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How “Productive” Are You?

This short version Productivity Self Evaluation provides a good outline of key abilities,
attitudes, and habits of highly productive people. The quiz will help you identify areas where
you are strong and where you are not so strong regarding your productivity. After the
Productivity Course rate yourself again.

Rate yourself from 1 to 5 on each item below to indicate how accurate each statement is for
you and for your work practices. The numbers 2, 3, 4 reflect any varying degree in between.

(1 = this is not like you at all, 5 = this statement fits you perfectly)

_____lam happy regarding my work — life balance.

|l write out what to do each day and keep track to see when | have completed a task.
I settime limits to the activities on my to do list.

| prioritize my activities each day and block time for my imperative tasks. (high life time
value tasks).

| turn off my phone, notifications, instant messengers during my blocked hours so that
| can focus on high value activities.

| am not tempted to immediately respond to messages, calls, inquiries etc. while in the
middle of an important task.

| set priorities for my different activities and decide where to start

Before the beginning of each month | plan my personal, business goals and major
activities for the month.

| avoid / limit my exposure to people, situations, places which deplete my energy
| know how to and apply strategies to avoid procrastination at all cost.

| communicate effectively to others/myself and know how to listen to the total
message.

| am aware of my inner state and am able to change my attitude quickly whenever
necessary.

| am able to focus on any given task for at least 30min without being interrupted
internally/externally.
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