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Objectives:

· Learn why goal setting is so important
· Learn the steps to effective goal setting

· Practice setting goals

· Use Microsoft Outlook to manage your goals
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The process of setting goals helps in choosing what you want to accomplish in your professional and personal life. By knowing exactly what you want to achieve, you can then plan and utilize your energy accordingly.

More than this, a properly set goal can be highly motivating.  And as you get into the habit of setting and achieving goals, you will soon experience an increased confidence that will propel you ahead in your career and your life.

The philosopher Aristotle said, "First, you must have a definite, clear, practical ideal; a goal, and an objective. Second, have the necessary means to achieve your ends, wisdom, money, materials, and methods. Third, adjust all your means to that end"
In order to set meaningful goals you must clearly define and understand those principles that matter most to you. These principles are called values. What are the driving factors in your life? Listing your values allows you to achieve your goals in the manner in which is acceptable to you. These values then become your creed or belief system to achievement in your life.
	List your values--what is most important to you?

	
	

	
	

	
	

	
	

	
	


Goal Setting Steps at a Glance:

1. Choose and define your goal and stay focused on it 
2. Produce a desire to achieve your goal 
3. Develop a self-belief attitude 
4. Set a deadline to achieve your goal 
5. Produce a vision of achievement
6. Define the milestones 
7. Define tasks to achieve the milestones 
8. Identify obstacles
9. Identify resources
The Steps:
Step 1: Choose and define your goal and stay focused on it: 
When it comes to choosing a goal, you might have many, but you must prioritize them. Take paper and pen and write down all the goals you have and decide which are the most important. The simple idea is to set a timeline for only the goals you know you can accomplish in a realistic time frame. This will allow you to focus on the priorities that you set. Keep the goals recorded for a future time when you reprioritize based on your goal completion and succession. The key to goal setting is staying focused. As you practice making, prioritizing, and completing your goals, then your ability to focus on a greater number of goals will increase. Think of this as exercising your achievement capacity.

	Record a few goals then prioritize them and decide which one is most important:


	

	

	

	


Step 2: Produce a passion to achieve your goal: 

Passion is what that keeps us working when everyone else is done. It is passion that keeps us thinking, keeps us busy, and keeps us working with persistence every day. You can think of it as the fuel that ignites you to achievement. If you lack the passion to complete a goal consider reprioritizing and coming back to it later. As you work on necessary tasks that you are less passionate about, relate them to your overriding purpose and passion or to your personal or company mission statement.

Take a minute and think about a goal that you've set for yourself and ask yourself how committed you are to achieve that goal. The next question to ask is "Am I committed to this goal no matter the challenge or obstacle"?

If the answer is yes, then you are ready to charge ahead and don’t look back. A true desire is essential to goal achievement.

	Select one of your goals to start working on. Ask yourself: Am I committed to this goal? Why?
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Step 3: Develop a self-belief attitude: 

Whatever the mind can conceive and believe, it can achieve. If you take this statement to heart you can easily understand that, if you conceive and believe, you can achieve. This concept of "conceive and believe" can dramatically change your behavior. When X-Games motocross rider Brian Deegan was asked how he first comes up with a dangerous jump he said “If I can see myself doing it in my mind I know I can do it in a competition.” 
Another part of the self-belief attitude is to practice proper self talk. We all talk inwardly, as a normal part of daily decision making, planning or just relaxing. The key skill to master is to self talk always in positive terms and positive outcomes. When faced with challenges self talk should sound like problem solving. 
	Finish this statement: I believe I can accomplish this goal because….



	

	


Step 4: Set a deadline to achieve your goal:
Having a deadline helps you to plan your time, energy, efforts and concentration in a very systematic way. Once you have set a deadline, work until you are finished. Fight the temptation to allow your time to be filled with unimportant activities that do not contribute to your goal. Instead identify your tasks based on your goals. Then work towards finishing those tasks in a predetermined time frame. 

	When will I start:


	

	When will I finish:


	


Consider the following two situations as illustrations:

Situation 1, you have been assigned a job/task and you do not have a deadline to complete it. 

Situation 2: Same job is assigned to you with a realistic deadline and you finished it. 

Which situation is more appealing? 
Most would say the second scenario. 

Time oriented tasks yield psychological and emotional rewards. In addition you become more valuable to your company when you achieve more in the time given to accomplish the purpose that you are on the payroll for.
What are your Top Payoff Activities?
While this is not considered a step to goal setting, knowing why you are on the payroll helps you to set your goals based on your current role within your department and company. 
	Calculate what your time is worth, while on “the clock”:

	Annual salary divided by weeks in the year
	

	Weekly wage divided by days worked in the week
	

	Daily wage divided by hours worked in the day
	


This exercise shows what your time is worth to your employer. Now ask yourself what your top payoff activities are.  Meet with your supervisor to make sure that you’re on the right track. These are the activities that the company receives the highest value from. 

The same principle applies to your time “off the clock”. Identify the goal and top payoff activities. Apply a time line.  Then work at it until you are finished.

Step 5: Produce a vision of achievement:
Begin to see your goal as if it is already complete. Imagine the benefits that you will realize once your have achieved the milestone, the tasks, and ultimately your goal. When you learn to envision your completed goal you will begin to shape your attitude toward the time you have available to achieve it. This principle will then motivate you to continue to define more goals and move you to continue reaching for harder accomplishments. 
Seeing your goal as if it is complete also reduces the effects of discouragement due to setbacks or miscalculating timelines. It can be easy to get discouraged but continuing to practice seeing your goal as a finished product of your determination will keep you enthusiastic.
Writing down your goals is the first step to making them happen. Always keep your list up to date and ready to review:
· Write them down

· Read them daily (at least)

· Memorize them (know them intimately)

· Break them into small action steps

· Attach a time frame to each one

See your dreams as reality. Believe that you can make them happen! Then do it!

	I can see my goal happen – Describe how you see your goal being accomplished:


	

	

	

	

	

	

	

	


Step 6: Define milestones:
Now make milestones to your Goal. A milestone is a significant point to the completion of your goal. Milestones tell you that your goal is closer than when you started. Like when you are on a long hike and the map tells you that once you pass a certain landmark you have a definite number of miles to finish. 

It's always a best practice to divide the goal into milestones. For many of us, we do not achieve a goal, just because it appears overwhelming when we think of it. When we divide a big task into small tasks, it becomes easy for us to finish each task. Milestones are easier to achieve and they show progress. When you see progress, you will be energized to do more.
Plan and adjust your task list based on the actual outcome of each milestone. You will learn from mistakes and success. Use this experience to improve your processes as you move ahead toward achieving your goal.

The loftiest accomplishment is done one task at a time. Weather I am walking around the block or climbing Mount Everest. I do it one step at a time. 

	Break your goal into milestones:


	

	

	

	

	

	


Step 7: Define tasks to achieve milestones:
Once you break the overall goal down into milestones, do this again to create smaller tasks to achieve one by one.

Make sure to list all the tasks, even those you think can be done in minutes. This will allow you to know that when you have extra time you know exactly what you are going to do with it.

Now when you have listed each and every task you have to perform with deadlines set, its time for real action. Sort the tasks according to your due date, importance and ease of completion. 
Once you finish a task, mark it as completed and don't forget to put the date of completion. Also, record major interruptions in order to determine if they may be removed in the future. Track when it was supposed to be finished, compared to when you actually finished it. 
This task list is going to help you monitor your progress. It should be easy to read and should give you a clear picture of tasks already completed and the tasks yet to be completed. 
This part of the process will keep you motivated. Every completed task will motivate you to complete the next. Keep on finishing your milestones and finally achieve you ultimate goal.
	Record your first task list for one of your milestones:



	

	

	

	

	

	

	

	


Step 8: Indentify obstacles:
The best way to keep things form getting in the way is to know the things that may get in the way. Sometimes things happen that are out of our ability to control. When this happens, modification of a task may be required. This is inevitable, but don’t get discouraged. Remember your commitment to the goal. Adjust and move ahead. If the obstacle is in your power to control, make the necessary changes immediately. If not, do what is necessary to build relationships that will remove or work around the obstacle.
	List some possible obstacles:
	

	
	

	
	

	
	

	
	


Step 9: Indentify your resources:
Don’t go solo. Welcome help from others so that you build a network of resources. Achieving your goals will be much more valuable and meaningful when you have people that appreciate all the work involved along the journey. Every goal setter needs a mentor to learn from as well as a student to teach. Some people refer to this principle as “Sowing and Reaping” or the idea that you get out of life what you put into it.

Figure out what tools or material you will need to accomplish your goals. Have everything you need available when you need it and where you will need it. The Best craftsmen always know what they need to produce a top quality product. So should you.

	Things I need:
	

	
	

	
	

	
	

	People I need:
	

	
	

	
	

	
	


Goals are the lifeblood of productivity. Write them often, write them clearly, and commit them to memory. You are the only limitation to accomplish more today than you did yesterday. 

There was a 75-year-old man that decided to go to back to college and get his PhD. His family and friends asked why he would do this saying, “Why don’t you just enjoy your retirement? You will be almost 80 by the time you finish.” To which he replied, “Because I’m not finished. My career and retirement were my last major goals. This one is still on my list. Besides, if I live that long I will be 80 in five years either way. I’m going to finish what I started.”

 “The world makes way for the man who knows where he is going.” 
Ralph Waldo Emerson

Steps to Effective Goal Setting – Quiz

Based on the material chose the correct answer:

1. By knowing exactly what you want to achieve, you can then plan and utilize your energy accordingly.
a. True

b. False

2. The first goal setting step is:
a. Choose and define your goal and stay focused on it
b. Talk to someone you trust about what your goals should be
c. Read a book about goals
3. Part of the self-belief attitude is to practice proper self talk.
a. True
b. False
4. Having a deadline helps you to plan your time, energy, efforts and concentration in a very systematic way.
a. True 
b. False
5. What is a milestone?
a. A milestone is a significant point to the completion of your goal
b. A milestone is something that reminds you about your tasks
c. A milestone is what you give your boss to show your results
d. A milestone is a something you get for doing a good job
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