PERSONAL TIME

PROFILE

An assessment of the considerations and priorities
which affect an individuals management of time

LPT PRODUCTIONS
Braemore House Meigle
Perthshire, Scotland, PH12 8QX
Telephone: (01828) 640770
Facsimile: (01828) 640669
© LPT 1995
L



39.

40.

41.

42.

43.

44.

45.

46.

47.

48.

49.

50.

51.

52.

53.

54.

55.

56.

57.

0 — Never / 1 - Rarely / 2 — Sometimes / 3 — Usually
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Do you take care not to over-extend your coffee or lunch breaks?

Do you discourage others from trying to leave their problems with you?
Do you know what your goals and objectives are for the next 12 months?
Do you try to get other people to do unpleasant assignments for you?

Do you discourage your colleagues from wasting your time with office chit-chat when
you are working on an important task?

Prior to a meeting, do you ensure that there is a start and finish time?
Do you call meetings only when the situation cannot be handled in any better way?

Do you schedule important or difficult jobs too late in the day, or constantly take work
home with you?

Prior to making a telephone call, do you write down beforehand the phone number,
who it is you wish to speak to or alternative person if they are not there, and what you
want to say?

Do you suffer from frequent headaches and/or digestive complaints?

Do you attend only those meetings which deal with issues that directly affect your job?

Do you like to clear your desk of all minor and routine tasks before commencing a
tough assignment?

Do you cut off your telephone when you are holding an important meeting in your
office and brief someone to discourage unscheduled visitors?

Do you note down a quiet time in your daily schedule?
Do you find yourself getting easily irritated if things don’t go well?

Do you, before leaving the office, make a note of any tasks not yet completed for
inclusion on the next day’s action list.

Do you block out time in your diary for dealing with routine matters?
Do you ask for more time to think when pressed for a decision?

Do you give precedence to matters that are important but not urgent over matters that
are urgent?
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