Chapter 2 

Self-Assessment

How Good Are Your Planning Skills?

Read the following statements carefully. Select the number on the response scale that most closely reflects the degree to which each statement describes you. Review your total points and prepare a brief action plan for self-improvement. Be ready to report your score for tabulation across the entire group.

1. I can read the organization’s vision, values, mission, and strategy and see how my department fits into that picture.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

2. I know, and could explain to an employee, the difference between a policy, a procedure, and a regulation.
Good Description

Poor Description
10     9     8     7     6     5     4     3      2     1

3. Once my plans are in place, I recognize the need for an associated set of controls.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

4. I am familiar with the nature of policies and know when I could change them.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

5. I could construct goals for my department that incorporate the suggested guidelines.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

6. I can differentiate between standing and single-use plans. 
Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

7. I am effective at answering the six “W” questions in planning (what, why, where, when, how, and who).

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

8. I recognize that employees may resist my cost-cutting efforts, and I search for ways to reduce their resistance.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

9. I actively seek to reduce costs through both direct (e.g., wise spending) and indirect (e.g., space-saving) methods.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

10. I view cost control as resting on a “three-legged stool,” with inputs from other supervisors and writers, my employees, and staff departments.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1

