Time Management Self Assessment

Instructions: Place a check in one of the boxes to the right of each item based on how you see yourself today. No one will see your ratings unless you share them – be honest with yourself.

	At work and/or in my personal life, I...
	Always
	Frequently
	Sometimes
	Rarely
	Never

	1. Have clear goals and a realistic plan to achieve them
	
	
	
	
	

	2. Take time to listen to coworkers and understand the bigger picture 
	
	
	
	
	

	3. Know my priorities and use them to focus
	
	
	
	
	

	4. Am able to say “No” when necessary 
	
	
	
	
	

	5. Have a system for prioritizing tasks
	
	
	
	
	

	6. Schedule my week, noting important tasks
	
	
	
	
	

	7. Accurately estimate how long tasks will take 
	
	
	
	
	

	8. Take time to plan my day
	
	
	
	
	

	9. Use organizational tools effectively
	
	
	
	
	

	10. Have my calendar, tasks, and contacts in one place
	
	
	
	
	

	11. Keep a notebook handy to capture information
	
	
	
	
	

	12. Know exactly where my time goes every day
	
	
	
	
	

	13. Handle interruptions effectively
	
	
	
	
	

	14. Delegate effectively to avoid doing everything
	
	
	
	
	

	15. Process email and voicemail at specific times
	
	
	
	
	

	16. Manage paper effectively, eg maintain good filing systems
	
	
	
	
	

	17. Have an orderly workspace
	
	
	
	
	

	18. Take good care of my health and fitness
	
	
	
	
	

	19. Get enough sleep
	
	
	
	
	

	20. Keep worries in perspective – don’t allow them to preoccupy me 
	
	
	
	
	

	21. Aim for ‘perfection’ rather than ‘fit for purpose’ when completing tasks
	
	
	
	
	

	22. Procrastinate on large projects
	
	
	
	
	

	23. Allow my interests/curiosity to sidetrack me from the task in hand
	
	
	
	
	

	24. Feel overwhelmed by email
	
	
	
	
	

	25. Spend a lot of time in unnecessary meetings
	
	
	
	
	

	26. Am late to or unprepared for meetings and activities 
	
	
	
	
	

	27. Multitask too much – skip from one task to another
	
	
	
	
	

	28. Take work home, but don’t do it
	
	
	
	
	

	29. Experience tension in personal relationships because of work
	
	
	
	
	

	30. Frequently feel exhausted or stressed
	
	
	
	
	


The first 20 items are positive indicators.  Items 21 through 30 tend, usually, to be negative indicators.  Use your scores to analyze where you could focus your efforts to achieve the greatest benefits.
Adapted from Time Management Training – ASTD Trainer’s Workshop Series
