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QUICK PLANNING SKILLS TEST

This quick test will help you reflecting on your own planning skills and self-assessing them. 
Rate yourself on the following planning skills “indicators” by ticking the box that better defines your level of competence
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I do this very well. I am consistent and successful in it
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I am good at this. With some practice, I can make it perfect!
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I am getting better, but still need to work on this a bit more.
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I am not particularly good at this - yet!

	Accurately estimate time and effort required to complete a task.
	
	
	
	

	Identify and organise systems and required resources.
	
	
	
	

	Organise personal time to carry out responsibilities.
	
	
	
	

	Maintain adequate preparation time for scheduled meetings/deadlines.
	
	
	
	

	Develop schedules and timetables with clear, specific milestones and deadlines.
	
	
	
	

	Establish how to measure results and milestones for self.
	
	
	
	

	Identify critical tasks.
	
	
	
	

	Arrange tasks in a logical order.
	
	
	
	

	Establish priorities systematically, differentiating between urgent, important, and unimportant tasks.
	
	
	
	

	Use a "to do" list, task plan, or similar planning devices to note action plans, deadlines, etc.
	
	
	
	

	Monitor & adjust priorities and/or eliminate tasks on an on-going basis.
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