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Leadership Soft Skills Pre- and Post-test 
1. What is one strategy for building trust?  

 

2. Professionalism can be summarized by how you: 

a) 

b) 

c) 

3. What are four guidelines for dressing professionally and appropriately for the job: 

 

 

 

 

4. Identify what each of the letters in SBI stand for in the feedback model used by coaches. 

S – 

B –  

I –  

5. Choose which of the following are more descriptive of coaching or mentoring. 

C M They leave when the task is complete 

C M Long-term 

C M Development driven 

C M Task-oriented 

C M Bi-directional as both parties gain from the relationship 

C M Focused on behavioral transformation 

6. What are the six steps to resolving a conflict when using the Interest-Based Relational Approach? 

Step 1:  

Step 2: 

Step 3: 

Step 4: 

Step 5: 

Step 6:  



7. What do the letters in the acronym SMART goal stand for? 

S –  

M –  

A –  

R –  

T –  

8. Put the eight steps to decision-making in the proper order. 

Step 1 ____ A. Evaluate the alternatives 

Step 2 ____ B. Establish decision criteria 

Step 3 ____ C. Evaluate the decision 

Step 4 ____ D. Choose the best alternative 

Step 5 ____ E. Identify the problem 

Step 6 ____ F. Generate alternatives 

Step 7 ____ G. Implement the decision 

Step 8 ____ H. Weigh decision criteria 

9. Put the nine steps to effective delegation in the proper order. 

Step 1 ____ A. Assess capability 

Step 2 ____ B. Agree on resources 

Step 3 ____ C. Explain the role 

Step 4 ____ D. Select the team or individuals 

Step 5 ____ E. Provide feedback 

Step 6 ____ F. Define the task 

Step 7. ____ G. Supervise and support 

Step 8. ____ H. Agree on timescales 

Step 9. ____ I. Specify outputs 

10. Honesty and integrity are the same thing (choose one).      True     or      False 

 

11. What are three strategies for using tact to improve communication with others? 

 

 

  



12. What are four characteristics that are essential to being diplomatic? 

 

 

 

 

 

13. Write a definition and three synonyms for the term “determination” in the space provided. 

 

 

 

 

 

 

 

14. Define or describe each of the four competencies of Emotional Intelligence. 

A. Self-awareness: 

 

 

 

 

B. Social awareness: 

 

 

 

 

C. Relationship management: 

 

 

 

 

D. Self-management: 

  



15. List five characteristics of a servant leader and define each one. 

1. 

 

 

 

2. 

 

 

 

3. 

 

 

 

4. 

 

 

 

5. 

 

 

 

16. Match the five steps to team building with the appropriate description. 

_____ Step 1 – Establish leadership 

_____ Step 2 – Establish relationships 
with each employee 

_____ Step 3 – Establish relationships 
among employees 

_____ Step 4 – Foster teamwork 

_____ Step 5 – Set ground rules 

 

 

A. Identify specific ways to improve trust, 
communication, and cooperation. 

B. Make sure everyone understands the team 
values and goals. 

C. This happens before you start building a 
team. 

D. Encourage employees to share 
information, both among themselves and 
within the larger workplace. 

E. Get to know each member of the team on 
a personal basis. 

  



17. Match the traits of a visionary leader to the appropriate description below. 

A. Emotionally intelligent 

B. Inspirational 

C. Open-minded 

D. Imaginative 

E. Resolute 

F. Persistent 

G. Collaborative 

H. Bold 

I. Magnetic 

J. Optimistic 

____ This leader is a dreamer and encourages their followers to dream big. 

____ This type of leader motivates followers. 

____ This leader inspires teamwork in the organization and motivates others to harness their unique 
gifts and strengths to innovate and find creative solutions. 

____ This leader holds a positive outlook for the future. 

____ This leader is flexible and receptive to ideas from many perspectives. 

____ This leader has charisma and the ability to attract people to the team. 

____ This leader will stay true to and stick to their convictions in the face of adversity. 

____ This leader realizes that reaching their vision will not be easy. With inner-resolve, they push through 
difficulties and setbacks.  

____ This leader has the ability to be aware of, control, and express one's emotions, and to handle 
interpersonal relationships with empathy and diplomacy.  

____ This leader is not timid. This leader inspires confidence in their followers and strives to do what is 
best. 

18. Using the soft skill “optimism,” turn the following bad news into positive opportunities. 

Bad News Positive Opportunity 

Half of the employees from 
this office will be reassigned 
to a new office building. 

 

 

 

The fundraising goals we had 
for our charitable giving fund 
are 35% short of our goal. 

 

 

 

Our website traffic has 
declined 20% since last year. 

 

 

 

The new product we launched 
last month has to be recalled 
to fix the electronics. 

 

 

 

  



19. __________________________ is the fear of public speaking, shared by as many as 75% of people. 

20. Identify which characteristics better define an illustrated talk versus a demonstration as a way to 
present information. 

Illustrated Talk Demonstration Characteristic 
  Involve primarily just speaking 
  This means “doing” 
  Involves showing and telling 
  Telling “how” using visual aids 
  The key is that the receiver gets useful information 
  The key message is “go and do likewise” 
  There is a finished product at the end 

 

21. Put the five steps of the creative process in the proper order below. (1 for the first step through 5) 

_____ Illuminate 

_____ Prepare 

_____ Evaluate 

_____ Implement 

_____ Incubate 

22. Using the five-step creative process, solve the problem statement presented below: 

You work at a local Red Cross Blood Bank. The number of donors has decreased significantly in the 
past six months. What can you do to increase the number of donors? 

Step Action 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 

 

 


