

Unit 239: Manage personal performance and development 
Multiple choice questions 
1.
Which one of the following is the main reason for prioritising work?

a.  To meet deadlines


b.  To create a to-do list


c.  To manage workloads


d.  To show professionalism.

2.
Which one of the following is an element of a SMART target?

a.  Meaningful


b. Measurable


c.  Monitored


d.  Motivational.

3.
Which one of the following is the best way to deal with a major problem at work?


a.  Refer it to a supervisor

b.  Reprioritise own work


c.  Get support from the team


d.  Find a solution and implement it.

4.
Which one of the following is a feature of a learning development plan?


a.  Outline of how skills match job description

b.  Assessment of strengths and weaknesses


c.  Date for completion of activities


d.  Analysis of training needs.

5.
What is the purpose of a SWOT analysis? 

a.  To ensure targets are met

b.  To assess performance and development needs


c.  To measure performance

d.  To understand what went wrong and improve it.

6.
Which one of the following is most useful for scheduling tasks?


a.  Diary


b.  Spreadsheet

c.  To do list

d.  Calendar.

7.
Which one of the following is an informal method of development?


a.  Shadowing a team member


b.  In-house training course

c.  Evening class

d.  e-learning.

8.
Which one of the following is the best way to find out about own performance?


a.  Carry out training needs analysis

b.  Analysis of targets met

c.  Carry out self-assessment

d.  Feedback from colleagues.

9.
Which one of the following is a benefit to the individual of finding a work-life balance?


a.  Means staff work harder

b.  Has a motivational effect

c.  Makes best use of time

d. Avoids feelings of stress.

10.
Which one of the following is the main reason for minimising distractions?


a.  To avoid being interrupted

b.  To ensure deadline is met


c.  To keep focussed on the task

d.  To maintain concentration.


