Chapter 24 Practice Quiz
Multiple Choice
Identify the choice that best completes the statement or answers the question.
____
1.
When arranging travel to a professional conference, the medical assistant prepares which of the following?

	a.
	A calendar of meeting dates

	b.
	An agenda

	c.
	An itinerary

	d.
	The goals and objectives


____
2.
An office with more than _____ employees should have one person designated as a supervisor or office manager.

	a.
	1

	b.
	2

	c.
	3

	d.
	4


____
3.
Leaders who are structured and organized and who ensure that their subordinates understand their duties are called:

	a.
	charismatic

	b.
	transformational

	c.
	transactional

	d.
	democratic


____
4.
Which of the following is a quality of an effective leader or office manager?

	a.
	Has a sense of fairness

	b.
	Has good communications skills

	c.
	Uses good judgment

	d.
	All of the above


____
5.
Something that spurs an individual to action or rewards an individual for performing a task is:

	a.
	morale

	b.
	an incentive

	c.
	appraisal

	d.
	a circumvention


____
6.
Which of the following is not true about change?

	a.
	Change should be enjoyed.

	b.
	Changes rarely happen.

	c.
	Individuals should be ready to change quickly.

	d.
	Change should be anticipated.


____
7.
Teams are more effective if they are:

	a.
	motivated

	b.
	cohesive

	c.
	happy

	d.
	All of the above


____
8.
Burnout may be made worse by:

	a.
	understanding personal limitations

	b.
	taking on additional duties

	c.
	exercise

	d.
	considering options, including changing jobs


____
9.
Some managers assign a person to assist new employees during the initial probationary period; this person is called a:

	a.
	mentor

	b.
	supervisor

	c.
	co-worker

	d.
	subordinate


____
10.
The power of influence:

	a.
	is always positive

	b.
	is always negative

	c.
	can be either positive or negative

	d.
	is neither positive nor negative


____
11.
Which of the following is true about healthy employee-employer relationships?

	a.
	All of them make successful friendships.

	b.
	It may be difficult to reprimand employees who are also friends.

	c.
	A friendly relationship will never interfere with the work relationship.

	d.
	It is never wise to develop any kind of friendship with employees.


____
12.
A well-written patient information folder may reduce calls to the physician’s office by up to:

	a.
	10%

	b.
	15%

	c.
	30%

	d.
	50%


____
13.
The office manager can determine all but which of the following easily by looking at an applicant’s application or resume?

	a.
	Work experience

	b.
	Personality

	c.
	Educational background

	d.
	Skills


____
14.
What can be evaluated by looking at the job application?

	a.
	Handwriting

	b.
	Ability to follow instructions

	c.
	Ability to provide complete information

	d.
	All of the above


____
15.
The process of inciting a person to some action or behavior is called:

	a.
	a reprimand

	b.
	motivation

	c.
	circumvention

	d.
	appraisal


____
16.
Which of the following questions is legally allowed during an initial interview for employment as a medical assistant?

	a.
	When did you graduate from medical assisting school?

	b.
	Are you married?

	c.
	Do you plan to have children?

	d.
	What church do you attend?


____
17.
Which of the following often explains the reason for the existence of the practice?

	a.
	Physician biography

	b.
	Financial policy

	c.
	Philosophy of the practice

	d.
	Record retention policy


____
18.
The practice is experiencing an increased number of telephone calls from established patients with questions about office insurance policies. Which of the following is the most effective method to solve this problem?

	a.
	Ask the physician to summarize office policies on a patient’s first visit.

	b.
	Designate one of the staff to handle all information calls.

	c.
	Develop and distribute a practice information booklet with insurance information.

	d.
	Place an office procedure manual in the office lobby.


____
19.
Which is not a type of leader?

	a.
	Charismatic

	b.
	Transitional

	c.
	Transformational

	d.
	Laissez-faire


____
20.
Which is not a type of manager?

	a.
	Democratic

	b.
	Aristocratic

	c.
	Autocratic

	d.
	Laissez-faire
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