CAREER DEVELOPMENT PORTFOLIO
DEMONSTRATING YOUR TIME-MANAGEMENT SKILLS
List all the factors involved in time management. Indicate how you would demonstrate them to employers. Add this page to your Career Development Portfolio.
	
	Areas
	Your Demonstration
	

	
	Dependability
	Haven’t missed a day of work in my job.
	

	
	Reliability
	
	

	
	Effectiveness
	
	

	
	Efficiency
	
	

	
	Responsibility
	
	

	
	Positive attitude
	
	

	
	Persistence
	
	

	
	Ability to plan and set goals and priorities
	
	

	
	Visionary
	
	

	
	Ability to follow through
	
	

	
	High energy
	
	

	
	Ability to handle stress
	
	

	
	Ability to focus
	
	

	
	Respect for others’ time
	
	

	
	Ability to overcome procrastination
	
	

	
	Reputation as a doer and self-starter
	
	

	
	
	
	


