Telework Assessment for Employees
“Are You Ready for Telework?” 

Are you considering becoming a teleworker and leaving the office to join the “mobile workforce”? Teleworking can be a rewarding experience, but it’s not for everyone. Your individual work style, telework environment, job duties and even your personality can all play a role in determining whether or not your telework arrangement will be a success. Complete this questionnaire for a closer look at these factors, and find out if telework is right for you. 
	QUESTION
	YES
	NO

	1. Do you spend most of your time working at a desk/ workstation?
	
	

	2. Does your job involve large blocks of time where you are working independently of others?
	
	

	3. Do you conduct the majority of work-related communication via phone and/or email?
	
	

	4. Does your job require minimal in-person communication and face-to-face meetings?  
	
	

	5. Are you able to work effectively without close supervision?
	
	

	6. Do you have strong skills in planning, organizing, and prioritizing work?
	
	

	7. Do you have strong communication skills?
	
	

	8. Do you have strong problem-solving skills? 
	
	

	9. Have you demonstrated the ability to manage your time effectively and consistently meet deadlines?
	
	

	10. Do your job duties include clearly defined tasks? 
	
	

	11. Do you have specific job performance measures that can be measured without being present in the office?
	
	

	12. Are you able to work effectively without frequent face-to-face communication and in-person collaboration with your peers?
	
	

	13. Do you have a good working relationship with your supervisor?
	
	

	14. Do you have good working relationships with your colleagues?
	
	

	15. Can you attend meetings remotely through teleconferencing, video calls, or online meeting services?
	
	

	16. Do your job duties involve minimal information security risks? Or, are you able to work from home via a secure link?
	
	

	17. Do your job duties involve minimal environmental, health, and safety risks?
	
	

	18. Does your telework space at home offer enough room and privacy to work and concentrate without interruptions?
	
	

	19. Will you have access to all the technology, equipment, and technical support you need to do your job effectively while teleworking?
	
	

	20. Have you made dependent care arrangements for the hours when you will be teleworking? (e.g., child care, elder care, or care of any dependent adults) (write NA if not applicable)
	
	


If you have answers 75% or more of these questions “Yes”, we recommend you talk with your manager about teleworking 1 or more days per week.
