Scorecard on Work Efficiency

What does work efficiency mean to you? How does it affect how you handle your daily
tasks?

Your Rating (1-5)

How good are you at setting SMART goals? Can you prioritize tasks based on what’s
most important?

Your Rating (1-5)

How well do you manage your time? Are you familiar with techniques like the
Pomodoro Technique or time blocking?

Your Rating (1-5)

How do you handle procrastination? Do you break tasks into smaller steps and set
deadlines for them?

Your Rating (1-5)
How often do you multitask? Do you try to finish one task before starting another?
Your Rating (1-5)

How often do you review and improve your work processes? Do you use technology to
make your work easier?

Your Rating (1-5)

How do you manage when you have too many tasks? Are you comfortable delegating
work to others?

Your Rating (1-5)
Do you have the right tools and resources for your work? How well do you use them?
Your Rating (1-5)

How effective is your communication with others? Do you use tools to keep everyone
informed?

Your Rating (1-5)



How well do you balance work with taking care of yourself? Do you make time for
breaks, exercise, and proper rest?

Your Rating (1-5)
What Your Score Means:

e 40-50: You’'ve got a solid understanding and are doing great.

e 30-39: You're on the right track but could use some improvement. Focus on the
areas where you scored lower.

e 20-29: There’s room for growth. Go over the article’s tips again and start
applying them to improve your work efficiency.

e Below 20: It's a good idea to revisit the article and work on the areas where you
struggled. Improving these aspects will help you be more productive.



