Workplace Assessment Scorecard Find out how you are doing with your organizational skills!

This Workplace Assessment Scorecard is designed to help you understand where you are at with your skills in
organization and to see what's working and what may need working on.

How it works. Assign a point, 1 to 4, depending on how often you agree with each statement.
For example if you find a particular statement true for you only "Rarely” you would enter "1" point. Tally your points for each
section and refer to the Assessment Interpretation to see what level of mastery you are currently at.

| file weekly.
TID‘{ L?’W | never miss deadlines.
SOLUTIONS | am on time for meetings.

| reply to my email promptly.

Scoring: | feel happy and calm at work.
Rarely =1 | feel confident about my work.
Sometimes = 2 Co-workers seek out my opinions.
Usually = 3 | enjoy working with my co-workers.
Always = 4 | back up my computer files regularly.

I do my share of the work on projects.

| can find whatever | need on my desk.
There is fair division of work in my office.

| know where my last employee review is.
My co-workers feel that they can count on me.

| can locate a copy of my last three paychecks.
I know how each project | am involved in is doing.

The last group project | completed was successful.
I am asked to lead groups and given responsibilities.

| don't have to work overtime to complete regular work.
My desk and email in-box are empty except for what | am working on.
| Total Points:

65-80 points Assessment Interpretation

Mastery means that you have mastered many of the techniques of organizing and that you are putting them to good use in your work
life with excellent results. Your high score indicates you are very consistent.

Acceptable 50-64

Acceptable means that you have mastered many techniques of organizing and you are putting them to good use on a fairly consistent
level. You may decide that your goals will warrant going further. With a little more focus and practice you have the skills to be a master
so don't stop now.

35-49

Developing means you have mastered some of the techniques of organizational skill, and that you occasionally put them to good use in
your work life although on an irregular basis with only fair results. Taking it to the acceptable level is just a matter of gaining more
knowledge and implementing a more organizational systems into your routine.

Beqinning 20-34
Beginning means that you have not mastered many of the organizational techniques and rarely put them to use in your life with good
results. You may have some urgent organizational needs that you may need help with. There are many resources available to you and

a personal organizer may be a good way to start yourself off in the right direction.

If you scored high, congratulations! If your score was less than desirable then the good news is that | can help you. By
getting you set up with systems to organize your belongings, your files and your goals you will notice that you have more
time and save money too!

Please feel free to call me, Michelle Panzlaff, at or email me at
A free consultation will give us the opportunity to discuss customized solutions to suit your needs and budget.
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