Time Management & Personal Productivity Survey

Name: ___________________________________   Company: ____________________________

Job Function (or title): ________________________________   Date: _________________
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Instructions:  Following are thirty-three (33) statements, each of which relates to some aspect of time management or productivity.  Please read and briefly reflect on each statement.  Then rate each statement in the appropriate box, on a scale of 1 to 6.

Some of the items call for a response that describes frequency.  The scale for those items is:

1 = Never   2 = Rarely   3 = Sometimes   4 = Frequently   5 = Almost Always   6 = Always
Other items call for a response that describes agreement.  The scale for those items is:
1 = Strongly Disagree   2 = Disagree   3 = Mildly Disagree   4 = Mildly Agree   5 = Agree   6 = Strongly Agree
Although we ask you to print your name on (both pages of) this survey, your responses will not be divulged to anyone other than employees of Marvis Associates.  Please be candid and honest!

You should be able to complete this survey in ten minutes.  Please hand your completed 2-page survey to the instructor when you are finished.

Thank you!



Rating

1. 
Because I receive overwhelming volumes of phone calls, mail, and eMails; my productivity suffers. (Agreement)


2. 
Because of the specialized nature of my job, there really isn't anyone who can help me with my assignments, either through delegation or collaboration. (Agreement)


3. 
Before I leave work at the end of the day, I clean up my desk. (Frequency)


4. 
I am pulled into lots of "spur of the moment" meetings, and they keep me from being as productive as I should be. (Agreement)


5. 
I consciously try to model my behavior on colleagues who appear to be very productive. (Agreement)


6. 
I have a tendency to drag my assignments out and to leave things unfinished until the last minute. (Agreement)


7. 
I have a tendency to put off starting my assignments. (Agreement)


8. 
I have trouble keeping up with all of my reading. (Agreement)


9. 
I keep written records of how I spend my time, and I review these records to assess how productive I am. (Frequency)


10. 
I maintain and review a written list of my long-term goals. (Frequency)


11. 
I read books and articles on time management and personal organization. (Frequency)


12. 
I schedule specific time periods for working on specific activities. (Frequency)


13. 
I tend to be successful at ignoring distractions and keeping focused on the job at hand. (Agreement)


14. 
I tend to be very organized when it comes to my work area. (Agreement)


15. 
I work best under pressure. (Agreement)


16. 
I write out lists of things to do on a daily basis. (Frequency)


17. 
If I could get (and keep) my work area better organized, I would be more productive. (Agreement)


18. 
If the people who call me and send me mail and eMail could "get to the point" more quickly, I could be more productive. (Agreement)


19. 
If you want a job done right, you've got to do it yourself. (Agreement)


20. 
In my job, I have very little say about the goals I'm working for; goals are set by others. (Agreement)


21. 
In my written lists of things to do, I either specify what I expect to accomplish or I specify the amount of time I will spend. (Frequency)


22. 
In the past, I have either delegated parts of assignments to others or have enlisted the aid of colleagues to help with assignments. (Frequency)


23. 
Interruptions are common at work, and they keep me from getting my work done as quickly or as well as I'd like. (Agreement)


24. 
My job is crisis-driven; there is very little time in my day for doing anything other than reacting. (Frequency)


25. 
My productivity suffers because I attend too many meetings. (Agreement)


26. 
On a weekly basis, I write out a list of things I want to accomplish during that period. (Frequency)


27. 
Planning is a complex process. (Agreement)


28. 
There's little I can do to eliminate interruptions; they are a part of the job. (Agreement)


29. 
Too many meetings I attend are a waste of time.  They are either very inefficient or entirely unnecessary. (Agreement)


30. 
When I decide on a task to work on, I make a point of asking myself how it will help me achieve my goals. (Frequency)


31. 
When I do have discretionary time (blocks of time not spent reacting to crises), I do a good job of prioritizing. (Agreement)


32. 
When I plan out my activities, I record written estimates of how long each will take. (Frequency)


33. 
When I've got an assignment to perform, one of the first things I do is break it down — in writing — into smaller pieces. (Frequency)


Note:

If this 2-page survey cannot be completed during your workshop

please FAX it to

Tanice Hinton at Marvis Associates

404-303-7583 (Fax)

Copyright 2000, Marvis Associates, Inc.  All rights reserved. 


