Time Mastery Self-Assessment

This questionnaire is designed to help evaluate your current time mastery practices.
Respond to each statement and indicate your responses as follows. Then total each

group.

Always =5; Most of the time =4; Some of the time = 3; Occasionally =2; Never =1
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1. Crisis Management

5-4-3-2-1

When a crisis occurs, | stop and consider the importance of the crisis in relation to my other
priorities.

| can predict when crises are going to occur.

| have processes for managing crises and problems when they occur.

Subtotal

2. Telephone Interruptions

5-4-3-2-1

When the phone rings, | consciously decide whether to answer it or let it transfer to voice
mail.

My voice mail greeting gives explicit instructions for callers to leave a detailed message and
a time that | might reach them.

| accomplish something with every business call.

Subtotal

3. Drop-in Visitors

5-4-3-2-1

Before accepting an interruption, | ask what it's about so | can assess its priority relative to
my own.

If someone is wasting my time, | am able to tactfully tell him or her how busy | am.

People know when not to interrupt me.

Subtotal

4. Meetings

5-4-3-2-1

Meetings I conduct or attend publish the action items and due dates.

Meetings | conduct or attend start and end on time.

Meetings I conduct or attend have clear, well-defined agendas and results.

Subtotal
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5. Managing the Monkey

9-4-3-2-1

When my people come to me with a problem, they leave still owning the problem.

When my people ask for help, the last thing they would expect me to say would be, “Let me
take care of it.”

The priorities | have are my own and not my employees’ priorities.

Subtotal

6. Procrastination

5-4-3-2-1

| set deadlines for myself,

| break seemingly overwhelming tasks into small, "bite size" pieces.

| work on the more difficult or unpleasant tasks first.

Subtotal

7. Delegation

5-4-3-2-1

| use delegation as a way of training and developing people.

| provide clear instructions and expectations when | delegate.

| delegate as much as possible as often as possible.

Subtotal

8. Managing Upward

5-4-3-2-1

My boss understands clearly my workload, priorities, and status of projects.

| clearly understand my boss’s priorities, issues, and workload.

| save time by proactively finding ways to help my boss prevent crises.

Subtotal

9. Managing Information

5-4-3-2-1

Colleagues know my professional and personal interests and goals and they provide me
with information relevant to those interests and goals.

My filing system allows me to find information | need quickly.

| periodically purge my files.

Subtotal
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10. Office Organization

9-4-3-2-1

Supplies and materials | use frequently are within easy reach.

My desk is clear of everything except that which | am currently working on.

My desk is situated so | face away from the entryway.

Subtotal

11. Project Management

5-4-3-2-1

| make sure that milestones and responsibilities are clearly outlined at the beginning of a
project.

When managing multiple projects or priorities, | use a system to ensure that | work on the
most appropriate activity at the time.

| use project-planning tools such as PERT charts and Gantt charts.

Subtotal

Review the above time mastery areas and identify:
Your four strongest time mastery areas (areas with the highest totals):

The four time mastery areas needing the most development (areas with lowest totals):

For More Information

This information comes from Time Mastery, a module in Entelechy’s High Performance
Management program. Check out this module as well as our 40 other modules, training

tools, and eGuides at www.unlockit.com.
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