
Time Management 
Self Assessment: Helping you help yourself. 
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Analyze how you use your time: 

 For a week or two, keep a daily log of all 
of your activities throughout the day. 
 

 Then, go back and take a look at how you 
have spent your time. 
 

 This will help you to see if you have large 
pockets of wasted time, or if you have 
taken on too much. 



Personal Time/Activity Journal 
Time Activity Thoughts 

6:00am-7:00am 

7:00am-8:00am 

8:00am-9:00am 

9:00am-10:00am 

10:00am-11:00am 

11:00am-12:00pm 

12:00pm-1:00pm 

1:00pm-2:00pm 

2:00pm-3:00pm 

3:00pm-4:00pm 

4:00pm-5:00pm 



Personal Time/Activity Journal 

 
 

 A copy of this log can be found on the 
main LRC webpage 



Self-Assessment of Barriers to 
Productivity 

 
 There are many internal and external 

factors that affect your productivity 
 

 Find out what some of your barriers are 
by participating in the self-assessment 



Self-Assessment of Barriers to 
Productivity 

 
 

 Read each statement with yourself in 
mind 
 

 Answer either yes or no 
 



Self-Assessment of Barriers to 
Productivity 
Self-Assessment 
Statement 

YES NO 

1. I tend to procrastinate 

2. I expect little help from members 
of my family 

3. I lack organization 

4. I flutter from one task to another 

5. I tend to be obsessive/compulsive 

6. I tend to socialize when I should 
be studying 

7. I fall behind in my responsibilities 

8. I have difficulty delegating tasks 

9. I tend to feel overwhelmed 

10. I have too many conflicting 
deadlines 

11. I set high standards for myself 

12. I attempt too much 



Self-Assessment of Barriers to 
Productivity 

 
 

 After you have completed the self-
assessment, compare your results to the 
Corrective Action Plan to Maximize Your 
Productivity 



Corrective Action Plan to Maximize 
Your Productivity 

If Answered Yes To: Corrective Action Plan 

4 & 10 Identify Goals & Set 
Priorities 

3 & 9 Get Organized 

6 & 12 Develop Self-Discipline 

5 & 11  Achieve a Personal 
Balance 

2 & 8 Delegate 

1 & 7 Overcome 
Procrastination 



Identify Goals 

 GOAL: 
◦ An object or aim you would like to obtain 

 
◦ Can be long-term, intermediate, or short-

term 
 
◦ Should be specific, measurable, and realistic 

 
◦ Should have a time-frame for completion 



Setting Priorities 

 Classify Activities into Four categories: 
 
◦ Pressing/Important Tasks 

 
◦ Not Pressing/Important Tasks 

 
◦ Pressing/Not Important Tasks 

 
◦ Not Pressing/Not Important Tasks 



Get Organized 

 Use calendars: 
◦ Master Calendar 
 Lays out the large steps to reach the ultimate goal 

◦ Monthly Calendar 
 Looks at the arc of the month as a whole 

◦ Weekly Calendar 
 Gives overview of how weekly activities work 

together 

◦ Daily Calendar 
 Provides specific details for the daily activities 



Develop Self-Discipline 
 Self-Discipline is: 
◦ Conducting yourself according to self-

imposed restraints 
 
◦ An internal factor only you can change 

 
◦ Involves 3 important abilities: 
 The ability to say, “No” 
 The ability to avoid time traps 
 The ability to self-motivate 



Achieve a Personal Balance 

 To conquer obsessive/compulsive, 
perfectionistic thinking, you need to 
recognize that no one is perfect, not even 
you. 
 

 Remember, there is a difference between 
striving for excellence and being a 
perfectionist! 



Delegate 

 Identify whether the person has the 
ability to complete the task 

 You should both have a clear 
understanding of what needs to be 
accomplished 

 Be sure the person has the necessary 
resources to complete the task 

 The responsibility for the task passes to 
the person completing it 



Overcome Procrastination 

 We procrastinate because we think of 
our tasks as chores to be endured 
 
◦ Change the way you think! 

 
 Instead of thinking, “This is boring.” Change it to, 

“This will help me to accomplish my goal.” 
 

 Instead of thinking, “This is too hard.” Change it to, 
“This may be difficult, but I can do it.” 



For More Detailed Information See 

 Nugent, P. & Vitale, B. (2008). Time management. 
 In Test success: Test-taking techniques for 
 beginning nursing students (pp. 19-32). 
 Philadelphia, PA:  F.A. Davis Company. 
 

 Time Management Tips Brochure in the 
LRC 
 

 Michelle Speedy, LRC Coordinator 
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