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Productivity Questionnaire: 

 

It is always a good time to evaluate your current business situation. Evaluating helps you 

see what is working, what is not, how it can be improved as well as how it made you feel 

along the way. During this process of evaluation, it is also important to see how your 

personal habits, personality and thoughts about planning, organization, time and 

productivity contribute to the efficiency of your business.  

 

Answering the following questions will provide you with some valuable insight/advice 

and then give you actionable and practical tools to becoming as productive and efficient 

as possible in the last half of the year.  

 

Review each question and find the answer that most resonates with you. You may find 

yourself in-between answers and that’s perfectly OK! The purpose here is to help you 

develop a system of organization and productivity that will fit the best with you and the 

needs of your business.  

 

Here we go! 

 

 

 

 

 

 

 

 

 

 

 

 

Productivity Questionnaire



1. How resistant do you feel towards creating a plan?  
A. Very Resistant 

B. Indifferent 

C. Not at all, I love planning! 

 

A. Very Resistant: 

Advice/Insight: 

If you are feeling resistant, it may be because you have had a ‘not-so-great’ experience 

with planning. Maybe in the past you felt like it was a waste of time, you didn’t see 

results or it just went against your natural tendencies to ‘go-with-the-flow’. I understand. 

It’s just like a work out though,  you have to stick with it to see results. If you want to see 

the increased efficiency that comes with consistent planning, try to use the same system 

of organization, at a pre-determined time of day to help you create the habit of doing it.  

 

To help you get over the feelings of resistance, I suggest you start small. Like…really 

small. Don’t worry about planning your entire year and every social media post for the 

next month. Try just planning one thing for your day and then do it. Make sure it is 

something that is achievable and will contribute to the growth of your business. 

Remember that the purpose of planning is not to slow you down; it is to help you move 

forward with the minimal amount of obstacles possible. 

 

As far as your preference to ‘go-with-the-flow’, if that is working for you, I certainly 

won’t tell you not to do it. However, I will ask you to keep in mind that when doing 

business with others, you may need to plan to accomplish certain tasks by specified dates 

in order to maintain a professional relationship with that person.  

 

 

 

 

 

 

start
small
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Tools/Resources: 

Keep it simple. I suggest a day-timer or just using the calendar on your computer or the 

one hanging on the wall. The key is to not overwhelm yourself.   

 

Using the acronym for S.M.A.R.T goal planning can also help you plan daily items that 

will impact your business in a big way (S: Specific, M: Measurable, A: Attainable, R: 

Realistic, T: Timely). This way, you know that the one thing you planned for the day was 

purposeful and will help you grow your business.  

 

B. Indifferent 

 

Advice/Insight:  

It seems as though you may be struggling to feel connected to what you are doing. It may 

be time to reconnect with your business and find out what it was that used to make you 

feel excited. Planning should be fun and something to look forward to because it is the 

beginning of making a thought a reality.  

 

If you are feeling indifferent it may also be because you feel that ‘plans are going to 

change anyways, so what is the point?’. Guess what? You are right. Plans will change. 

But that is is actually great. When you start to plan, you are setting an intention. If the 

plans fall through or change, it is an opportunity to evaluate. That plan didn’t come 

together? Why? Was it because you didn’t follow the steps you outlined? Or perhaps you 

realized that the profit margin on your new product wasn’t big enough so you didn’t go 

forward with it. Whatever the reason may be, it is valuable information. If you feel 

extremely disappointed that something didn’t come together, it’s a sign that you need to 

find another way to make it happen. Which I know you will! 
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Tools/Resources: 

Tara Swiger (a well known business owner in the craft community) offers some advice 

that I think would be very valuable here: ‘Follow Your Enthusiasm’. She talks about this 

philosophy on her podcast ‘Explore Your Enthusiasm’ that can be found on iTunes. What 

part of your business makes you feel excited?  

 

C. Not at all, I love planning! 

 

Advice/Insight: 

Great! This part of your lovely planning personality can be taken advantage of when it 

comes to productivity. If you love planning, you can really get a lot more done when it’s 

time to get down to work because you have prepared. 

 

Just make sure that you are not ‘planning for planning sake’. Planning is amazingly 

helpful but can also become consuming; don’t forget to take the next step of taking 

action.  

 

Tools/Resources:  

In your planning, use a checklist. You can make these yourself or hire someone to do it 

for you. Having a checklist with actionable steps on it will pull you out of planning mode 

and into action if you feel yourself start to get stuck.  

 

 

 

 

 

 

 

 

 

 

“ Follow 

YOUR
Enthusiasm 

~ Tara Swiger

“
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2. How often to you re-organize your desk?  
 A. Every Day 

 B. About once a week 

 C. Hardly ever 

 

A. Every Day 

Advice/Insight: 

First of all, what does re-organizing mean to you? Are we talking…going through every 

file? Or straightening up and making sure your pens are easy to access? Re-Organizing is 

a good thing if the purpose is to make your space more usable and efficient. If you often 

find yourself re-organizing, ask yourself this: Are you re-organizing as unintentional 

procrastination?  

 

Tidying up is different than re-organizing. If you are really trading the place your 

calculator lives every single day, you are not giving yourself a chance to become intuitive 

in your workflow. You don’t want to waste time looking for something everyday 

because, well...it has moved and you can’t remember where it lives anymore.  

 

B. About once a week 

 

I’ve got some good news here. You are likely working efficiently. Re-organizing every 

week means that you are only having to make slight adjustments or responding to new 

things that come into your workspace – i.e. Someone dropped off some samples for you 

to look at for the month. This is going to keep things efficient because have probably 

already created a system and have committed to using it. Congrats! 

 

My advice to you is to keep doing what you are doing! Don’t get stuck on ‘once a week’ 

either. If things are going well, just focus on getting the work done – not that you ‘said’ 

you were going to re-organize once a week.  
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C. Hardly Ever 

 

Advice/Insight: 

If you never have to re-organize your desk it could be that everything is ‘perfect’ or you 

are really not being as productive as you could be.  

 

To see if it is time to re-organize, answer these questions: Do I waste time looking for 

things? If someone came into my office right now, what image would I be portraying? 

Someone who is professional? Sloppy? Only you know.  

 

Tool/Resource: 

To change this, here is your actionable step. Set up a time in your plans this week to 

really go through and organize your space based on making what you use the most, the 

easiest to access. Once you have an effective base you can work more in maintenance 

mode, which takes much less time and effort. If you notice yourself being annoyed by 

something being in your way more than twice, it’s time to take care of some of that stuff.  
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3. What does your workspace look like? 

A. Like a magazine - perfect 

B. As good as it can get – I’m working around my family/in a small area 

 C. It’s a disaster  

 

A. Like a Magazine – perfect 

 

Advice/Insight: 

Perfect, hey? Perfectly…functional? Perfectly…pretty? Perfectly efficient? I am glad that 

you love the way your office looks. It’s something that actually makes people more 

productive when they enjoy and are proud of their workspace. However, there are two 

things to consider here. The first: Is your workspace a reflection of you? Or are you 

trying to emulate the magazine, without inserting your unique style? This is important 

because being in business (like you are) needs to be authentic or it likely won’t last. You 

are the best you there could possibly be, so let your space include your personal style and 

preferences.   

 

The other thing to consider is that you need to make sure you are giving yourself 

permission to use all the beautiful perfectly placed items. Sometimes we don’t want to 

‘mess with perfection’ so we resist using things. Don’t save it. Use it and let it motivate 

you to produce even more wonderful products and services to your audience.  

 

Tools/Resource: 

If you think you may actually have perfectionist tendencies, I’ve got good news and not-

so good news. A study by Jackie Deuling (Assistant Professor of Psychology at 

Roosevelt University) found that perfectionism, if found to be ‘adaptive’, can serve as a 

motivator. However, she also identified some individual’s desire for perfectionism to be 

unhealthy if ‘maladaptive’. Which is when self-doubt becomes de-motivating. You can 

read more about the study in the Journal of Occupational and Organizational Psychology 

Volume 82, Issue 2, pages 349-367 if you want to learn more. You probably know which 



category you fit into, if any at all. Just keep an eye on it and be kind to yourself. No one 

is perfect.  

 

B. As good as it can get 

 

Advice/Insight: 

Your space is special but you would like it to be more organized, is that right? I know 

first hand how hard it can be working from a kitchen table or in-between school crafts 

and bills. If you have no choice except to work in a space that is less than ideal, a few 

things small steps can help your productivity.  

 

I advise setting some boundaries for your family while you are working since that time is 

precious and should not be interrupted. This is important because that time is going to be 

when you can get into the most productive workflow and produce stellar results for your 

audience.  

 

Also stay grateful for everything you DO have instead of focusing on what you don’t 

have. By identifying yourself in this category, I suspect you are already doing this 

because you have accepted the space that you have, right now.  

 

Tools/Resources: 

Keep clippings and screen shots of desks and workspaces that inspire you. You may not 

be able to afford that beautiful $400.00 chair just yet – but you will some day. Keeping 

Pinterest boards or any other visual reminders will hopefully remind you that beauty and 

inspiration can come from the things you surround yourself with.  
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C. It’s a disaster 

 

Advice/Insight: 

Ok baby. Time to stop. You may have a case of overwhelm happening so it’s time to take 

a step back. When you take a step back, you may say – “It may look messy to you, but it 

works for me”. Hey, I get it! Let me share something with you. When I am working on a 

design – it is not uncommon for me to have several reference books out, color swatches, 

my phone (Design-seeds.com!), a cup of tea, sticky notes, my binder…etc. Not the exact 

picture of beauty you may say. So, I understand the creative mind that may need to have 

‘stuff’ around. The key here is to identify how you feel about your ‘disaster’. Is it 

frustrating? Are you wasting time looking for things? When someone calls you for a 

quote do you have to dig around a pile of papers to find it? Answering these questions 

will help you see if you do indeed have a case of ‘Messy mind, messy office’, or it is just 

part of your creative process.  

 

Tool/Resource: 

Seejanework.com is an amazing and inspiring place to help you organize and find the 

tools that reflect your personality and find solutions for your desk if it is a disaster. Going 

to your local office supply store should also help you see how desks can be arranged and 

will give you even more options to de-clutter your space. 
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4. I learn best by… 

A. Reading/Text  

B. Visual Communication 

C. Auditory  

 

A. Reading/Text 

Advice/Insight: 

Go with your strength here. You have basically an unlimited supply of information on the 

web, the library, bookstores etc. Don’t spend your time highlighting, or making visual 

cues on the page if it won’t help you connect to the material more. Studies often referred 

to by Dan Miller (Author of ‘48 Days to the work you love’) reveal that if you get 

distracted during taking in information it can take up to 20 minutes to get back into 

optimal comprehension and retention mode. Crazy!  

 

Tools/Resources: 

If you are already a strong reader who can go through mounds of information easily –try 

to integrate that into your daily tasks and projects. Don’t get lost in Pinterest just because 

someone ‘told you’ you should be there.  

 

Everyone needs to learn so if you find the way that works best with your natural abilities 

and preferences, you are already well on your way to becoming more productive.  

You can learn a lot more about learning styles far beyond anywhere on the net by 

searching ‘Learning styles’.  
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B. Visual Communication 

Advice/Insight: 

Have you ever looked at a 100-page word document and felt scared? (Even if you enjoy 

the topic!) I have to admit – I have. It’s because I am so visual; I feel like I will 

immediately fall asleep or not understand the information. If you are anything like this, I 

can offer some information that will support you in retaining information so you can be 

more efficient. 

 

Surround yourself with visuals that inspire and make sense to you. If you must read long 

documents, make sure it is at the time of the day when you usually have the most energy. 

Break it up and give yourself little breaks, then dive back in.  

 

Tools/Resources: 

If you prefer to use the computer (or have to), I suggest using different text in your word 

documents to highlight or communicate in a way that resonates with you. You can also 

make use of the underline, bold and italics. 

 

Many visual learners also use paper. If you seem to remember things better when color is 

used, don’t be afraid to use mind maps or decorate your planners/day-timers with stickers 

and washi tape.   

 

C. Auditory 

Advice/Insight: 

If you take in information this, way you may already take advantage of the freedom that 

comes with being able to walk around and listen to audio books and webinars while 

playing with your dog or organizing your desk. While this can be good if you are a multi-

tasker, it may not be best for your focus.  

 

Closing your eyes my help you really take in information and then be able to act on it 

quicker because you are eliminating distractions and senses that may tempt you to do 

other things while learning.  
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If you are doing a physical task you may also want to put on some music with no words 

on to engage with and enjoy while you are performing that task. Because you are 

enjoying yourself, you will likely be motivated to keep going and accomplish the task.  

 

Tools/Resource: 

Podcasts are an amazing resource. If you are not familiar with podcasts, it is basically 

free on-demand radio programs that are specific to certain business. Sticher.com will 

connect you on any device or you can just look in the app store for podcasts.  

Your local library may also have audio programs available for you to borrow. Fun right? 

Audible.com also has audio books if you prefer to work that way.  

 

OVERVIEW 

 

Going through these questions, you will probably get the concept that productivity 

increases when you learn your strengths and natural abilities and then utilize them to 

achieve business goals and create an organizational system for yourself.  

 

Productivity also increases when you are connected to the materials and the motivation 

behind the action. Try and remember why you want to be productive and let that guide 

you into enjoying your business and reaching your amazing goals.  

 

 

 

Your Pretty
Pages

“Where business organization meets beauty”

Created especially for you by : 

www.yourprettypages.com
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