Organization Quiz
Front Line Communication for Board / Superintendent Secretaries

1. When I’m in my office space, I can find important papers I need within a few minutes:
A. All the time.
B. Most of the time.
C. Sometimes. They are not in logical order and/or I have too much to sort through.
D. Rarely - even the important papers are scattered.

2. My mail:
A. Gets read and sorted daily.
B. Gets read most days, but I sometimes have a small stack build up.
C. Doesn’t always get read and often gets piled up.
D. I’m lucky if I can find it.
3. If someone else had to take my place starting Monday morning:
A. They would be able to easily locate files and directions and fill in without difficulty.
B. I’d have to walk them through a few things, but it’s pretty self-explanatory.
C. It would take a lot of time to help someone find everything they need, but it could work eventually.
D. I feel sorry for them!
4. My desk:
A. Is always clear on top so I can work.
B. Is sometimes messy while I’m working, but I put papers away regularly.
C. Is messy most of the time, but I clean it off once in a while.
D. Is messy almost always until I toss everything in a pile on the floor.
5. My calendar:
A. I use it daily to remember appointments and prioritize tasks. It works great for me.
B. I use it, but I don’t have a great system yet.
C. I sometimes write things down, but sometimes I don’t and I forget things from time to time.
D. I am lucky if I remember what day it is.
6. If I think of something I need to do while I’m away from my desk:
A. I always keep something handy to write with and write on and/or I make notes using my smart device.
B. I write a note on anything I can find.
C. I try to make a mental note and hope it sticks.
D. If I don’t think of it while I’m at my desk, it must not have been that important. 
7. I feel overwhelmed when thinking about all the projects I have going on:
A. Never
B. Sometimes
C. Often
D. Always

8. I am able to purge items from my office when I no longer want them or need them:
A. Always. I don’t hold onto things.
B. Often, but I could be better.
C. Sometimes, but I really need to do it more.
D. I don’t even try anymore.

9. When I start an organizing project, I finish it:
A. Always. This is not a problem for me.
B. Often. I usually finish, but sometimes get distracted.
C. Sometimes. I will catch myself with several things going on at once, and I’m not doing any of them well.
D. Rarely. I love the idea of organizing, but am often too distracted to see it through to the end.

10. My office space makes me feel ready to be productive and comfortable:
A. Strongly Agree
B. Somewhat Agree
C. Somewhat Disagree
D. Strong Disagree
Scoring: A = 1  /  B = 2  /  C = 3  /  D = 4

10 - 15 points – You are very organized and get to enjoy your life because you are not ruled by your possessions and distractions, but don’t  spend more time organizing than is necessary and forget to spend time doing other things you love.  

16-21 points – You’re reasonably organized. Most people in this category know how to organize but sometimes life gets in the way and things slip. Don’t let that get you down. Get some tips from a professional organizer or from an organizing book. 

22-27 points – You are somewhat disorganized and probably frustrated. You haven’t figured out systems to get you through daily routines and have trouble taking the time to clear out your clutter.  Find an organized friend or a hire an organization pro. 

28 points or more – Disorganization rules your life and you are likely to be very stressed out. Your job may even be on the line. Your possessions own you instead of you owning them. Your time management is keeping you from enjoying life. 

This quiz was adapted from a quiz designed by Allison Carter, a professional organizer specializing in family and home management strategies. http://www.theprofessionalorganizer.com.
