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Test your Time — Management Skills

When it comes to managing your time, what are your strength and weaknesses?
Take the following quiz to find out. For each questions, check off the answer that
best reflects your situation.

1 2 3

Always | Sometimes | Never

1- Do you plan your day according to the daily
"emergencies" of others?

2- At the end of the day do you have lots of
tasks left undone?

3- Do you repeatedly run out of household
necessities such as milk, juice or
intergradient for the next meal?

4- Are you frequently late to appointments?

5- Are you a procrastinator?

6- Do you frequently have to work late in the
evening or early in the morning to make
important deadlines?

7- If you need to locate a specific piece of
paper (perhaps an invitation to a party or
your latest credit card bill), would it take
more than five minutes to find it?

8- Do you forget friends' and relatives'
birthdays more often than you would like to
admit?

9- Is your desk frequently piled with papers?
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1 2 3

Always | Sometimes | Never

10

Are you up to date on your filing?

11

Do you let the mail pile up?

12

Do you do tasks yourself because its easier
than teaching it to someone else?

13

Do you interrupt yourself by jumping up to
do something else when you're working on
a project?

14

Do you let other people waste your time with
overly long telephone conversations drop-
by visits that never end?

15- Do you find that you're always losing things
(from your keys to your glasses or library

books)?

Degree

Total
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