	Time Management Self-Assessment


Take the following self-assessment by circling R for rarely, S for sometimes, and O for often.


1.  Do you prioritize your "To Do" list?   Rarely   Sometimes   Often

	
2.  Do you complete tasks at the last minute?   R   S   O

	
3.  Do you set aside time for planning and scheduling?   R   S   O

	
4.  Do you know how much time you spend on tasks?   R   S   O

	
5.  Do you use goal setting to decide what tasks and activities you should work on?   R   S   O

	
6.  Do you leave extra time in your schedule for unexpected circumstances?   R   S   O

	
7.  Do you know if the tasks you are working on are high, medium, or low value?   R   S   O
 

	8.  Do you analyze new tasks for importance and prioritize them accordingly?   R   S   O

	
9.  Are you stressed about deadlines and commitments?   R   S   O

	
10.  Do distractions keep you from working on important tasks?   R   S   O

	

	

	

	




Scoring:

For questions 1, 3, 4, 5, 6, 7, and 8:  1 point for every R, 2 points for each S, and 3 points for an O.
For questions 2, 9, and 10:  3 points for each R, 2 points for an S, and 1 point for every O.

Score:

[bookmark: _GoBack] 24-30:   Congratulations, you manage your time effectively!  But even if you scored all 30 points, you can 
still learn some great tips for strengthening your abilities and maximizing your efforts.

17-23:   You are skilled in certain aspects of time management, but are not as strong in others.  
There is always room for improvement, though, and this workshop will show you how.

10-16:   Time management is not one of your strengths.  However, the good news is that time 
management is a skill that can be learned and improved upon.  Making changes and 
incorporating some of the tips covered in this workshop will be important to improving your effectiveness and success at work and home.
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