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Executive and Personal

Optimizing e-Learning

Module One: Review Questions

1) What risk does the pessimistic manager

pose to you?

a) Lack of trust

b) Becoming a counselor
c) Micromanaging

d) Cannot question

2) What should you never do with an

authoritative commander?

a) Phrase concerns as questions
b) Complete projects on time

c) Volunteer update

d) Remain professional

3) What is necessary to anticipate needs?

a) Common sense
b) Expectations

¢) Communication
d) Professionalism

4) What will help make you an invaluable

employee?

a) Common sense

b) Interest

¢) Communication
d) Anticipating needs

Assistants
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5)

What should you do if your manager does
not invite you to a conversation about
specific responsibilities?

a) Initiate one

b) Adhere to the job description

c) Determine responsibilities on your own
d) Wait for the discussion

What should you do after defining your
roles and responsibilities?

a) Initiate one

b) Adhere to the job description

c) Write them down

d) Wait for the discussion

What must you understand to take
initiative?

a) Your skill set

b) Manager's needs and expectations
c¢) Write them down

d) Wait for the discussion

What should you do before taking on a
project that you are not sure your manager
would be comfortable with you doing?

a) Take the initiative

b) Ignore the idea

c) Ask a peer
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d) Discuss the idea

9) What is the most important quality of an
assistant?
a) Conversation skills
b) Adaptability
c) Etiquette
d) None of the above

10) Assistants always get to choose their
employers?
a) True
b) False
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Module Two: Review Questions
1) What allows you to understand the feelings
of others?
a) Empathy
b) Cognition
¢) Understanding
d) Interest

2) What will help ensure that you do not
respond inappropriately in a social
situation?

a) Empathy

b) Self-monitoring
¢) Understanding
d) Interest

3) Who is more likely to develop business
acumen?
a) Assistants
b) Managers
c) Executives
d) Everyone

4) By improving your business acumen, you
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understand___

a) Financial statements

b) The business

c) The industry

d) Your impact on the company

5) What is necessary for ordering supplies?

a) Financial statements
b) Inventory

¢) Communication

d) Plans

Papers must be both organized and :

a) Alphabetized
b) Interesting
c) Accessible
d) Planned

7) When should you interrupt?

a) Never

b) When the speaker is rude

¢) When you have something to
contribute

d) When the speaker is longwinded

8) What should you avoid when speaking
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with someone?
a) Open mind
b) Responding
c) Eye contact
d) Preconceived ideas

9) An assistant also functions as a/an
a) Multitasker
b) Administrator
¢) Servant
d) Manager

10) In which of the following ways might you
improve your business acumen?
a) Network
b) Research
¢) Educate
d) All of the above
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Module Three: Review Questions

1) Which of the following is a computer

system that helps manage the calendar
with alarms and color-coding?

a) Email

b) Outlook

c¢) Calendar

d) Microsoft

2) When should you schedule your daily

activities?

a) At the beginning of the day
b) The beginning of the week
¢) The beginning of the month
d) At the end of the day
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3) What will help you choose when a surprise

folalial) dallae 20 50 Jlia) e dlieluw NI L (3

should be addressed? dﬂ“ {

a) Analysis = ((“'"
e sy (z

b) Timing Ll (s

c) Order

d) Interest

4) What will allow you to address surprises
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d) Timing

5) What should you do to make sure that

your manager makes meetings on time? faaadl ¢:§)1\
a) Reminders oSl dt»j (
b) Communication i :\i;.; ((:
c) Schedule time chp (o

d) Timing

You will need to remind your manager
about meetings to keep the schedule on
track. Reminders may be sent by email or
given over the phone or in person.

6) There should be time scheduled when you
will not allow interruptions.
a) True
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¢) To avoid overlap
d) None of the above

Module Four: Review Questions dag) 1) Bas gl) daal e
1) What do you do once the topics for the fle Y Jsan 8 da jaall paal sall puza 5 3 e o 13ke (1
agenda are established? < grall @58 oo “—“-‘” (I
a) Find speakers :’\:)ﬂ‘ m;" (=
b) Determine the purpose ij\d M (e
goal (dadu)) (o
c) Allocate minutes
d) Send them out
2) When should agendas be given to ¢ ) gaall Jlee I Jglan slhae) iy e (2
attendees? glaa¥) sy (]
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a) After the meeting
b) Before the meeting
¢) During the meeting
d) Never

3) Who will know exactly what is required for
the minutes?
a) No one
b) The attendees

) You

d) Chairperson

@

4) What do you mark a person as who gives
notice that they cannot attend?
a) Apologies
b) Absent
C) Present
d) You do not

5) Who keeps a list of items that will be
discussed later?
a) Timekeeper
b) Chairman
c) Parker
d) Minute taker
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6) What should be visible during the

o Laia V) ol L e (358 o g s u‘(e

meeting? <l ey (]
, e Jgan (@
a) Apologies .
b) Agenda > (e
g Yl (2
¢) Present

d) You do not

7) What is typically the quorum for small

3 paall Glelaiadl a6l Glall i W (7

meetings? aldl 4100 ()
a) 100 percent f"w #80 (<
b) 80 percent B 70 (o

c) 90 percent
d) 70 percent

8) A meeting with more than how many

S iy geanll ae (e ST aeplaial (8

attendees is considered large? 25

a) 25 128 ((“-’
d

b) 100 0 (

¢ 50

d) 40

9) Providing an effective meeting is a matter
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a) Planning ;M}J: (("_’
0 z
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b) Organizing el dS (o
¢) Timing
d) All of the above

10) If someone does not give notice that they a3k ¢« Elaia) juasy o adly 15ed) e padi o2 o 13 (10

will not be attending a meeting, what are Fadnat
2 i) |
they classed as? = =3
) Apologi Jee) Jsan (<
a ologies o
POIog cile (G
b) Agenda Sl S (s
c) Absent
d) All of the above
Module Five: Review Questions dsaldl) Bas gl) daa) e
1) What should you include in an email to an A padd (Al S sl Al (& dbeat s Al L (1
falilss

individual you have not met?
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3)

a
b
C
d

Emoticons

~—

Introduction
Date
Address

—_ =

Besides distracting fonts, what should you
avoid in business emails?

a) Paragraphs

b) Salutations

c) Sign off

d) Emoticons

What do you need to know besides how to
operate machinery?

a) Troubleshoot

b) Cost

) Age

d) Nothing

@

4) Where can you find information about the

machines you use if the manuals are not
available?

a) Library

b) Manager

c¢) Online
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5) What is not included in Microsoft Office?

7) What should you avoid when writing?

8)

9) What does CC mean, in an email?

a) Quicken
b) Word

¢) PowerPoint
d) Excel

Which software would you use for a

presentation?
a) Excel

b) PowerPoint
c) Quicken
d) Word

a) Spell check

b) Formal tone

c) Slang

d) Grammar check

What does eye contact imply?
a) Thought

b) Listening

c) Lack of interest

d) Confidence

a) Carefully copy
b) Carbon copy
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c) Cannot copy
d) Could not copy

10) Which of the following are considered an
assistant’s job?
a) Reports
b) Memos
c) Emails
d) All of the above
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Module Six: Review Questions
1) What could cause a listener to stop a
message?
a) Rambling
b) Contact information
c) Speaking clearly
d) Preparation

2) What should not be heard on a voicemail?
a) Contact information
b) Background noise
c) Name of the speaker
d) Request

3) Which word processor is used most often?
a) AbiWord
b) Google Docs
¢) Microsoft Word
d) Quicken

4) Which of the following is a web-based
word processor?
a) Quicken
b) AbiWord
¢) Microsoft Word
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d) Google Docs

5) What determines the tone that is used? fhaadiiall Aaadl) dasy M L (5
a) Audience JJ-@-A.%J\ {
b) Goal ua&s\ (<
c) Time ji ((f
d) Venue

6) Voicemail vs. email, which is often the uadl HLial aay Lagia g1 | (3 guaal) 3y ) 2 Ae)J[ (6
better choice. s A a0 ()
a) Email el wd (<
b) Voice mail

7) What is a specialized search engine? famiidl Call djae a W (7
a) Yahoo | b
b) www.firstgov.gov VW\"N-f'rStQOVﬁOV (<
c) Google ;: ((f
d) Bing

8) What must you consider when analyzing Sl Jidas vie 4 SE ) oy A L (8
research? uls (I
a) Cost " :—ji‘ ((:
b) Language (0

¢) Font size
d) The source
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9) Answer the phone within____ rings.
a) 4
b) 3
) 1
) 5

o O

10) What tools do word processors provide?
a) Grammar check
b) Formatting
c) Thesaurus
d) All of the above
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Module Seven: Review Questions

1) What will determine if information is

important?
a) Manager
b) Qualifying questions
C) Interest
d) Finances

2) What is unimportant information?

3) What is not necessary when saying no?

a) Trivia
b) Interesting
¢) Distraction
d) Boring

a) Rudeness

b) Sarcasm

c) Yelling

d) All of the above
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4) What can you offer a sales call?

a) You will call them back

b) Promise to make a purchase
c) Pass them through right away
d) Take a message

Which tone indicates that you are
uncertain?

a) Passive

b) Assertive

C) Respectful

d) Friendly

What is necessary if you feel threatened by
a person?

a) Be assertive

b) Speak slowly

c) Call security

d) Be respectful

Which trick requires multiple calls?
a) Being assumptive

b) Befriending

c) Implying friendship

d) Withholding information

Why would someone offer the manager’s
first name only?

a) Befriend you

b) Withhold information
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R

¢) Imply emergency WBlaa cpd (o
d) Feign a friendship

9) Being a gatekeeper requires you to be sl skt ol 5 USH (585 o Dl sall (la ol oS lie ks (9
savvy and to develop the ability to __ —‘;5
(F P |
a) Be confident . Ji ((
- P -
b) Speak assertively Gesd A e kI (z
c) See through a ruse Jeall b sy ol (o

d) Keep tabs on your boss

10) When a sales person tries to sell directly to ¢ 2ebuall ¢gl ¢ 5 5l oll ) lagpa) 501 slay Lexie (10

you, the assistant, you can __ : —‘5‘&“
e g) il J
a) Purchase from them . e g.ﬂ (
. . e gl S agre daad (@
b) Talk to them until your manager is Sl T 323 e 5l ol el il 81 (g
available ¢ szl juad (2

¢) Explain that you do not have the ability
to make that decision
d) Change the subject
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Module Eight: Review Questions

1) Which type of task has the top priority?

a) Urgent

b) Important

c) Neither urgent or important
d) Urgent and important

2) Tasks in which tier can wait till the next

3) A goal without any type of deadline is not

dLal3l) Bas gl Axa) ya
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5)

6)

a) Specific
b) Timely
¢) Relevant

d) Attainable

Practice public speaking for a week, is not
a) Measurable

b) Relevant

c) Attainable

d) Specific

What do you fill in first for next day’s plan?
a) Unfinished tasks

b) Appointments

c) New tasks

d) Important tasks

What do you do with unfinished tasks?

a) Prioritize first

b) Create a separate plan

c¢) Combine with new

d) There should not be any unfinished
tasks

How often should you file papers?
a) Each day

b) Each week

¢) Each month
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8)

10) Planning your tasks for each day of the

d) When you have time

You should complete a task without
scheduling it if will take ____ or fewer
minutes.

a) Three

b) Ten

) One

) Two

o O

a) Relevant goals

b) Organization

¢) Assertive communication
d) None of the above

week is the best plan.
a) True
b) False

__is/are essential to success.
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Module Nine: Review Questions daulil) Bas gl) A2a) sa
1) What do you do if you are uncertain flale o glaall ClS 13) Lae 3Slia e i€ 13) Jadi 13ke (1
whether information is public? |~ e (

a) Keep it secret )
S (z

b) Ask your manager oY) e die Gamdl (2

c) Share it
d) Look it up online

2) What should you do if an employee says a4l el ) (g 4l Cala e JB 1) Jais o g 3L (2
they are clear to know something but your SRR LTI RE SV PRL:
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manager has not informed you about it?

a) Provide information.

b) Do not disclose information.

c) Make the employee read the
documents in front of you.

d) Inform that manager that the employee
has the information

What social activity should you avoid?
a) Holiday parties

b) Lunch dates

c) Gossip

d) Conversation

What should you do if you come across
information that is important, but hints that
there is going to be a company merger?

a) Ask your manager

b) Research your hypothesis

c) Discuss it with a friend

d) Pass along the information

What do you do if an email with an
attachment is in your inbox from an
address you don't recognize?

a) Open it

b) Delete it

c) Research it

d) Save it
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6) What strengthens a password?

a) Short length

b) Capital letters

c) Lowercase letters

d) Numbers and symbols

How do you need to view problems?
a) Objectively

b) Emotionally

c) Clearly

d) Immediately

What helps you navigate sticky situations?
a) HR

b) Employee guide

c) Problem solving

d) Manager's advice

As an assistant you will have access to
which of the following?

a) Finances

b) Employee records

c) Secrets
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d) All of the above

10) As an assistant, you must be cautious e oSy casluS (10
about dile (]
ey (0 (&

a) What you say
b) Who hears it
c) Where you say it
d) All of the above

Wi ol (z
Slelyy sl dS (2

Module Ten: Review Questions B pdilad) 3 gl) daa) ja
1) What is the final task that you have to T spiall 3 512Y Lahiti el g (1 558N Lagd) (o8 Lo (1
perform for project management? Al s (!
padle (@

a) Status report
) P Dhladl diai (2
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3)

b) Summary
¢) Risk analysis
d) Schedule

Which tool do you use in the manage
phase?

a) Summary

b) Status report

¢) Schedule

d) Risk analysis

What is the benefit of a trade show?
a) Create mystery

b) Display product

c) Customer feedback

d) Design changes

How do you present demonstrations?
a) Uniformly

b) According to audience

¢) According to venue

d) Silently
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5)

How can you influence people?
a) Look in the eye

b) Stand to their right

¢) Lean back

d) Stand to the left

Limited hand gestures can make you seem

trustworthy if they are ___
a) Fast

b) Open

c) Slow

d) Closed

What should you do if you are unsure

about a social media post?
a) Ask a friend

b) Do not post it

c) Secure the post

d) Post it and remove it if necessary

What success should be celebrated?

a) Yours

b) All

c¢) Company
d) None
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9) At which phase of project management will

you determine that steps necessary for the
project.

a) Start

b) Plan

c) Manage

d) Execute

10) By writing a summary of the project, which

phase are you at?
a) Plan

b) End

c) Execute

d) Manage
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