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How Do You Spend Your Work Day? 

Hours left in your workday: ________ 

Daily Activities: Hours spent 

Meetings:   

Telephone (Placing & Receiving):   

Email (Placing & Receiving):   

Actual Job Specific Duties:   

Networking:   

Future Planning:   

Completing Past Tasks:   

Ongoing Projects:   

Training:   

Other ___________________:   

Other ___________________:   

 
 


