Pre-Assessment
1. The technical and knowledge skills we bring to our jobs are known as which of the following?
a) Soft skills
b) Hard skills
c) EI
d) None of these
2. The ability to identify with another’s feelings is known as which of the following?
a) Empathy
b) Sympathy
c) Projection
d) Role playing

3. Humans communicate in which of the following ways?
a) With words
b) Through body language
c) All of these
d) Through art

4. Which of the following is true of open and honest communication?
a) All of these
b) It creates trust
c) It helps to enhance productivity
d) It enhances workplace relationships

5. What should learn when working on a team?
a) How to mind your own goals
b) The whole process
c) Only your own piece of the final deliverable
d) Only the parts of the process that come directly before your own part

6. Which of the following helps you step into your role?
a) Understanding your goals
b) All of these
c) Understanding other’s roles
d) Having clear expectations


7. Which should be your first step in problem solving?
a) Define the problem
b) Generate the solution
c) Place the blame
d) None of these
8. Which of the following is true of defining the problem?
a) It makes it easier to place blame
b) It helps find the underlying issues rather than symptoms
c) It is unnecessary
d) None of these

9. What can help you better schedule tasks?
a) A good paper planner
b) All of these
c) Setting priorities
d) Documenting your time for one week

10. What should you do with distractions?
a) Embrace them
b) Minimize them
c) Eliminate them
d) None of these

11. All but which of the following are ways to demonstrate that you care for others?
a) All of these
b) Listening when they speak
c) Asking about their goals
d) Being honest with them
12. All but which of the following helps build trust?
a) Being honest with people
b) Being good at your job
c) All of these
d) Being self-aware

13. What do most of us do with the past?
a) Forget it
b) Think it was worse than it was
c) Invent it
d) Romanticize it
14. Which of the following shows adaptability?
a) Generating alternative solutions
b) Taking on new roles
c) Demonstrating confidence
d) All of the above

15. Which of the following are traits of self-confident people?
a) All of these
b) They complement others
c) They accept compliments
d) They aren’t afraid to look silly

16. Self-confident people do NOT do which of these?
a) Put others down
b) Pay others compliments
c) Mentor others
d) Share the spotlight

17. What should you do after getting feedback?
a) Analyze the feedback
b) All of these
c) Identify areas you feel are valid
d) Make a plan to learn from the feedback
18. What should you never do after feedback?
a) Affirm the relationship
b) Consider whether you agree
c) Take time to consider
d) Hold a grudge

19. What should you focus on when identifying others’ interests?
a) How you can help them meet these goals
b) How their goals integrate with yours
c) How their goals integrate with your company’s
d) All of the above
20. What should you do when networking?
a) Wait for others to approach you
b) Avoid others
c) None of these
d) Reach out
Answers
1. The technical and knowledge skills we bring to our jobs are known as which of the following?
a) Soft skills
b) Hard skills
c) EI
d) None of these
The technical and knowledge skills we bring to our work are known as hard skills. These are only one component of workplace success. Soft skills are also important.
2. The ability to identify with another’s feelings is known as which of the following?
a) Empathy
b) Sympathy
c) Projection
d) Role playing
Empathy is the ability to identify with another’s feelings. Demonstrating empathy is a key soft skill.
3. Humans communicate in which of the following ways?
a) With words
b) Through body language
c) All of these
d) Through art
Humans communicate in many ways. Becoming aware of different communication styles is key to building strong soft skills.
4. Which of the following is true of open and honest communication?
a) All of these
b) It creates trust
c) It helps to enhance productivity
d) It enhances workplace relationships
Open and honest communication helps to create trust and rapport. This enhances both workplace relationships and overall productivity.




5. What should learn when working on a team?
a) How to mind your own goals
b) The whole process
c) Only your own piece of the final deliverable
d) Only the parts of the process that come directly before your own part
All team members should learn the whole process. This allows for greater collaboration and understanding.
6. Which of the following helps you step into your role?
a) Understanding your goals
b) All of these
c) Understanding other’s roles
d) Having clear expectations
To fully step into your role, you have to know what it is! Knowing what your goals and expectations are, and knowing what others’ roles are, helps with this.
7. Which should be your first step in problem solving?
a) Define the problem
b) Generate the solution
c) Place the blame
d) None of these
The first step in problem solving should be to define the problem. You can’t solve a problem if you don’t know what it is!
8. Which of the following is true of defining the problem?
a) It makes it easier to place blame
b) It helps find the underlying issues rather than symptoms
c) It is unnecessary
d) None of these
Defining the problem helps to find the underlying issues. Often, what we think is a problem is merely a symptom of something larger and more hidden.





9. What can help you better schedule tasks?
a) A good paper planner
b) All of these
c) Setting priorities
d) Documenting your time for one week
Using a good paper or computer planner is one way to schedule your time. Also set your priorities and document how you spend your time so that you can effective make a schedule.
10. What should you do with distractions?
a) Embrace them
b) Minimize them
c) Eliminate them
d) None of these
Distractions can never be totally eliminated. However, minimizing them is a key to time management.
11. All but which of the following are ways to demonstrate that you care for others?
a) All of these
b) Listening when they speak
c) Asking about their goals
d) Being honest with them
Demonstrating you care for others helps to build positive relationships. By being honest, communicating clearly, listening to others, and asking others about their goals, you show caring.
12. All but which of the following helps build trust?
a) Being honest with people
b) Being good at your job
c) All of these
d) Being self-aware
All of these build trust. People tend to trust those who are good at what they do, communicate honestly, and demonstrate self-awareness.
13. What do most of us do with the past?
a) Forget it
b) Think it was worse than it was
c) Invent it
d) Romanticize it
Most of us romanticize the past. That is the source of the good old days syndrome.
14. Which of the following shows adaptability?
a) Generating alternative solutions
b) Taking on new roles
c) Demonstrating confidence
d) All of the above
Generating alternative solutions and taking on new roles show adaptability. Demonstrating confidence and keeping calm are also traits of adaptable people.
15. Which of the following are traits of self-confident people?
a) All of these
b) They complement others
c) They accept compliments
d) They aren’t afraid to look silly
Confident people both accept compliments and compliment others. They also are not afraid to look silly.
16. Self-confident people do NOT do which of these?
a) Put others down
b) Pay others compliments
c) Mentor others
d) Share the spotlight
Self-confident people do not put others down. Instead, they focus on building others up.
17. What should you do after getting feedback?
a) Analyze the feedback
b) All of these
c) Identify areas you feel are valid
d) Make a plan to learn from the feedback
Always take the time to analyze the feedback. Then make a plan for what you will do to learn from it.
18. What should you never do after feedback?
a) Affirm the relationship
b) Consider whether you agree
c) Take time to consider
d) Hold a grudge
Do not hold a grudge. The person who gives you feedback has your best interest at heart.
19. What should you focus on when identifying others’ interests?
a) How you can help them meet these goals
b) How their goals integrate with yours
c) How their goals integrate with your company’s
d) All of the above
When networking, identify others’ goals. See how you can help them meet their goals, how those goals fit with yours, and how they integrate with your company’s goals.
20. What should you do when networking?
a) Wait for others to approach you
b) Avoid others
c) None of these
d) Reach out
You should reach out when networking. This is a way to meet others.

