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Read the following statements describing specific time management competences, and answer as best you can, on the basis of how you think you rate as a manager of time.

Tick or cross each statement - tick = true of you, cross = not.

Tick/cross  


  1.   I am clear about my goal, purpose and objectives as a leader.
  
  2.   I know how to bring out the best in people.

 
  3.   I can create and communicate a genuine vision that sets direction.

  4.   I accept responsibility for my actions and don’t seek people to blame if things go wrong.

  5.   I know  true understanding comes from reflecting on my experience – I find time for this..

  6.   I can focus my time on the few critical tasks that need to be done by me and not others.
  7.   I have developed a support network for myself
  8.   I am robust enough to take constructive criticism and advice and change as needed.
  9.   I have a clear ethical code and as a leader I have views on what is right.
10.   I understand my moods, emotions, and motivations, and know  the effect of these on others.
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26.   I am very clear about where my time goes – and how much is spent on specific tasks. 

27.   I do not attend meetings that I feel are not a good use of my time.

28.   I don’t confuse activity with productivity, I know achievement counts more than what I do.

29.   I am keen to learn more about managing time, and how to improve the way I do this.

30.   I leave time within my busy day for the things that come up unexpectedly. 

31.   I do not put off tasks I find unpleasant, or know I will find difficult in favour of easier stuff.

32.   I feel that time spent reflecting and planning is not dead or unproductive time.

33.   I am always on time for appointments. 

34.   I can scan read complex documents to save time.

35.   I make and return phone calls in batches, never one at a time. 

36.   I never allow anyone, whoever they are, to dump work on me they should do themselves. 

37.   I regularly review the way I spend time, looking for, and finding ways to improve. 

38.   I am assertive, meaning I can skilfully stand up for my rights without upsetting people.

39.   I can generally distinguish the urgent tasks from the important.

40.   I can find time and space away from distraction for when I really need to focus.

41.   I am able to consciously control my body language so as not to prolong conversations.

42.   I give myself sufficient credit when I manage time well – it’s not all beating myself up!

43.   I maintain a positive balance of work and home time – I don’t to too much work at home.

44.   I am prepared to seek advice on how better to manage time from those who do this well.

45.   I am clear about my objectives, both long term and tactical, and focus on these.

46.   I feel generally in control of my time.

47.   I finish one task before I start the next.

48.   I am finding it harder and harder to my manage time. 

49.   I have competent, supportive immediate colleagues, who take some time pressure off me.

50.  I really can find more time if I put my mind to it.

