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Personal Productivity Self-

Assessment 

Identifying where you’re at with personal productivity currently as well as 
where you want to be, both the near- and long-term future, are very important 
aspects in the process of realizing greater work/life balance. For this reason, 
I’ve included this appendix to enable you to assess your current situation and 
personal productivity goals. 

In taking time to reflect upon your attitudes and feelings about work/life 
balance and to record your personal productivity goals, you’re actually 
making the first change and taking the necessary first step in the process of 
actualizing them. 

Envisioning Work/Life Balance 

What’s your image of work/life balance? What does this balance look like and 
what advantages do you expect it to bring? Does attaining it simply mean 
doing less work and having more free time? Or does it also mean becoming 
more competent in your professional and personal roles so that you can 
reduce stress as you get more done in less time? Finally, how does work/life 
balance relate to your vision of being a happy and fulfilled individual? 

Go ahead and jot down every idea, thought, and feeling you have about 
work/life balance and the benefits you hope it will bring into your life:  
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____________________________________________________________ 
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Beliefs about Personal Productivity 

Your beliefs about personal productivity and attitudes about what it takes to 
achieve it have a great effect on your ability to reach your goals and make the 
necessary changes. For example, some folks believe that attaining peak 
personal productivity is primarily the result of possessing innate personality 
characteristics such as being naturally organized and self-directed. Others, 
like me, believe that achieving peak personal productivity is mainly a matter 
of getting proper training and developing appropriate new habits.  

So, where you do you fall in the debate on the effects of nature versus nurture 
in terms of personal productivity? Take the time here to state your beliefs 
about personal productivity and what it takes to attain it:  
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____________________________________________________________ 

____________________________________________________________ 
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____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 

____________________________________________________________ 



4 

Short-term Productivity Goals 

The goals you set for yourself in the pursuit of increased personal 
productivity and greater work/life balance are both short term (anywhere from 
tomorrow week to the next few months) and long term (at least six months or 
longer).  

Begin by recording your immediate productivity goals, then follow those with 
the goals you have in the near term. These short-term goals can include 
anything from re-organizing your desk and physical files to cleaning up and 
organizing your Outlook e-mail Inbox and increasing your competency using 
all the program’s various modules. 

____________________________________________________________ 

____________________________________________________________ 
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Long-term Productivity Goals 

Achieving peak personal productivity is not just about taking immediate steps 
to organize your life and better manage your time. It’s also about developing 
new habits that enable you to achieve long-term goals. Long-term 
productivity goals can include such things as keeping your e-mail Inbox 
empty (or as near as possible to empty), keeping your to-do lists up-to-date, 
and taking steps to enhance certain professional and personal skills.  

My long-term productivity goals include: 
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Personal Productivity Strengths 

Each person begins the process of improving his or her productivity with 
certain natural strengths or proclivities. By relying on these strengths, you can 
accelerate and greatly enhance the process. These strengths can run the gamut 
from being an organized person to having little or no trouble making 
decisions and thereby prioritizing the things you need to do.  

My personal productivity strengths include:  
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Personal Productivity Improvements 

Natural strengths in the personal productivity arena are often offset by those 
areas which need improvement. These areas can be anything from becoming 
more organized to becoming more decisive and shouldering more 
responsibility on your own. 

The areas in personal productivity where I can stand to make some 
improvement include: 
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Time Traps 

Time traps are the natural enemy of personal productivity. They comprise all 
the activities you find yourself naturally indulging that tend to make you less 
productive. They include all manner of interruptions and behaviors that take 
you away from the task at hand and disrupt your concentration.  

The time traps I need to be aware of and try to avoid include: 
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