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Name:      

	Title:      

	Industry:      


SELF ASSESSMENT OF ROLE MANAGEMENT
This assessment seeks information on how you currently manage your time, information and communications within your existing role.
	Function 
	Always
	Mostly
	Occasionally
	Never

	Understand my employment Key Result Areas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Refer back to my Key Result Areas when planning my working Day/Week
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Prioritise my tasks and time use based on my Key Result Areas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have created a generic timetable layout of my working week based around my role and body clock 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Record my appointments - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Make appointments with myself for working on my role, projects and report writing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	During the working day I carry a copy of my appointments with me - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Record my tasks in a To Do list - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Record my re-occurring tasks in a To Do list – 
Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	During the working day carry a copy of my To Do list with me - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Delegate tasks to other people in a written form - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Record the important interactions with other people -Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Record the important interactions and progress when working on a project - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Record future activities/opportunities as I think of them - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create and use a filing system to manage projects - Paper / Electronic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have created files for the regular inbound emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Empty my Inbox daily – in my Inbox currently there are (            )   emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create a task for emails that require actions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have created an email CC folder/file to manage CC email
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	At the end of the day reflect on my achievements and create some structure for tomorrow
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	TOTAL FOR EACH COLUMN
	     
	     
	     
	     


What are some common “Features” about “How you do things” that have been consistent over the years?
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