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How AI, Smart Workflows, and Strategic 
Thinking Can Elevate Your Leadership
Prelude to the Time Mastery Scorecard

Mastering your time isn9t just about getting more done4it9s about ensuring that what you do aligns with the outcomes you 

truly want. Whether you aim to lead more effectively, reduce stress, create space for strategic thinking, or improve work-life 
harmony, this scorecard will guide you toward achieving those goals with greater ease and fewer disruptions.

Your Time Mastery Score reflects how well your current habits, systems, and mindset support your ability to prioritize, 
focus, delegate, and recover efficiently. Rather than simply showing where you stand, this scorecard provides clear, 
actionable next steps tailored to your level.

How to Use This Scorecard:

Review your score category and read what it reveals about your current time habits.

Copy and paste the prompts provided in Time Mastery 2.0 book into your favorite LLM.  For best results, begin with the 

section you score the lowest in.

Identify 132 key steps where improvement will create the biggest ROI.

Use the Time Mastery 2.0 workbook's self-reflective and conversational questions to get clarity and build a custom 

action plan.

Leverage Cortex resources like the assessment, podcast, and expert coaching conversations and small group 

discussions to accelerate your progress.

This Scorecard is designed to help you reflect, realign, and take action. It works best when paired with the prompts 
provided in the book and the questions you will find in the accompanying workbook.  These will help you can track your 
insights, build new habits, and immediately apply what you learn to your week.



Category 1 (25355): At Risk
Your Time Mastery is at risk. You likely feel overwhelmed and reactive, struggling to manage competing priorities. You may 

lack a clear system to track, measure, or structure your time effectively. Distractions may consume a large portion of your 

day, and you likely find yourself frequently working on urgent but low-value tasks rather than strategic priorities.

1

Define Your Desired 
Outcome
Without a clear long-range goal, daily 
decisions feel chaotic. Define your 

one key outcome for the next 90 

days to guide your actions.

2

Build Your Non-
Negotiables
Identify three key priorities (career, 
health, relationships) that should 

come first in your schedule.

3

Start Small
Instead of overhauling everything at 
once, schedule a daily 10-minute 
reflection to assess what9s working 

and what9s not.

Your next step: Read the Cortex Time Mastery Article and Listen to the Deep Dive Conversation to help your recognize your 

time traps and start shifting toward proactive leadership.

Use the Time Mastery 2.0 Workbook to go deeper on this score. Start by reflecting on your results and completing the 

exercises for the step(s) where you scored lowest. The workbook will guide you through identifying next steps, habits to shift, 

and how to use AI or automation to support your growth. 



Category 2 (56-79): Emerging
You have foundational habits but lack consistency. You have some awareness of effective time strategies, but you likely 

experience frequent disruptions and struggle with follow-through. Some tasks are well-prioritized, but others fall through 
the cracks, leading to stress and inefficiency. You may feel like you are constantly playing catch-up.

1
Mapping & Measuring
Keep a 2-week time log to track where your time actually goes. This will reveal time drains and patterns of 

inefficiency.

2
Delegation & Elimination 
Identify 1-2 tasks you can remove or hand off this week. Even small adjustments can free up significant time.

3
Create an Ideal Weekly Plan
Structure your week with designated time blocks for deep work, meetings, and personal priorities.

Use the Time Mastery 2.0 Workbook to go deeper on this score. Start by reflecting on your results and completing the 

exercises for the step(s) where you scored lowest. The workbook will guide you through identifying next steps, habits to shift, 

and how to use AI or automation to support your growth.



Category 3 (80399): Developing
You are on the path to time mastery! You have solid scheduling and prioritization habits, but interruptions, inefficiencies, or 

energy fluctuations still impact your effectiveness. Your leadership rhythms are mostly in place, but some areas need 

refinement to help you reach peak efficiency.

Your Development Journey:

1
Time Metabolism
Identify your natural energy peaks and restructure your calendar accordingly. Schedule high-focus work when 

your brain is most alert.

2
Use Short Sprints
Instead of multitasking, work in intense, focused bursts with built-in recovery periods.

3
Track & Adjust
Spend 15 minutes weekly refining your time strategy. Look for patterns in your inefficiencies and address 

them.

4
Use AI & Automation
Identify one AI-driven tool that can streamline a recurring task and integrate it into your workflow.

Use the Time Mastery 2.0 Workbook to go deeper on this score. Start by reflecting on your results and completing the 

exercises for the step(s) where you scored lowest. The workbook will guide you through identifying next steps, habits to shift, 
and how to use AI or automation to support your growth.



Category 4 (100-109): Proficient
You have strong control over your time and energy. You have effective systems in place to manage your workload 

efficiently. You likely prioritize well, limit distractions, and maintain a structured schedule. However, there may still be 

opportunities to enhance automation, energy management, or delegation.

1
Refine Delegation
Offload more non-essential tasks to free up strategic thinking time.

2
Optimize Recovery Cycles
Ensure your rest and recovery are as structured as your work.

3
Leverage Advanced AI Tools
Explore AI-driven optimizations for decision-making, planning, or workflow efficiency.

4
Quarterly Deep Dive
Conduct an in-depth review of your time habits every 90 days to make necessary refinements.

Use the Time Mastery 2.0 Workbook to go deeper on this score. Start by reflecting on your results and completing the 

exercises for the step(s) where you scored lowest. The workbook will guide you through identifying next steps, habits to shift, 
and how to use AI or automation to support your growth.



Category 5 (1103125): Advanced Mastery
You are a high performer in Time Mastery! Your daily actions are closely aligned with your desired outcomes. Overwhelm 

is minimal, and you achieve consistent, measurable progress. You9ve likely mastered prioritization, delegation, automation, 
and energy management, allowing you to operate at a high level with ease.

1
2

3
4

These elements work together continuously to elevate both your expertise and your organization's Time Mastery capabilities.

Use the Time Mastery 2.0 Workbook to go deeper on this score. Start by reflecting on your results and completing the 

exercises for the step(s) where you scored lowest. The workbook will guide you through identifying next steps, habits to shift, 

and how to use AI or automation to support your growth.

Strategic Sprinting
Continue using short, focused work 

cycles to maximize results. Fine-
tune any inefficiencies as they arise.

Quarterly Checkpoints
Conduct big-picture reviews every 

90 days to ensure continued 
alignment with long-term goals.

Teach It
Leading a session on time mastery 

for your team or industry peers will 

reinforce your expertise while 
helping others succeed.

Expand Your AI Utilization
Stay ahead by exploring advanced AI 

tools that could further refine your 

efficiency.



Implementation Tips for Everyone

Step 1: Map & Measure 
Consistently
Leaders who track their time 

weekly are 3x more likely to 
achieve strategic goals (McKinsey 
& Company).

Step 2: Use Agile 
Methods
Plan in Quadrant II (important but 
not urgent) and execute in focused 
sprints.

Step 3: Prioritize 
Recovery to Prevent 
Burnout
High performers build intentional 
rest into their schedules. Research 

shows short recovery periods 
improve long-term efficiency.

Final Thought: Your time is your most valuable asset. Small improvements in how you manage your schedule and energy 

will compound over time and create massive impact in your leadership, performance, and well-being.

Use the Time Mastery 2.0  Book and Workbook to go deeper on this score. Start by reflecting on your results and completing 

the exercises for the step(s) where you scored lowest. The LLM prompts and workbook will guide you through identifying 

next steps, habits to shift, and how to use AI or automation to support your growth.


