take employees to “break
even"?

a) 10 weeks

b) 20 weeks

c) 10 days

d) 20 days

What is an example of a social level?
a) Policies

b) Training

C) Expectations

d) Mentoring

Welcome employees to help them
acclimate to their environment
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and___

a) Stay prepared
b) Break even

c) Be productive

d) Alleviate anxiety

When should new hires meet their
mentors?

a) First week

b) Second day

c) First day

d) Second week

The first day checklist should be tailored to
each companyand __

a) Industry

b) Employee

c) Employer

d) Meeting

What is not part of a typical first day
checklist?

a) Greet the employee

b) Send information early

c) Discuss expectations

d) Plan the first week’s training

Exploring is essential to the

success of any organization’s onboarding
program.

a) Turnover

b) Production
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¢) Onboarding
d) New policies

Onboarding affects which aspects of an
employee’s first day experience?

a) Hiring

b) Training

c) AandB

d) Neither A nor B

Module Three: Review Questions

Onboarding demands that people be
friendlyand

a) Busy

b) Supervised

c) Professional

d) Personal

Who should be informed about a new
hire?

a) Everyone

b) Peers

C) Supervisors

d) Customers

What does not need to be clear?
a) Goals

b) Time

c) Culture
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d) Expectations

What goals do new hires need to know?

a) SMART goals

b) Company

c) Personal

d) Personal and Company

__does not equal the ability to teach.

a) Age

b) Experience
C) Seniority
d) Attitude

What is not important in designating a
mentor?

a) Training

b) Time

) Age

d) Model behavior

0

What is true of initial feedback?

a) It should be infrequent

b) It should focus on mistakes

¢) It should be encouraging

d) It should not involve the supervisor

Employees need to be able to
communicate their

a) Requirements

b) Feedback
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¢) Frustration
d) Needs

What is true of initial feedback?

a) It should be infrequent

b) It should focus on mistakes

¢) It should be encouraging

d) It should not involve the supervisor

What is one consequence of companies
ignoring their onboarding responsibilities?
a) Rebuttal
b) Feedback
c) Confusion
d) None of the above
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Module Four: Review Questions

When should you work on the first week's
checklist?

a) Pre-arrival

b) First week

c) Second day

d) Never

What should not be prepared in the work
area?

a) Nametags

b) Parking permits

c) Start date

d) Computer

What is not part of the arrival checklist?
a) Welcome

b) Meetings

¢) HR paperwork

d) Introductions

You should ___ the new hire.
a) Question

b) Observe

c) Follow

d) Greet

When should you complete leftover
housekeeping items?

a) First week

b) First day
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c) Second week
d) First month

Managers need to provide feedback and
____the first week?

a) Explain rules

b) Ask about onboarding

c) Reward employees

d) Promote awareness

How often should you meet in the first
month?

a) Weekly

b) Daily

¢) Once

d) Twice

A formal evaluation should be made within

a) One week

One thing that will help onboarding go
smoothly is to createa ___
a) Schedule

b) Checklist

c¢) Reminder

d) Mentor
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Upon arrival, a ____ should be provided.

a) List of employee’s names
b) Map of the office building
¢) Handbook

d) None of the above
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Module Five: Review Questions

What is a common mistake of traditional

orientations?

a) Occur frequently

b) Too little information
¢) Too much information
d) Are too small

Employees should be provided with
important information ________

a) First day

b) Second day

c) First hour

d) First week

What is not a role of HR?
a) Set up workstation

b) Policies

c¢) Documentation

d) Tour

Which role of HR should run throughout

the whole organization?
a) Explain benefits

b) Welcome new hires
c) Explain policies

d) Help with paperwork

What is not a role of management?
a) Meeting
b) Prepare
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c¢) Documentation
d) Schedule

Who meets with new hires to discuss
training?

a) Peers

b) Mentors

) HR

d) Management

@

What is not a characteristic of employee
engagement?

a) Going the extra mile

b) A good attitude

c) Completing projects

d) Enjoy work

Engaged employees enjoy _ and
opportunities.

a) Challenges

b) Work

C) Experience

d) Training

and __ are essential to

employee engagement.

a) Trust and communication
b) Hope and faith

c) Presentation and Discovery

d) None of the above
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10)  HR generally provides which of the Sligaill b Lea Ul ale JSG 4 50l 3 ) sall aud i 52 (10
following for new hires. Byl
a) Tours ﬁ‘;\);j 2_1
b) Explanation of benefits o (C:
c) AandB SYsIY (s

d) Neither A nor B

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

14



4 nn o
/ saseeyat

A&

cademy

Optimizing e-Learning

Module Six; Review Questions

Review company and employee __
a) Goals

b) Progress

c) Management

d) Satisfaction

What is a not something to discuss at the
initial check in?

a) Goals and progress

b) Past work experience

c) Onboarding process

d) Needed help

Employee ___ should be addressed in the
follow up.

a) Experience

b) Goals

C) Expectations

d) Progress

What is not something to address in the
follow up?

a) Inclusion

b) Feedback

¢) Mentors

) Pay

o

What will help determine schedules?
a) Checklists
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b) Surveys
¢) Mentors
d) Communication

Training should be scheduled each
a) Hour

b) Day

c¢) Week

d) Month

To be successful, mentors need to
approach theirroles ___

a) Carelessly

b) Seriously

c) Recklessly

d) Unprepared

What is not a mentor’s role?
a) Spy

b) Role model

¢) Encourage

d) Advise

____ _newemployees is essential to
effective onboarding.

a) Spying on

b) Following up with

c) Inspecting the workspace of

d) Having lunch with

Relationships with peers and coworkers, is
something to discuss in an employee
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follow up.
a) True
b) False
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Module Seven: Review Questions

What are necessary to complete a job?
a) Behavior

b) Experience

c) Skills

d) Education

Requirements are determined by ______
a) Age

b) Encouragement

¢) Position

d) Documentation

Unmet expectations are opportunities for

a) Help
b
C
d

-

Improvement
A and B
Neither A nor B

== —

Excelling expectations is an opportunity for
a) Help

b) Growth

c¢) Demotion

d) None of the above

Why document verbal expectations?

a) To hold employees accountable

b) Remind employees about conversations
¢) Remind yourself about conversations
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d) Encourage better behavior

What is a benefit of verbal expectations? Fpdadll) cilad gl 528 Ls (6
Gl s ey (I
elisall puwad (<
ALYl e LY (g
Joadll @bl i (3

a) Time out of the office
b) Better accountability
C) Answering questions
d) Encouraging better behavior

What changes need to be put in writing? TR Ly iy 3 ) sl (7
a) Job description bl 1“;}5‘ (!
b) Questions (<

c) Feedback

el iy VAN (2
d) Journal entries

When should a job description be written? € siiba ol Caa ) AUS a1 (8

il s lexe (|
bl 3 dd (g
et (3

a) When the job changes
b) During evaluations

c) Before the job is filled
d) After surveys

What does the company culture refer to? FAS 8 A i e ) (9
Sl L, (I
Agall g lpaddll pdll (o
i) cldgll (2
Al o) gell @A (2

a) Customer satisfaction

b) Personal and professional values
C) Supervisory expectations

d) HR input

How can you connect with employees ona  Se=dill g siud) e Gaila sall aa Jual 5l liSay 25 (10
personal level? lilad i e et Gaded Wi gy 10 ped Jusl (]
Ledd Alad gl 2an - (@
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Slelay sl S (2

a) Send them a personal email expressing
your expectations
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b) Set expectations verbally

¢) Place inspirational posters in the break
room

d) All of the above
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Module Eight: Review Questions FALall) 3 gl) da) e
1) Some people are more _ resilient A e (e Aigye ST Q) (e (1
than others. Va2 (l
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b) Obviously b (3
c) Orless
d) Naturally
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d) Expectation
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b) Stress management cBa (s
c¢) Goals
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a) Growth i ()
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10)

d) Relationships

Change and _____ are inevitable.
a) Failure
b
C

d

~—

Goals

—_ =

Acceptance

~—

Relationships

Flexibility isnot____
a) Specific

b) Important

c) Passivity

d) A priority

What do employers not need to be flexible

about?

a) When work is done
b) Why work is done
c¢) How work is done
d) Where work is done

What is a benefit of employer flexibility?
a) New employees

b) General happiness

c) Better hours

d) Attract talent

Flexible individuals act with _
a) React
b) Conviction
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c) Carelessness Llal)
d) Plans
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Module Nine: Review Questions

What is a low priority assignment?
a) Work

b) Orders

c) Requests

d) Suggestions

What is not an expectation that should
generally be communicated with
assignments?

a) Due Date

b) Necessary tools.

¢) Past success

d) The task

What is the least effective way to assign
work?

a) Apple Picking

b) Dictatorial

c¢) Collaborative

d) General

When should you use the Dictatorial
approach?

a) In emergencies

b) Always

c¢) With new hires

d) With low performers

Little collaboration is a drawback to
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a
b
C
d
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Apple picking
Dictatorial

~—

Collaborative

~—

General

~—

Apple picking tasks should all have
a) High priorities

b) Low priorities

¢) The same value

d) Be prioritized

What is the most effective way to assign
tasks?

a) Apple picking

b) Dictatorial

c) Collaborative

d) General

What types of tasks require the
collaborative approach?

a) Low priorities

b) General priorities

c) Mid-level priorities

d) High priorities

The way you assign work to employees is

important to the ___process.

a) Hiring
b) Onboarding
c¢) Collaborative

d) Flexible
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10)  Generally, assigning work requires Jra i Jaall Claal (e Jaall (i Gl ¢ ale JS5 (10
employers to communicate basic - Al ‘"-’Ld?ﬂ‘
: : \
expectations of ____ - (
e (@
a) Who .
e (z
b) What Slelsleds (o

c¢) When
d) All of the above
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Module Ten: Review Questions 8 pdilal) Bas gl) Aaa) s
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c) Compromise
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10)

b) Correction
c) Questions
d) Praise

Meetingsand ____ are useful for
informal feedback.

a) Commendations

b) Evaluations

c) Emails

d) Reviews

What is a type of formal feedback?
a) Memos

b) Reviews

c) Assignments

d) Priorities

Formal reviews

a) Are only for new hires
b) Have little paperwork
c) Are consistent

d) Document progress

Every supervisor needs to learn how to

a) Evaluate work done

b) Give and receive feedback

c) Review employee performance
d) Formalize strategic planning

When delivering feedback, try to focus on
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the
a) Employee
b) Positive
c) Problem

d) solution
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