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Module One: Review Questions S Basgll daa) e
1) What is not a risk of not implementing flaall sliall 3 )la) 25 p2e jlad g e (1
work-life management? Al s sl (1
. : iaall ¢
a) Financial loss , =~ (2
) Poor health adya gl (2
) Poor healt Laluyl (2
¢) Unresolved conflict
d) Productivity
2) What is not a benefit of work-life balance? Fladl s Jaall G o)) 32008 G & e (2
a) Increased productivity “-‘“‘-‘M Bk (!
4
b) Better health St (=
, alel 5l (z
c) Conflicts sl e (o
d) Stronger relationships
3) What can internet breaks accomplish? 0 i) Jual b 48ind o Sy s e (3

Gl & Q dalyl (mix (]
Al 89 aaluYlisal) (<
Ll 419 LalsYisaby (z
Al 86 almYlisalb)y (o

a) Decrease productivity 9 percent
b) Increase productivity 9 percent
¢) Increase productivity 19 percent
d) Increase productivity 6 percent

4) How often should you take a mini break? € e dal i 30 o o350 S (4
a) Every hour isle S (]
b) Every day .?ﬁwds (=
el Aofr (g

c) Twice a day Glels &6 JS (2

d) Every three hours

5) __increases the risk of injury or illness. ol ST ALY jha (5
a) Balance o)ls (!
b) Work dee (=
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c) Stress
d) Mental breakdown

Work-life balance encourages a(n)
a) Indulgence

b) Healthy lifestyle

¢) Unhealthy lifestyle

d) Dangerous behavior

What is the one factor that ranks higher
than work life balance for employees?
a) Compensation

b) Benefits

¢) Location

d) Company values

Work-life balance will improve morale and
a) Turnover

b) Absenteeism

c) Profits

d) Company culture

Taking on too much/many will
lead to exhaustion and cause performance
to suffer.

a) Responsibility

b) Inspections

c) Sleep
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d) Unimportant tasks

10) What is one option for a healthy break danll e dma Aa il e J el ) JLad) aal 58 L (10
from work? e (!
Al (<
a) Walk | L (2
b) Stretching

Slelyy sl dS (2
¢) Meditation

d) All of the above
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Module Two: Review Questions
1) What will add years to a person’s life?

3)

a) Coffee
b) Tea
c) Sleep
d) Diet

The risk of ____rises when time is not given
to exercise and eating well.

a) Anorexia
b) Sleep

c) Exhaustion
d) Obesity

What is a sick day?
a) Direct cost

b) Negligible cost
¢) Hidden cost

d) Insured cost

4) What is a hidden cost?

a) Personal days
b) Loss of productivity
¢) Vacation
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5)

8) What is more influential in causing obesity?

d) Sick days

What is often the result of burnout?
a) Vacations

b) Turnover

c) Absenteeism

d) Promotion

What is the average cost of turnover?
a) 200 percent annual salary

b) 100 percent annual salary

c) 150 percent annual salary

d) 50 percent annual salary

___isthe result of prolonged stress.
a) Anxiety

b) Turnover

c) Exercise

d) Interest

a) Experience
b) Exercise
¢) Diet

d) Stress

Not taking the time to ____ can
increase obesity.
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10) People under stress can find it difficult to

a) Exercise
b) Eat well
c) AandB
d) Neither A nor B

a) Speak to coworkers

b) Control their emotions
¢) Go to work

d) None of the above

Module Three: Review Questions

1)

3) Why do most managers not seek out

Flex time offers ___ ?
a) Company control

b) Employee control

c) Employer control

d) Family control

Employee control increases
a) Profits

b) Turnover

¢) Loyalty

d) Stress

employee suggestions?
a) Time
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b) Employee Code
c) They don't care
d) Money

4) What should provide cues to your
communication?
a) Your own feelings
b) Feelings of others
c) The tone of voice
d) The truth

5) What is the first thing you should do after

receiving employee suggestions?
a) Thank employees

b) Reward employees

c) Make a decision

d) Respond to employees

6) What types of services do EAPs typically
provide?
a) Medical
b) Dental
¢) Counseling
d) Vision

7) Appreciated employees are more :
a) Confident
b) Likely to leave
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c) Nervous e
d) Ambitious gk (o
8) What reinforces good behavior? faadl bl e M L (8
a) Demands ‘-—‘“‘AE (!
(@
b) Discipline ;J. (<
- wds (e
C) Expectations SIS (2
d) Rewards
9) How can an employer offer their oSl (o 13 e 4xids e iay () Jeal) alial (S S (9
employees more control? Gl Sl pae (!

Ak gl 48 jlha Fland) (@
I3l e Jaalls ladl (2
Slelay sl dS (o

a) Offer flex time

b) Allow job sharing

c) Allow work from home
d) All of the above

10) When offering more control to employees, FOlo sall pSatl) (e 2y jall i i sty 301 Lo (10
what improves? ) s (!
a) Turnover Aﬂj@ij‘ifj: (=
b) Morale - uuz\ ((E
C) Injuries

d) Absences
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Module Four: Review Questions day) ) 3aa gl) Aaa) e
1) Important tasks are related to _ . < Aalgll algall Jasi iy (1
a) Work dee (!

b) Goals =¥l (=
) LSJ‘)H\ SN PN (C

c) Emergencies -
oy (J

d) Family
2) What distracts from our goals? Ll ge oLVl G yeay 31 L (2

a) Important tasks s alee (I

. 5 )l ohall Y
b) Emergencies df"u e (=
sl ded (¢

c) Urgent tasks L
a_).u\ (J

d) Family
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3)

>)

6)

7)

What is proofing a letter?
a) Emergency

b) Important

c) Valuable

d) Urgent

How should you say no?
a) Sweetly

b) Firmly

c) Passively

d) Gently

When life is unexpected, you need

a) Aplan

b) Flexibility
c) Tosayno
d) Firmness

What does flexibility accomplish?
a) Increase confidence

b) Improve goal

c¢) Reduce stress

d) Create stress

What is necessary for the 80/20 rule?
a) Priorities

b) Calculator

c¢) Time

d) Flexibility
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8) What activities should you focus on? flale 3$55 o) e (U ARV o L (8
a) All of them ?SJS (!
Jaad) ddai) (<

b) Work activities

_ o Al A (z
c) Family activities

Gy e am el (o
d) Those that move toward goals

9) Most people complain that they do not o dsas e e lill alans S (9
have . duedh e SS2 e (]
o sBaal @S (g_a

a) Enough money CE e L (
b) Enough friends bm:j:}fuvds (f
c) Enough time

d) All of the above

10) __ is/are crucial to an effective Juxd ¢330 58 gl anla el [ 2 (10
work-life balance. -B"»‘fj‘ﬁ Jard) O
a) Finances d}j:}j\i: (g
b) Time management seladl (2
c) Help Yds o (s
d) Saying no
Module Five: Review Questions dsaldl) Ban gl) daa) ya
1) Goals should notbe . Gl s Y w (1
a) Positive o (!
b) Personal ot (=
c) Present :: ((E

d) Performed
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2) Goals should speak to you :
a) Professionally
b) Privately
c) Personally
d) Easily

3) What aspect of a goal lets you know when
you have been successful?
a) Measurable
b) Attainable
c) Specific
d) Timely

4) What makes the goal possible to achieve?
a) Measurable
b) Attainable
c) Specific
d) Timely

5) Visualize goalsinthe
a) Past
b) Present
¢) Future
d) Predetermined time

6) How many goals should you visualize at
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once? 1 (
a) 1 2 (<«
b) 2 3 (z
4 (
c 3
d) 4
7) A goal that doesnotmeet ____ values, ) J a5l Ylaial i iy & Y (Al Cargll (7
is less likely to be reached. i (!
a) Personal ‘9:) ((“"’
@k .
b) Literal . J ¢
. . P (.J
c) Figurative
d) Balanced
8) Why should you prioritize your goals? felilaal il ol 5l dast elile Cang 3L (8
a) To set expectations 3 Glad g S} (!
. . Aadd i) Al slaadll (o
b) To eliminate unimportant values o "Jc . (<
c) To understand alignment bl st (e
9 dil <, (s
d) To focus your energy
9) What is an example of a goal? figll e Je o L (9
a) Earn a promotion 485 i“i (!
A<l (@
b) Own a business 2 (<
aclall jlias (#

c) Save for retirement

Slelaysl S (2
d) All of the above

10)__ must be specific. Baane 0585 o)) Gy (10
a) 3Ps ‘ )3 (I
b) Prioritizing Sl gt (o
C) =il (z

Visualization G laa e 8Y (2
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d) None of the above

dusalud) Bas gl) daa) sa

Fllle S Al day e Jaadl 2y oS (1

Module Six: Review Questions
1) How does telecommuting financially

benefit companies?
4y edl) Jaxa 330

a) Improves sales e =2 (=
Ol Jare Q5 (2

b) Increases turnover
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3)

4)

c) Reduces turnover
d) Reduces cost

Little communication can increase a sense

of .
a) Aggression
b) Bitterness
c) Isolation

d) Interest

What is a con of job sharing?
a) Conflict

b) Attendance

c) Continuity

d) Morale

What is a pro of job sharing?
a) Conflict

b) Attendance

¢) Inequality

d) Paperwork

5) What is the focus of redesign?

6) The description should be rewritten to

a) Productivity

b) Work-life balance
c¢) Cost

d) Attendance
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remove ___ . Gl gpaal (1
a) Responsibilities tis (<
Cileadlad)
b) Cost . (c
_ _ Gzl ey (2
C) Inconsistencies
d) Objections
7) What changes with flex time? ool Bl e i L (7
a) When hours are worked dasll Slebu dae gy ez (1
b) Number of hours worked Jead ULQL”.MQ (<
Locati o5 e
¢) Location Clals (o
d) Policies
8) What is a con of flex time? Sl il edeas a4l (8
a) Morale Sl (i
. Laliy) (<
b) Produc'tlwty ally deadl o o301 (=
c¢) Work-life balance .
. e il
d) Miscommunication
9) What is an optional way to work? fdaall 4y a1 45y 5kl 2 L (9
a) Flex time :f‘ il ()
dads ) e (w
b) Job sharing £l el (5
e daddl (7

c) Telecommuting

Slelaysl S (2
d) All of the above
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10) When telecommuting, many employees
benefit from losing morning commutes
and distracting _____.

a) Phone calls
b) Coworkers
c) Family

d) Social media

O (e (pals gall (e dpaall Ay ¢ 20 e deadl e (10
Ll Gl g lual) clas

Al )

Jasll £33 (2

Y (z

selaia¥l dal il By (2

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

17



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Seven: Review Questions
1) Who should you avoid venting to about

daglad) Ban gl) daal e
£ sl dea Yl e il it cang oal (1

home stress? Gia (!
a) Friend > | (("_'

L™ z
b) Counselor Jus (2

c) Family
d) Coworker

2) What should you focus on in the morning? Sl Gadle S50l sl L (2
a) Past L;s*"’w (!
Gla gl (u
b) Stressors i
Fut e (
¢) Future flm (o
d) Loss

3) What are we tempted to do when

i Lasie 4y oLl ) o 631 Lo (3

overwhelmed? Gy ()
a) Procrastinate ) Ko (<
ocus s (o

c) Work quickly
d) Slow down

4) What should you avoid doing when

Salgall arudi vie 4y sl uind oy D (4

breaking up tasks? A (
Jastead) A ﬁlkﬂ ) (=

a) Focusing o 'dﬁ; i ((
b) Looking ahead eI e
A.A.Q.AM ALiudy (J

c) Setting a schedule
d) Dividing the task
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5)

7)

8)

9)

What should be delegated?
a) Complex tasks

b) Simple tasks

c) Sensitive tasks

d) Personal errands

What should you never do after delegating

a task?

a) Be available
b) Help

c) Hover

d) Answer questions

What is the first step to accurate goals?
a) Be familiar with the requirements

b) List the different actions

c¢) Make individual estimates

d) Make the total estimate

Accurate goals are focusedon __
a) Challenges

b) Steps

c) Changes

d) Time

Maintaining ______ when at work can
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sometimes be difficult.
a) Health

b) Employees

c) Balance

d) Confidence

10) Becoming ____ can create job related
stress.
a) Bored
b) Sidetracked
c) AandB
d) Neither A and B
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Module Eight: Review Questions

1)

3)

What will help keep work stress out of the
home on particularly difficult days?

a) Vent to family

b) Stop somewhere

c) Work late

d) Take the bus

What is an inappropriate way to vent about
work?

a) To a friend

b) In the car

c) To family

d) To yourself

What is not accessible by cell phone?
a) Downtime

b) Calls

¢) Email

d) Social network

4) What is the only way to disconnect?
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a) Keep the phone by the bed
b) Turn off the phone

c) Silence the phone

d) Carry the phone

5) What is true of "me time"?
a) It requires a full day
b) You must take it
c) Itis costly
d) It is optional

6) What is not an example of “me time"?
a) Walk
b) Spa day
c¢) Work calls
d) Coffee break

7) Boundaries change with ___
a) Each person
b) Each job
c) Time of day
d) Culture

8) What is true of boundaries?

a) They are not important
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b) They are universal
c) People always respect them
d) People will push them

9) Tohave _____itisimportant to learn how
to effectively manage the stress.
a) Phone calls
b) Communication
c¢) Work-life balance
d) All of the above

10)__ is essential to a person’s health
and well-being.
a) Me time
b) Money
c) Goals
d) None of the above

s G (2

il 0o A alai o pgall (1 e Jsaall (9
ROELE

Ldile) il (

Ylal (<

sl denll 2 03 (g

Slelyy sl dS (2

A5l 5 bl dssal (5 )9 pa (10
s
Jull (<
clal (z

d.\u\.a.q;@ly (J

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

23



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Nine: Review Questions dalil) B o) Ana) ya
1) What does exercise produce that fights falea) s (Al Al I o ladll asii g3 L (1
stress? Al il (]

. 38 e (@

a) Endorp'hlns i:j ((C
b) Creativity Syl (o
c) AandB
d) Neither A nor B

2) Exercise mustbe _ to be effective? fallad () S Lo jlae (85 o g (2
a) Difficult Cua (]
b) Strenuous m (<
c¢) Consistent $ ((E
d) Sporadic

3) What do people crave in times of stress? ¢ sl il A ol ) Bsh sl L (3
a) Leafy greens sl pasl (]
b) Protein Gisx (<

iaall el (g
c) Fatty food
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d) Grains

4) What is the drawback to caffeine?

a) Energy
b) Crash

How many hours of sleep should people
get each night?

6) What is not an effect of sleep deprivation?

a) Increased Stress

b) Weak immune system

¢) Increased immune function
d) Accidents

How do you determine how well you are
managing stress?
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8)

a) Self-assessment

b) Hours slept

c¢) Comments from friends
d) Comments from family

What will not need to change to improve
stress management?

a) Diet

b) Exercise

c) Sleep

d) Doctor

____is unavoidable.

a) Getting enough sleep

b) Eating enough vegetables
c) Stress
d) All of the above

10) Managing stress can be complicated, and

not achievable by everyone.
a) True
b) False
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Module Ten: Review Questions
1) A home office should be .
a) Dark
b) Accessible
c) Used for more than one purpose
d) Well-lit

2) Where should a home office be, ideally?
a) In the midst of activity
b) In the kitchen
C) A separate room
d) In the bedroom
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3) You may base home office boundaries on

a) Workplace rules
b) Goals

c) Family input

d) Family schedule

What is true of home office boundaries?
a) They are easy to keep

b) People will push them

c) They are recognized by most people
d) People respect them

Avoid allowing _____in the office, to
prevent distractions?

a) Books

b) Family

c) Equipment

d) Timers

When should you surf the internet?
a) When bored

b) Never

c) At scheduled breaks

d) After work

make(s) the schedule when you work

from home.

o (el Sl agas i o liSay (3
Jendl &6 2e) 68 (T
sl (@
Sy WA (7
ABladl Jgan (2

FadaIal B )l 5 250 (e a4 L (4
e Blaall dlg gd (i
p i il (@
S ke 08 e Lede Gl 3 (g
aehge iy a2

?C’_ﬂé\_);ﬁ?\ @.A uﬁS.d\ ‘; C\.m.d\ Al (5
sl (
3wl (u

D -
Claza (C

ERE

Qg (2

i Y mieali g Se (6
Ll Lexie
\Agi («_1
A gasall dal ) il 8 & (z
deall 23 (3

(il (e Jaall die el Jsasd) g (7

il (i

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



4 nn o
Mseeyat
cademy

Optimizing e-Learning

a) You

b) The company
c) Clients

d) Your children

Most people schedule tasks for each :

a) Month
b) Week
) Day

d) Hour

@

Working in a home office and maintaining

work-life balance requires
a) Preparation

b) Evaluation

c) AandB

d) Neither A nor B

10) Not creating a proper at-home work

environment will

a) Not matter

b) Harm productivity
c¢) AandB

d) Neither A nor B
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