Chapter 9 Quiz - Communicating
1. Our relationships work to the extent our actions agree with our words.

A.
True
B.
False
2. Others know who you are by your words and your commitments.

A.
True

B.
False

3. Communication is a constant challenge because:
A. 
we can never be sure the message we send is the message others receive.

B. 
people can be impatient when forced to listen to a long explanation.

C. 
people are often uncomfortable with disagreement.

D. 
all of these
4. What’s a good technique for effective listening in a conversation?

A. 
Don’t look at the speaker

B. 
Sit completely still and don’t utter a sound

C. 
Uncross your arms and legs and sit up straight

D. 
Make up your response while the speaker is still talking

5. What should you do if you don’t understand what someone is saying to you?

A. 
Pretend you understand

B. 
Briefly repeat what you heard back to the speaker and ask for confirmation of the meaning

C.
Interrupt with your own story, opinions, or suggestions

D. 
Ignore the speaker’s body language

6. Which of the following is a valid suggestion for making a relationship work?

A. 
Hide the truth if it’s too difficult for others to hear.
B. 
Take responsibility for others’ problems yourself.
C. 
Tell others how they can improve their values and morals.

D. 
Allow other people to be upset.

7. For effective listening it is important to?
A. 
Be quiet.

B. 
Not necessary to maintain eye contact.

C. 
Distractions will not affect you 

D. 
None of the above.

8. How you say something can be more important than what you say.

A.
True

B.
False

9. “I” messages can include:
A. 
observations, feelings, and intentions.
B. 
feelings, stories, and disguises.
C. 
intentions, verbal cues, and emotions.
D. 
observations, non-verbal cues, and questions.
10. What’s one effective way to manage a conflict?
A. 
Insist on resolving it immediately
B. 
Deny your emotions
C. 
Separate the roles of sending and receiving
D. 
All of these 
11. Which communication style might be uncomfortable to deal with for a person who prefers to think through possibilities alone before talking to others?

A. 
Fast paced

B. 
Debate

C. 
Extroversion

D. 
All of these
12. Effective ways to promote your boss include:
A. 
Keeping your progress on projects to yourself

B. 
Establishing a habit of open and honest communication with a brief daily status report

C. 
Consulting with higher management about an unresolved conflict before talking it over with your boss

D. 
Discussing your boss’s shortfalls with colleagues at the water cooler 

13. What’s the most common pitfall in selecting a topic for a research paper?

A. 
Selecting a topic that is too narrow

B. 
Selecting a topic that is too broad

C. 
Selecting a topic that is completely irrelevant

D. 
Selecting a topic others have written about before

14. Thesis is another term for topic.

A.
True

B.
False

15. Before you start writing or drafting a paper, you should make an outline.

A.
True

B.
False

16. When you proof your revised paper, what should you be looking for?
A. 
A clear thesis statement

B. 
Sentences that introduce your topic, guide the reader, and summarize conclusions

C. 
Plenty of action verbs and concrete, specific nouns

D. 
All of these
17. Suggestions for writing e-mails do not include:
A. 
using the subject line to write a specific point.

B. 
always using the reply-all feature.

C. 
reviewing your message before sending.

D. 
keeping the tone professional.

18. When you write a speech, always write the introduction first and the conclusion last.

A.
True

B.
False

19. Making a presentation typically involves only public speaking. 
A.
True

B.
False

20. Persuasive speech includes:
A. 
Establishing credibility through your character.

B. 
Think creatively to engage emotions.

C. 
Think critically to provide reasons.

D. 
All of the above.

