An Eye-opening Test to See Just How Out of Control Your Workday Really Is
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This test will help you understand how out of control your workday really is. It will help you define those areas where you need to make changes in order to increase your productivity.

You must first analyze your current situation to pinpoint the areas of your life where you’re wasting or inefficiently using your time, energy and resources.

How out of control is your workday?


             Always      Usually      Often    Sometimes

I am swamped with paperwork?


    

    A
           B
               C
     D

I let magazines pile up without reading them.
    


    A
           B
               C
      D

I clip articles but don’t get around to reading them.


    A
           B
               C
      D

My desk is covered with piles of papers, files and books. 

       
     A
           B
               C
       D

My computer files aren’t backed up.




     A
           B
               C
       D

My computer files are disorganized.




     A
           B
               C
       D

My audio and videotapes are in a hodgepodge.



     A
           B
               C
       D

My work tools are in disarray.





     A
           B
               C
       D

More paper comes into my office that goes out.



     A
           B
               C
       D

I find it difficult to throw thing away.




     A
           B
               C
       D

I’m often late, and I sometimes miss appointments.


     A
           B
               C
       D

I misplace small pieces of paper and stick notes.



     A
           B
               C
       D

People put items on my chair or computer so I’ll be sure to see them.
     A
           B
               C
       D

My in box is always full.





     A
           B
               C
       D

I work at another place because my desk is so messy.


     A
           B
               C
       D

I don’t use my computer to get organized or to automate routine jobs.
     A
           B
               C
       D

I struggle with conflicting deadlines and demands on my time.

     A
           B
               C
       D

I use filing cabinets to hide desk items when visitors come.


     A
           B
               C
       D

I feel discouraged or frustrated by my work environment.


     A
           B
               C
       D

I don’t know which are my real priorities.



     A
           B
               C
       D

I start one task and then get distracted and move to another one.

     A
           B
               C
       D

People leave messages for me here and there.



     A
           B
               C
       D

People can’t find items that I file or put away.



     A
           B
               C
       D

Tally the number of times you responded with each letter. Now take a look at which letter(s) you chose most often. The bottom line is this: Cs and Ds aren’t real problems – no one’s perfect, so it’s a fact of life that you’ll occasionally be unprepared or disorganized. As and Bs are your real problem areas. A preponderance of As and Bs will tell you much about the energy and commitment you’ll need for getting organized and taking control, and how far you must travel to reach “there” from “here.”
