Time Management and Self-Organization Knowledge Check

Time Management Foundations
1. What is a core benefit of effective time management?
A) Increases stress
B) Eliminates the need for breaks
C) Enhances productivity and life satisfaction
D) Reduces sleep hours
Answer: C

2. What does the Eisenhower Matrix primarily help with?
A) Multitasking
B) Scheduling breaks
C) Task prioritization
D) Financial planning
Answer: C

3. The Pomodoro Technique consists of how many minutes of focused work?
A) 10
B) 25
C) 45
D) 60
Answer: B

4. What cognitive bias leads people to underestimate how long a task will take?
A) Confirmation bias
B) Planning fallacy
C) Anchoring effect
D) Time blindness
Answer: B

5. What is a sign of “Time Poverty”?
A) Plenty of free time
B) Chronic underestimation of resources
C) Constant busyness despite having 24 hours like everyone else
D) Overscheduling others
Answer: C

6. Which strategy promotes awareness of how time is spent?
A) Ignoring time logs
B) Random scheduling
C) Tracking daily activities
D) Eliminating plans
Answer: C

7. What does mindfulness help with in time management?
A) Wasting more time
B) Distracting from goals
C) Managing time perception challenges
D) Avoiding structure
Answer: C

8. SMART goals are NOT:
A) Measurable
B) Random
C) Time-bound
D) Achievable
Answer: B

9. What is a primary principle of time-blocking?
A) Avoid planning
B) Assign fixed periods to specific activities
C) Do everything at once
D) Never take breaks
Answer: B

10. Scheduling tools like calendar apps serve to:
A) Limit your schedule
B) Structure your day efficiently
C) Distract from important work
D) Replace personal assistants
Answer: B

11. Behavioral conditioning supports time management by:
A) Avoiding change
B) Reinforcing inefficient habits
C) Building productive routines
D) Discouraging structure
Answer: C

12. Effective time management is important for all except:
A) Thriving in fast-paced research
B) Reducing anxiety
C) Decreasing performance
D) Increasing output
Answer: C

13. The purpose of setting the course vision is to:
A) List assignments
B) Remove structure
C) Foster innovation and lab skills
D) Create random goals
Answer: C 

14. Why is structured planning emphasized?
A) To increase disorganization
B) To minimize hands-on learning
C) To increase task follow-through
D) To remove creativity
Answer: C 

15. What mindset supports successful time use?
A) Fixed mindset
B) Growth mindset
C) Scarcity mindset
D) Passive mindset
Answer: B

16. A daily planner helps with:
A) Encouraging multitasking
B) Avoiding daily reflection
C) Structuring goals into manageable steps
D) Ignoring time boundaries
Answer: C

17. Time management helps individuals:
A) Increase social isolation
B) Avoid responsibility
C) Achieve goals with less stress
D) Focus on unimportant tasks
Answer: C

18. What is a key cause of inefficiency in time use?
A) Having a to-do list
B) Not having goals
C) Lack of structured systems
D) Having a calendar
Answer: C

19. One way to eliminate inefficiency is to:
A) Increase meetings
B) Add more deadlines
C) Use structured planning tools
D) Work without breaks
Answer: C

20. What should learners expect from this curriculum?
A) Less responsibility
B) Random content
C) Clear structure and innovation support
D) Undefined learning goals
Answer: C 

Goal Setting and Prioritization
21. Why are goals important in time management?
A) They reduce productivity
B) They provide direction and motivation
C) They create confusion
D) They slow down workflow
Answer: B 

22. According to studies, people are how much more likely to achieve written goals?
A) 10%
B) 25%
C) 42%
D) 67%
Answer: C 

23. What does the “M” in SMART goals stand for?
A) Meaningful
B) Motivational
C) Measurable
D) Modern
Answer: C

24. Which SMART element ensures deadlines are included?
A) Specific
B) Time-bound
C) Achievable
D) Relevant
Answer: B

25. Which prioritization method groups tasks by urgency and importance?
A) Ivy Lee Method
B) Pomodoro
C) Eisenhower Matrix
D) Mind Mapping
Answer: C 

26. What does the 80/20 rule imply?
A) 80% of people are productive 20% of the time
B) Focus on 80 tasks daily
C) 80% of results come from 20% of efforts
D) 20% of goals are irrelevant
Answer: C

27. The Ivy Lee Method requires:
A) Finishing all tasks simultaneously
B) Ranking six tasks for the next day
C) Writing a monthly calendar
D) Delegating all tasks
Answer: B 

28. SMART goals must be:
A) Vague and open-ended
B) Simple and passive
C) Structured and focused
D) Broad and general
Answer: C

29. Which of the following is an example of a SMART goal?
A) “Get better at time management.”
B) “Finish reading one chapter of my textbook by 3 PM today.”
C) “Start thinking about goals eventually.”
D) “Do more tasks somehow.”
Answer: B

30. What framework helps reduce distractions while focusing on meaningful outcomes?
A) Mind Wandering Method
B) Random Scheduling
C) Goal Alignment Map
D) Prioritization strategies like Eisenhower and 80/20
Answer: D

31. Setting unrealistic goals may cause:
A) Increased motivation
B) Burnout and discouragement
C) Better results
D) Task automation
Answer: B

32. Relevant goals should:
A) Please other people
B) Stay disconnected from long-term objectives
C) Align with your broader life aspirations
D) Change daily
Answer: C

33. “Finish one assignment before checking email” is an example of:
A) Eisenhower Matrix
B) Pomodoro Technique
C) Goal Prioritization
D) Ivy Lee execution
Answer: D

34. Setting measurable goals enables:
A) Ambiguity
B) Denial of progress
C) Tracking progress
D) Avoiding evaluation
Answer: C

35. A common outcome of poor prioritization is:
A) Clear direction
B) Overwhelmed workload
C) Enhanced focus
D) High productivity
Answer: B

36. What helps ensure steady progress toward large goals?
A) Ignoring metrics
B) Breaking objectives into actionable steps
C) Doing the easiest tasks only
D) Multitasking frequently
Answer: B

37. Goals that are time-bound have what advantage?
A) They can be delayed forever
B) They don’t need reflection
C) They encourage focus and urgency
D) They eliminate creativity
Answer: C

38. Which method can support daily execution toward big goals?
A) Vague intentions
B) Avoiding daily lists
C) Writing six clear tasks each night
D) Doing multiple things at once
Answer: C

39. Which type of goals increase the likelihood of personal success?
A) SMART
B) General
C) Vague
D) None
Answer: A

40. What happens when goals and priorities align?
A) Confusion
B) Fragmentation
C) Focus and momentum
D) Reduced motivation
Answer: C


Planning and Scheduling
41. What is one reason people lose time?
A) Procrastination
B) Poor social skills
C) Not planning ahead
D) Avoiding feedback
Answer: C 

42. What does time-blocking help prevent?
A) Focus
B) Structure
C) Distraction and aimlessness
D) Task review
Answer: C

43. Batch processing refers to:
A) Delegating all work
B) Grouping similar tasks
C) Avoiding similar tasks
D) Ignoring task categories
Answer: B 

44. What is the 2-Minute Rule used for?
A) Time travel
B) Delaying short tasks
C) Completing quick tasks immediately
D) Breaking large goals
Answer: C

45. What improves follow-through on scheduled tasks?
A) Passive intention
B) Random reminders
C) Specific written plans
D) Ignoring deadlines
Answer: C 

46. Why are breaks important in scheduling?
A) They cause distraction
B) They reduce fatigue and boost focus
C) They delay productivity
D) They waste time
Answer: B

47. What is a pitfall of overloading a schedule?
A) More energy
B) Increased breaks
C) Missed commitments
D) Creative freedom
Answer: C

48. How can people make schedules more realistic?
A) Add extra work
B) Leave buffer time
C) Avoid any breaks
D) Schedule distractions
Answer: B

49. What is a common mistake in rigid scheduling?
A) Flexibility
B) Forgetting to adjust for changes
C) Prioritizing goals
D) Using a calendar
Answer: B

50. Why does structured planning reduce stress?
A) It limits creativity
B) It causes micromanagement
C) It creates predictability
D) It encourages last-minute work
Answer: C

51. The 2-Minute Rule applies when:
A) Task is complex
B) Task will take longer
C) Task is fast and doable
D) Task is optional
Answer: C

52. People who plan when and where to do tasks are more likely to:
A) Forget them
B) Avoid them
C) Follow through
D) Procrastinate
Answer: C

53. Scheduling improves performance by:
A) Increasing randomness
B) Reducing structure
C) Making tasks actionable
D) Removing deadlines
Answer: C

54. What does “flexible planning” mean?
A) Canceling plans
B) Rescheduling as needed
C) Skipping to-do lists
D) Avoiding structure
Answer: B

55. Scheduling with no buffer leads to:
A) Calm and ease
B) Time flexibility
C) Increased stress
D) More accuracy
Answer: C

56. Long-term planning is best achieved by:
A) Only planning weekly
B) Breaking goals into manageable chunks
C) Ignoring progress
D) Avoiding schedules
Answer: B

57. What enhances consistency in time use?
A) Unpredictable tasks
B) Structured routines
C) Random assignments
D) Ignoring planning
Answer: B

58. Time-blocking helps with:
A) Avoiding task switching
B) Encouraging distractions
C) Keeping plans vague
D) Doing too much at once
Answer: A

59. What’s a risk of poor energy management in scheduling?
A) Increased motivation
B) Peak productivity
C) Burnout
D) Efficient flow
Answer: C

60. Which technique is most helpful for repetitive tasks?
A) Random choice
B) Time-blocking
C) Batch processing
D) SMART goals
Answer: C

Productivity Techniques
61. What is the core principle of productivity?
A) Working longer hours
B) Multitasking constantly
C) Working smarter, not harder
D) Doing everything at once
Answer: C 

62. Cognitive switching refers to:
A) Changing computer screens
B) Changing tasks frequently
C) Managing energy
D) Delegating tasks
Answer: B

63. What percentage of productivity can multitasking reduce?
A) 10%
B) 25%
C) 40%
D) 75%
Answer: C 

64. The Pomodoro Technique involves:
A) An hour of uninterrupted work
B) Short bursts of focused work followed by breaks
C) Delegation of all tasks
D) Multitasking between meetings
Answer: B

65. What is the typical duration of a Pomodoro work session?
A) 15 minutes
B) 25 minutes
C) 35 minutes
D) 50 minutes
Answer: B

66. Single-tasking improves:
A) Distraction tolerance
B) Concentration and deep focus
C) Avoidance
D) Task switching speed
Answer: B

67. The 80/20 Rule can help by:
A) Spreading efforts equally
B) Focusing on high-impact tasks
C) Ignoring lesser tasks
D) Doing more with less feedback
Answer: B

68. Which of the following reduces productivity?
A) Structured work
B) Deep focus
C) Task batching
D) Frequent switching
Answer: D

69. Energy management helps with:
A) Scheduling only in the morning
B) Aligning tasks with natural energy rhythms
C) Doing everything at night
D) Avoiding structure
Answer: B

70. Which strategy helps avoid energy slumps?
A) Multitasking
B) Constant screen time
C) Timing tasks based on peak energy
D) Ignoring hunger
Answer: C

71. Productivity increases when:
A) You work endlessly
B) You take no breaks
C) You identify what matters most
D) You do all tasks at once
Answer: C

72. What is a common productivity pitfall?
A) Focusing on top priorities
B) Ignoring distractions
C) Procrastination
D) Planning breaks
Answer: C

73. “Do Not Disturb” sessions are helpful for:
A) Avoiding rest
B) Increasing distractions
C) Supporting deep work
D) Micromanaging
Answer: C

74. What helps overcome procrastination in productivity?
A) Waiting for motivation
B) Large goal lists
C) Micro-goals
D) Task switching
Answer: C

75. Why should you limit multitasking?
A) It boosts creativity
B) It drains cognitive energy
C) It helps memory
D) It improves energy
Answer: B

76. A common myth about productivity is:
A) More hours = better output
B) Energy rhythms matter
C) Short breaks help
D) Focused work is efficient
Answer: A

77. Scheduling low-energy tasks during energy dips is an example of:
A) Time blocking
B) Smart energy use
C) Task avoidance
D) Multitasking
Answer: B

78. Structured workflows result in:
A) Burnout
B) Less control
C) Optimized output
D) Delays
Answer: C

79. Which of these is not a productivity technique in the curriculum?
A) Pomodoro
B) 80/20 Rule
C) Do-Nothing Method
D) Single-tasking
Answer: C

80. Optimizing productivity is mainly about:
A) Avoiding tasks
B) Doing more things
C) Focusing on meaningful work
D) Juggling multiple priorities
Answer: C

Overcoming Procrastination
81. Procrastination is:
A) Productive
B) A universal challenge
C) A time-saving habit
D) Encouraged by planning
Answer: B 

82. What is the “instant gratification trap”?
A) Delaying pleasure
B) Preferring long-term rewards
C) Choosing immediate pleasure over future benefit
D) Ignoring short tasks
Answer: C

83. Perfectionism can lead to:
A) Completion
B) Creativity
C) Avoidance and fear of failure
D) Timely delivery
Answer: C

84. Overwhelm from large tasks can cause:
A) Momentum
B) Procrastination
C) Increased focus
D) Prioritization
Answer: B

85. What helps reduce anxiety from big tasks?
A) Ignoring them
B) Breaking them into micro-actions
C) Delegating them
D) Scheduling later
Answer: B

86. What is the core idea of the 2-Minute Rule?
A) Start only if it’s important
B) Delay for 2 minutes
C) Do it now if it takes under 2 minutes
D) Plan it for later
Answer: C

87. Implementation intentions refer to:
A) Passive goal-setting
B) Focusing only on goals
C) Planning when and where you’ll act
D) Ignoring distractions
Answer: C

88. The 5-Second Rule helps by:
A) Avoiding action
B) Thinking too long
C) Acting quickly before hesitation
D) Delaying tasks
Answer: C

89. Which of these is NOT a cause of procrastination listed in the curriculum?
A) Task overwhelm
B) Instant gratification
C) Excessive organization
D) Fear of failure
Answer: C

90. Which strategy is based on counting down from five to act?
A) Time-blocking
B) Eisenhower Matrix
C) 5-Second Rule
D) SMART goals
Answer: C

91. Momentum in task completion often leads to:
A) Increased procrastination
B) Burnout
C) More motivation
D) More task switching
Answer: C

92. Taking immediate small steps builds:
A) Delay
B) Motivation
C) Confusion
D) Long breaks
Answer: B

93. Procrastination often results from:
A) Energy management
B) Perfect task design
C) Fear and avoidance
D) Good planning
Answer: C

94. What supports overcoming the fear of starting?
A) Avoiding responsibility
B) Mental rehearsal
C) Immediate action
D) Delegating more
Answer: C

95. A good anti-procrastination habit is:
A) Waiting for the right moment
B) Starting small
C) Thinking about everything at once
D) Constantly adjusting
Answer: B

96. One reason people avoid tasks is:
A) Clear instructions
B) Supportive tools
C) Lack of structure
D) Encouraging feedback
Answer: C

97. Which concept involves pre-deciding the context of a task?
A) Procrastination cycle
B) Energy cycling
C) Implementation intentions
D) SMART planning
Answer: C

98. What is one of the fastest ways to break procrastination inertia?
A) Start with an easy micro-action
B) Avoid starting
C) Wait for deadlines
D) Analyze indefinitely
Answer: A

99. A strong predictor of overcoming procrastination is:
A) Intrinsic motivation alone
B) Task pressure
C) Structured routine + action
D) More meetings
Answer: C

100. Long-term success in time use comes from:
A) External pressure
B) Endless planning
C) Momentum and structure
D) Avoiding reflection
Answer: C

