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Assessment: Productivity Self-Assessment 

Directions 
 

Step 1 Rate your productivity over this last week using the scale below. 
 

1 
Not “On” 

5 
Midpoint 50/50 

10 
Totally “On” 

 
Driven by the latest and the 
loudest; uncomfortable 
about where I focused my 
energy.  Should have 
stayed in bed. 

 
Got some stuff done, kept up 
with volume and stayed sane.

 
Clear, focused and 
absolutely confident that 
what I was doing was 
exactly what I should be 
doing to achieve 
meaningful results. 
 

My Self-Assessment is ________________.  (Optional to share your score.) 

 

Step 2  List your answers to the questions below and either reflect upon them or discuss them 
with a partner. 

• What enhances your productivity? 
Think about any factors, both personal and professional, that increase your ability 
to work productively. For example, getting a full night’s sleep or shutting the 
door to your office to eliminate distractions. 

• What hinders your productivity? 
Think about any factors, both personal and professional, that decrease your 
ability to work productively. For example, working on an empty stomach or 
unecessary meetings and ad hoc requests during the day. 

 

Enhances Hinders 
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Tool: Horizons of Focus Model 
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Description 
 

Levels Description 

Purpose and Principles 

50,000 feet 

Purpose and principles define the ultimate intention for 
something.  Core values identify the standards for 
success. 

Vision 

40,000 feet 

Defines what the outcome will look, sound and feel like 
with successful implementation.  Long term outcomes 
range from three to five years. 

Goals 

30,000 feet 

Goals and objectives identify an outcome that we want 
and need to accomplish, specifically, within the next 
12-24 months to make the vision happen. 

Areas of Focus and 
Responsibility 

20,000 feet 

Important spheres of work and life to be maintained at 
standards to “keep the engine” running.  Examples: job 
descriptions, organizational charts, employee manuals, 
personal lifestyle, family responsibilities, and project 
checklists. 

Projects 

10,000 feet 

Outcomes that we want to achieve that require more 
than one action and which can be completed within a 
year. 

Actions 

Runway 

Next actions are the next physical, visible action to take 
on any one project or other outcome; or any single 
action to take about anything to achieve the desired 
outcome. 
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Tool: Horizons of Focus Model, Continued 

How to interpret this model… 
Use this model to help you prioritize your responsibilities, projects, and next actions by considering 
them in the context of the whole. If you are having trouble staying focused on a task or committing 
yourself entirely to its successful completion, look at the horizons of focus model to see how it ties 
in to the bigger pictures. Does your task fit into your personal areas of focus and responsibility or 
the larger goals of your organization? Does it help advance your own life goals or vision? 
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Tool: Processing Diagram 

Getting Tings Done 
The center core of the diagram is the decision-tree that represents the core fundamental thinking 
that defines the meaning of each item collected. For each individual item on your que, ask yourself 
what it is and whether or not it is actionable. Non-actionable items are identified as trash, reference, 
or items for potential later action, while actionable items are identified by their outcomes and next 
actions. This decision process transforms unclear stuff into defined work. 

 
 
Once the next action is identified as an actionable item, ask yourself how it should be done.  If it 
can be accomplished in two minutes or less, do it now.  If not, determine whether it would be best 
to defer it for later action or delegate it to someone else. 
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MANAGING YOURSELF  |  Manage Your Energy, Not Your Time

ing is that they’re not able to perform 
well or to lead effectively when they’re 
feeling any other way.

Unfortunately, without intermittent 
recovery, we’re not physiologically ca -
pable of sustaining highly positive emo -
tions for long periods. Confronted with 
relentless demands and unexpected 
challenges, people tend to slip into 
negative emotions – the fight-or-flight 
mode – often multiple times in a day. 
They become irritable and impatient, 
or anxious and insecure. Such states of 
mind drain people’s energy and cause 
friction in their relationships. Fight-or-
flight emotions also make it impossible 
to think clearly, logically, and reflec -
tively. When executives learn to recog -
nize what kinds of events trigger their 
negative emotions, they gain greater ca -
pacity to take control of their reactions.

One simple but powerful ritual for 
defusing negative emotions is what we 
call “buying time.” Deep abdominal 
breathing is one way to do that. Exhal -
ing slowly for five or six seconds induces 
relaxation and recovery, and turns off 
the fight-or-flight response. When we 
began working with Fujio Nishida, 
president of Sony Electronics in Europe, 
he had a habit of lighting up a cigarette 
each time something especially stress -
ful occurred – at least two or three 
times a day. Otherwise, he didn’t smoke. 
We taught him the breathing exercise 

as an alternative, and it worked imme -
diately: Nishida found he no longer had 
the desire for a cigarette. It wasn’t the 
smoking that had given him relief from 
the stress, we concluded, but, the relax -
ation prompted by the deep inhalation 
and exhalation.

A powerful ritual that fuels positive 
emotions is expressing appreciation to 
others, a practice that seems to be as 

beneficial to the giver as to the receiver. 
It can take the form of a handwritten 
note, an e-mail, a call, or a conversa -
tion – and the more detailed and spe -
cific, the higher the impact. As with all 
rituals, setting aside a particular time 
to do it vastly increases the chances 
of success. Ben Jenkins, vice chairman 
and president of the General Bank at 
Wachovia in Charlotte, North Caro -
lina, built his appreciation ritual into 
time set aside for mentoring. He began 
scheduling lunches or dinners regularly 
with people who worked for him. Previ -
ously, the only sit-downs he’d had with 
his direct reports were to hear monthly 
reports on their numbers or to give 
them yearly performance reviews. Now, 
over meals, he makes it a priority to rec -
ognize their accomplishments and also 
to talk with them about their lives and 
their aspirations rather than their im -
mediate work responsibilities.

Finally, people can cultivate positive 
emotions by learning to change the
stories they tell themselves about 
the events in their lives. Often, people 
in conflict cast themselves in the role of 
victim, blaming others or external cir -
cumstances for their problems. Becom -
ing aware of the difference between the 
facts in a given situation and the way 
we interpret those facts can be power -
ful in itself. It’s been a revelation for 
many of the people we work with to 

discover they have a choice about how 
to view a given event and to recognize 
how powerfully the story they tell influ -
ences the emotions they feel. We teach 
them to tell the most hopeful and per -
sonally empowering story possible in 
any given situation, without denying or 
minimizing the facts.

The most effective way people can 
change a story is to view it through any 

of three new lenses, which are all al -
ternatives to seeing the world from the 
victim perspective. With the reverse lens,
for example, people ask themselves, 

“What would the other person in this 
conflict say and in what ways might 
that be true?” With the long lens they 
ask, “How will I most likely view this 
situation in six months?” With the wide
lens they ask themselves, “Regardless 
of the outcome of this issue, how can I 
grow and learn from it?” Each of these 
lenses can help people intentionally 
cultivate more positive emotions.

Nicolas Babin, director of corporate 
communications for Sony Europe, was 
the point person for calls from reporters 
when Sony went through several recalls 
of its batteries in 2006. Over time he 
found his work increasingly exhausting 
and dispiriting. After practicing the lens 

How Energy Renewal 
Programs Boosted 
Productivity at Wachovia

At Wachovia Bank, employees par-
ticipating in an energy renewal program 
outperformed a control group of employ-
ees, demonstrating signi�cantly greater 
improvements in year-over-year perfor-
mance during the �rst quarter of 2006.
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People can cultivate positive energy by learning to change 
the stories they tell themselves about the events in their 
lives. We teach them to tell the most hopeful story possible.




