Self-Analysis Questionnaire: Managing Time Wisely 

Are you managing your time wisely? Find out by completing the following questionnaire. Circle the number that best corresponds to your answer.

	 
	OFTEN 
	SOMETIMES
	RARELY

	1. Do you write daily to-do lists?
	4
	2
	0

	2. Do you prioritize your to-do list according to which items have the highest payoff to you?
	4
	2
	0

	3. Do you finish all the items on your to-do list?
	4
	2
	0

	4. Do you update in writing your professional and personal goals?
	4
	2
	0

	5. Is your desk clean and organized?
	4
	2
	0

	6. Do you put everything in its place?
	4
	2
	0

	7. Do you make the best use of your time?
	4
	2
	0

	8. Do you focus on preventing problems before they arise, rather than solving them after they happen?
	4
	2
	0

	9. Do you deal effectively with long-winded callers?
	4
	2
	0

	10. Do you allow yourself quiet time during which you can work undisturbed every day?
	4
	2
	0

	11. Are you assertive?
	4
	2
	0

	12. Can you easily find items in your files?
	4
	2
	0

	13. Do you effectively deal with interruptions?
	4
	2
	0

	14. Do you meet deadlines with time to spare?
	4
	2
	0

	15. Are you on time to work, to meetings and to events?
	4
	2
	0

	16. Do you manage staff effectively?
	4
	2
	0

	17. Do you complete important projects before urgent projects?
	4
	2
	0

	18. When you are interrupted, can you return to your work without losing momentum?
	4
	2
	0

	19. Can you relax during your free time without worrying about work?
	4
	2
	0

	20. Do you do something every day that moves you closer to your long-range goals?
	4
	2
	0

	21. Do people know the best time to reach you?
	4
	2
	0

	22. Do you do your most important work during your peak energy hours?
	4
	2
	0

	23. Can others carry on most of your responsibilities if you are absent from work?
	4
	2
	0

	24. Do you handle each piece of paper only once?
	4
	2
	0

	25. Do you begin and finish projects on time?
	4
	2
	0

	Total each column
	 
	 
	 

	Grand Total
	 


What does your score mean?
81–100: You manage your time very well. You are in control of most situations.

61–80: You manage your time well some of the time; however, you need to be more consistent with the time strategies you are using.

41–60: You are probably slipping. Don't let circumstances get the best of you. Apply the techniques you learn right away.

21–40: You may be losing control. You are probably too disorganized to enjoy much quality time. Implement the ideas you learn today. 

0–20: You are probably overwhelmed, scattered, frustrated and under too much stress. Immediately put into practice the techniques you learn. Deal with your problem areas until you begin to see a change. 
This publication is for general informational purposes only and it is not intended to provide any reader with specific authority, advice or recommendations. Where you deem necessary, we suggest that you seek advice regarding your particular situation from the appropriate professional.

