
 12 Universal Skills 
  Skill 9: Time Management 
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 TIME MANAGEMENT SELF-ASSESSMENT  

Evaluate yourself on various time management techniques. 
 

Scale: 

1 Never 

2 Seldom 

3 Sometimes 

4 Often 

5 Almost Always 

 

Using the above scale, evaluate yourself on your use of these techniques: 

How often is this true of you? 1 2 3 4 5 

I am reasonably well organized.  ☐ ☐ ☐ ☐ ☐ 

I eliminate distractions. ☐ ☐ ☐ ☐ ☐ 

I clarify new tasks and assignments to fully understand what I am being 
asked before I start.  

☐ ☐ ☐ ☐ ☐ 

I do the most important first (not the easiest). ☐ ☐ ☐ ☐ ☐ 

I know and understand when and how to say no. ☐ ☐ ☐ ☐ ☐ 

I do one thing at a time. ☐ ☐ ☐ ☐ ☐ 

I finish what I start. ☐ ☐ ☐ ☐ ☐ 

I work on my most difficult tasks when I am most effective. ☐ ☐ ☐ ☐ ☐ 

I produce the right quality – neither too low nor too high. ☐ ☐ ☐ ☐ ☐ 

I check early and often with the person who has requested the work that I 
am on the right track. 

☐ ☐ ☐ ☐ ☐ 

I deal with small tasks in batches. ☐ ☐ ☐ ☐ ☐ 

 


