Webb et al: LPC Lawyers’ Skills 22e
Test Bank Chapter 09: Managing Your Workload

Correct answers are marked with an asterisk (*)
Type: multiple choice question
Title: Chapter 09 – Question 01

01) In what way is time an organizational resource?
a. An employer can decide how to allocate the time of staff.
Feedback: If you chose this option you are thinking along the right lines, but this definition simply states how an employer can exploit a resource, not what a resource is. The best answer is ‘Time is in limited supply; time has an associated cost.’ 

Page reference: 173-174
*b. Time is in limited supply; time has an associated cost.
Feedback: This is the correct answer. An organizational resource has two main characteristics: it has limited supply, and it can be allocated a cost. This applies to time as well as to other resources such as finance, equipment, etc. In professional life, the time of individual professionals is probably the biggest cost to the organization so must be recouped before an organization can go into surplus. This makes paying attention to time management and personal effectiveness crucial. 

Page reference: 173-174
c. Time is money.
Feedback: It is more useful to say that time has an associated cost, rather than simply suggesting that money and time are the same. 

Page reference: 173-174
d. It’s easy to use time ineffectively.
Feedback: This is undoubtedly true, but it does not explain time as an organizational resource. The best answer is ‘Time is in limited supply; time has an associated cost.’ 

Page reference: 173-174
Type: multiple choice question
Title: Chapter 09 – Question 02

02) Effective time managers mainly work in which time management quadrant?
a. The ‘urgent/important’ quadrant
Feedback: Incorrect. If you are mostly spending your time on things which are important and which have become urgent, then it is unlikely you can pay proper attention to them. Occasionally, we all have to fire-fight, when things go wrong, but if you are doing this most of your time, then there is a time management problem. 

Page reference: 174-175
*b. The ‘important/not urgent’ quadrant
Feedback: Correct. Working in this quadrant enables you to deal with important tasks in plenty of time. It enables you to plan and think through contingencies. While it is rarely possible to spend all our working time doing this, we should aim to make this quadrant the one we work in most of the time. 

Page reference: 174-175
c. The ‘not urgent/unimportant’ quadrant
Feedback: Incorrect. If you spend time in this quadrant, then there is a time management problem. Why are you spending time doing things which are not important and which are not needed immediately? Are you very inefficient? Are you unmotivated? Are you poorly managed? What are you going to do about it? 

Page reference: 174-175

d. The ‘unimportant but urgent’ quadrant
Feedback: Incorrect. Why are you working on unimportant things anyway? And why is it so urgent? Is there a problem with your time management skills? Or is there an issue about delegation and management? 

Page reference: 174-175
Type: multiple choice question
Title: Chapter 09 – Question 03

03) Being assertive in the management of your workload means:
a. Making it clear that you are not to be interrupted at certain times of the day.
Feedback: Most of us don’t have the authority to do this. Not many of the rest have the gall! Working effectively in an organization is about negotiation. So while it is a good idea to let it be known that you need planning and thinking time, you can’t always do it at your convenience. 

Page reference: 177-178
b. Insisting on only doing important tasks.
Feedback: Most of us don’t have the authority to do this. Not many of the rest have the gall! Working effectively in an organization is about negotiation, not only about when we do things but also about what we do. Someone has to do the less important things; you have to do your share. Of course, if you find that you are doing more than a fair share, find out why and confront the situation, explaining clearly what doing these tasks means for your other, more important work. 

Page reference: 177-178
c. Showing that your own work is well organized.
Feedback: This is an attractive answer, but not the best. It is attractive because we all want to be well organized and we want others to notice. This is fine. However, our own organization is, to a greater or lesser extent, dependent on the work of others. In even the smallest organizations, people are interdependent, so using your own organizational skill to help others become better organized is a useful developmental activity. 

Page reference: 177-178
*d. Understanding what you need in order to be effective as well as considering the needs of colleagues; negotiating with them times and tasks for getting work done effectively.
Feedback: This is the best answer. We don’t work in a vacuum. However, even in an organizational climate which is poorly organized or managed, you need to develop the ability to make your needs known. You also need to develop skills of negotiating what gets done and when. Being open about what you need is a good starting point. 

Page reference: 177-178
Type: multiple choice question
Title: Chapter 09 – Question 04

04) A ‘project management’ approach means:
a. Making sure projects are completed on time.
Feedback: You will certainly want to make sure you do this. However, project management means analysing the stages leading to effective completion of the project by factoring in all the dependent and independent contributory elements of the projects. By planning the relevant time-scales for this you will be able to build in key stages and contingency plans. 

Page reference: 179-180
b. Making sure that other people complete their task effectively and on time.
Feedback: Clearly, this will be important to the completion of any project. However, a better answer would be: ‘seeing longer-term tasks, like individual cases, as discrete projects.’ 

Page reference: 179-180
*c. Seeing longer-term tasks, like individual cases, as discrete projects.
Feedback: This is the best answer. Much of the work of a solicitor (or an LPC student) contains the characteristics of project work. Tasks are medium to long term; they are related to one discrete area or case; there are important time-scales to be met; there are internal dependencies, often involving other people. 

Page reference: 179-180
d. Making all your work tasks projects.
Feedback: Incorrect. It is very unlikely that you can put all your work tasks into projects. There are many routine activities that cannot be seen as projects. 

Page reference: 179-180
Type: multiple choice question
Title: Chapter 09 – Question 05

05) We often talk about ‘roles and responsibilities’ at work. A role is:
*a. A set of expectations that someone will have of another person operating in a particular relationship to them.
Feedback: This is the correct answer. We all play a number of different roles in our lives. In professional life, it is important for all parties in working relationships to be clear about what they can be entitled to expect of other people. Where there is disagreement about this, or where expectations are never discussed, there can be room for conflict. 

Page reference: 181
b. A part you play at work.
Feedback: We wouldn’t want to suggest that the working you is not the ‘real’ you (or a real part of the total you). But we do need to be able to move from role to role, and each role involves a different set of expectations about what we do and how we do it. 

Page reference: 181
c. A set of tasks you perform in a particular job.
Feedback: A role is much more than what you do. It involves a whole set of expectations of what should be done and how it should be done. 

Page reference: 181
d. A function you take on in addition to your normal work.
Feedback: Incorrect. In professional life, it is important for all parties in working relationships to be clear about what they can be entitled to expect of the other people. This is true of all aspects of your work. You are always in one role or another. Where there is disagreement about this, or where expectations are never discussed, there can be room for conflict. 

Page reference: 181
Type: multiple choice question
Title: Chapter 09 – Question 06

06) For work groups to deliver synergy, there needs to be:
a. Someone to provide strong leadership to make sure tasks are completed on time and effectively.
Feedback: This is an important part of delivering synergy, but it is also important to make sure that other roles are covered so that both the task and human aspects of group working are considered. 

Page reference: 181-183
b. Group members committed to the task.
Feedback: Commitment to the task is an important part of delivering synergy, but it is also important to make sure that other important group processes, such as leadership, conflict resolution, inclusion, and monitoring, are carried out effectively. 

Page reference: 181-183
*c. Constant investment in maintaining and developing group working skills, by ensuring that appropriate roles are covered and group and individual tasks are clear.
Feedback: This is the best answer. For a group to be effective, it needs an appropriate mix of group roles brought into play when they are needed. This requires constant attention to the maintenance of the groups, and the management of changes in group membership.

Page reference: 181-183
d. Changing membership frequently to keep the group on its toes.
Feedback: This is more likely to result in an ineffective group than to deliver synergy. Effective groups need time to develop to the point where they deliver synergy, and the process needs to be managed. Changes in membership can lead to role confusion and unnecessary conflict in the group. 

Page reference: 181-183
Type: multiple choice question
Title: Chapter 09 – Question 07

07) Many professionals suffer from stress. Stress can be described as:
*a. An inability to cope with the level of pressure at work.
Feedback: This is the best answer. Stress for one individual may be a perfectly acceptable level of pressure for another. When we find we can’t cope, and the pressure we experience leads to physiological or psychological problems, then we experience stress. Work itself may not be the direct cause of stress, but an indication of pressure in another part of someone’s life. 

Page reference: 183-184
b. Not being able to manage the amount of work you are given.
Feedback: This can be a cause of stress. However, things other than overwork can also cause stress. The stressors may, for example, be nothing directly to do with work at all. There may be intolerable pressures in some other part of someone’s life that may affect their ability to carry out their work. 

Page reference: 183-184
c. Worry because of an inability to do your job effectively.
Feedback: This can be a cause of stress. When we find our jobs too demanding or we are inadequately trained or supported we can often suffer from stress. Stress, however, may go far beyond your ability to do your job. The stressors may, for example, be nothing directly to do with work at all. There may be intolerable pressures in some other part of someone’s life that may affect their ability to carry out their work. 

Page reference: 183-184
d. Ethical or moral conflicts in the work.
Feedback: This can be a cause of stress. When we find work presenting us too frequently with these kinds of conflict we can often suffer from stress. This, however, is not the only, or main, cause of stress. The stressors may, for example, be nothing directly to do with work at all. There may be intolerable pressures in some other part of someone’s life that may affect their ability to carry out their work. 

Page reference: 183-184
Type: multiple choice question
Title: Chapter 09 – Question 08

08) A Gantt chart is a useful device for:
a. logging urgent tasks.
Feedback: This is incorrect.  A Gantt chart is useful for planning and monitoring the progress of a project.  

Page reference: 179-180
b. making sure you don’t miss deadlines
Feedback: Gantt charts can help you do this, but their main focus is to plan and monitor the progress of projects.  

Page reference: 179-180
*c. planning and monitoring the various stages of a project
Feedback: This is correct.  A Gantt chart enables you to see at a glance the various stages of a project and the relative timescales involved. 

Page reference: 179-180
d. helping you to manage your time better
Feedback: Gantt charts can help you do this, but their main focus is to plan and monitor the progress of projects.  

Page reference: 179-180
Type: multiple choice question
Title: Chapter 09 – Question 09

09) What is the sequence of stages in group formation?
a. Storming -> Forming -> Norming -> Performing
Feedback: No, the correct sequence is:

Forming -> Storming -> Norming -> Performing  

Page reference: 182
*b. Forming -> Storming -> Norming -> Performing
Feedback: This is the correct sequence.  

Page reference: 182
c. Forming -> Norming -> Performing -> Storming
Feedback: No, the correct sequence is: Forming -> Storming -> Norming -> Performing.  

Page reference: 182
d. Forming -> Storming -> Conforming -> Performing
Feedback: No, the correct sequence is: Forming -> Storming -> Norming -> Performing.  

Page reference: 182
Type: multiple choice question
Title: Chapter 09 – Question 10

10) The ‘norming’ stage of group development is where:
*a. the group evolves ‘norms’ or rules of acceptable behaviour about things like how decisions are made, how conflict should be resolved, questions of role and leadership
Feedback: This is the best answer.  

Page reference: 182
b. the group membership vie for leadership
Feedback: This is incorrect.  This is more likely to take place at the storming stage  

Page reference: 182
c. the group begin to work effectively together
Feedback: This is incorrect.  This is more likely to take place at the ‘performing’ stage  

Page reference: 182
d. everyone in the group starts acting normally
Feedback: Groups of lawyers?  Normal?  Seriously, though, this is incorrect because the notion of ‘acting normally’ is impossible to define!   

Page reference: 182
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