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 I USED TO HAVE A HANDLE ON LIFE, 
BUT IT BROKE!  

Strategies for Saving Time, Reducing Stress, Boosting 
Efficacy and Enjoying your Job More! 
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PRELIMINARY SELF- CHECK 
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How Does 
Stress Impact 

You?

How do you know when you are stressed?

What do you do about that?
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GOALS WORKSHEET  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Regularly check back with this list.  Are your actions consistent with the priority 
ratings you have given your goals?  If not, you need to re-think your action plan.  If 
these are your true priorities, then postponing or overlooking them –  no matter what 
the excuse –  will eventually translate into frustration at work and els ewhere. 
 

Work -Related Goals     Personal Goals 
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DEVELOPING YOUR GOALS  
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MY GOALS
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MASTER LIST  
 
 
 
 
 

Date Created________________ 

                  Task                                         Priority   Complete By 

I HEAR YOU ARE DOING GREAT 
THINGS! 
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Organiz e your Work Spaces  

 
The Top of Your Desk  

�‡Schedule
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Dealing with Difficult People  
 
 
Difficult People:  

•have a choice of how they behave and treat others. 

•do not become difficult overnight. 

•are reinforced for being difficult.  
   Your most powerful tool is understanding that their goal is to manipulate you into doing what they 
want!  (Don’t let them!) 
 
REMEMBER:  You cannot control the behaviors of others – you can only control your OWN behavior 
in response to them. 
“Fix it for me” People   
(whiners/complainers)   
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Proactively Manage Stress  
 

�™ Don’t take responsibility for things that are not under your control 

�™ Focus your efforts on what works  

�™ Don’t waste time on Needless Opposition (Pick your Battles)  

�™ Don’t live in an imagined future (the “if only” trap) 

�™ Learn to say “no” with a smile  

�™ Support one Another  
”I hear you are doing great things!”  

 
�™ Tune into your responses to stress  

�™ Remove Yourself from Stress ful Situation  

�™ Vent your feelings  

�™ Counteract Stressful Thoughts with Positive Ones  

�™ Spend More Time with Significant Others  

�™ Count Your Blessings  

�™ Take Time To Do Things you Enjoy  

�™ Regularly Engage in Physical Activity  

�™ Associate with other positive people 

�™ Laugh! 
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Take the Stress Quiz  
How Stressed Are You? 

 

Rate yourself as to how you typically react in each of the situations listed below.  
 4 = Always                3 = Frequently               2 Sometimes                  1 Never 

   

____ 1. Do you try to do as much as possible in the least amount of time?  

____ 2. Do you become impatient with delays or interruptions?  

____ 3. Do you always have to win at games to enjoy yourself?  

____ 4. Do you find yourself speeding up the car to beat the red light?  

____ 5. Are you unlikely to ask for or indicate you need help with a problem?  

____ 6. Do you constantly seek the respect and admiration of others?  

____ 7. Are you overly critical of the way others do their work?  

____ 8. Do you have the habit of looking at your watch or clock often?  

____ 9. Do you constantly strive to better your position and achievements?  

____ 10. Do you spread yourself "too thin" in terms of time?  

____ 11. Do you have the habit of doing more than one thing at a time?  

____ 12. Do you frequently get angry or irritable?  

____ 13. Do you have little time for hobbies or time by yourself?  

____ 14. Do you have a tendency to talk quickly or hasten conversations?  

____ 15. Do you consider yourself hard-driving?  

____ 16. Do your friends or relatives consider you hard-driving?  

____ 17. Do you have a tendency to get involved in multiple projects?  

____ 18. Do you have a lot of deadlines in your work?  

____ 19. Do you feel vaguely guilty if you relax and do nothing during leisure?  

____ 20. Do you take on too many responsibilities?  

 

_____ TOTAL SCORE 
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ANSWER KEYS 
 
 

Quiz A:  Stress Quiz 
  
 

Score 20 to 30 = life lacks stimulation.  
 
 Score 31 to 50 = good balance in ability to control stress.  
 
 Score 51 to 60 = stress level bordering excessively tense.  
 
 Score 61+ = tend to be highly stressed. 
 

Reference for Online Stress Quiz: 
 http://www.arc.sbc.edu/stressquiz.html 

 
 
 

 
 
 

Quiz B: Time Management and Organization Quiz 
 
 

• Mostly “A” Answers:  You are better than most people in meeting deadlines effectively 
and most likely enjoying a high percentage of success. 
 

• Mostly “B” Answers:  In attempting to meet deadlines, you are probably easily 
sidetracked.  On the positive side, there is a great deal of room for improvement. 
 

• Mostly “C” Answers:  It is clearly time to re-evaluate your current procedure for 
reaching deadlines before you suffer negative consequences. 
 



S. Robertson,  
October, 2012 

 
References and Recommended Resources 

 
• Allen, D. (2001).  Getting Things Done:  The Art of Stress Free Productivity.  Penguin Press.  New York. 

• Aslett, D. (1998).  How to Handle 1000 Things at Once.  Marshcreek Press. 

• Carlson, R. (1998)  Don’t Sweat the Small Stuff at Work.  Hyperion Books. 
 

• Clevenger, L. (2010).  2 Steps to Daily Organization.  Retrieved July 15, 2011 from biznik.com/articles.   

• Craig-Hart, S. (2008).  5 Steps To Being More Productive Each Day.  Retrieved 8-24-2011 from 
biznik.com/articles. 

• Davidson, J. (1999).  Managing Your Time.  Alpha Books.  USA. 

• Lundin, S. Paul, H. & Christensen, J. (2000).  Fish! Hyperion Books 
 

• Helgesen, S. (2001).  Thriving in 24/7.  Free Press.  New York. 

• Hemsath, D. & Yerkes, L. (1997)  301 Ways to Have Fun at Work.  Berrett-Koehler Publishers, Inc. 
 

• Juliano, T. (2010).  Is Time Working For You Or Are You Enslaved By The Madness?  Retrieved 9-11-
2011 from biznik.com/articles.   

• Lively, L. (1999).  The Procrastinator’s Guide to Success.  McGraw-Hill.  USA. 

• Loflin, J. & Musig, T. (2007).  Juggling Elephants.  Penguin Group.  USA. 

• Mayer, J. (1991).  If You Haven’t Got Time To Do It Right, When Will You Find The Time To Do It Over.  
Simon & Schuster.  New York. 

• Morrison, J. (2010).  Stop Being Too Much to Too Many.  Retrieved 9-25-2011 from 
biznik.com/articles.   

• Stone, H. K. (October 16, 2009).  The “I Hate Time Management Program”.  Achieve Max, Inc.  
Available for purchase from achievemax.com.   

• Wankat, P. (2001) The Effective Efficient Professor.  Allyn & Bacon 

 



 


	IIUP HANDLE HANDOUTS
	stress affect
	IUP%20Handle%20Hanouts[1]

	Creating Change to Meet Personal and Professional Goals



