Scorecard on Time is Precious

Do I have clear, specific goals that guide how I spend my time each day?

Am I regularly prioritizing my tasks based on their importance and urgency, or do I find
myself reacting to whatever comes my way?

Am I using techniques like time blocking to allocate specific periods for focused work, or
do I let distractions dictate my schedule?

Do I actively look for and seize opportunities that arise, or do I often let them slip away
due to inaction or hesitation?

Am I leveraging technology and tools to enhance my productivity, or do I find myself
overwhelmed by the sheer number of options available?

Do I set aside time regularly to reflect on how I’m spending my time and make
adjustments as needed to improve my effectiveness?

Am I comfortable saying no to tasks or commitments that don’t align with my priorities,
or do I often take on more than I can handle?

Am I maintaining a healthy work-life balance, ensuring that I dedicate time to both my
professional responsibilities and personal well-being?

Am I encouraging my team to manage their time effectively, and do I provide support
and resources to help them do so?

Are my meetings structured and purposeful, or do I find that they often drag on without
clear outcomes or action items?

Am I aware of my procrastination habits and actively working to overcome them, or do |
find myself continually putting off important tasks?

Do I consciously identify and eliminate activities that waste my time, or do I tend to let
them continue without challenge?

Am I committed to learning and adopting new time management techniques that could
enhance my productivity and leadership effectiveness?

Do I take steps to maintain my motivation and focus throughout the day, or do I often feel
drained and distracted?

Am I regularly assessing the impact of my time management on my overall effectiveness
as a leader, or do I overlook this important aspect of my role?



