How to Set Goals At Work

W ‘o el e In order to succeed at work, you need to have clear goals. These may be goals your
g ok{i boss has set for you or ones that you have set for yourself. Setting goals is a great
” < way to motivate yourself and to turn your wants into realities. If you are not used
to setting goals, use the suggestions below to create a process to set goals for your

work and personal life.

Why set goals?

Most of us know what we want for our future (job satisfaction, a comfortable economic life-style, satisfying personal relationships, etc).
Unfortunately these personal desires often get lost as we struggle with daily issues, especially unemployment. It is essential, however, that we
not lose sight of our goals. By setting goals we force ourselves to pursue our dreams and help ourselves stay motivated.

By setting goals for yourself you will:

¢ Achieve more. « Provide a road map to help you clearly see what the future can hold for you.
»  Keep your mind and body sharp. +  Be able to identify and overcome obstacles that hinder your attaining your goals.
« Improve your self-confidence and motivation. « Inspire others to excel and perform better.

Achieving goals doesn't happen by accident

Achieving your goals can be difficult. You can accomplish them, however, if you focus and have a clear idea of what is required to meet each
goal. The following are steps that can help you identify and attain your goals.

¢ Break down your goal into measurable steps.
Work backwards from your goal. Create the action
steps you need to reach your goal. Each step needs
to have a weekly or monthly time line. For example:

« Determine your goal and write it down. You can visualize
your goals better if you write them down. Eventually, you can
post them on your refrigerator door, your computer or any place
you look at regularly. Imagine yourself achieving everything on
your list and be sure to view it on a regular basis.

1. My goal is to sell 1% more of the product per

= List the reasons you want to achieve your month.
goal. Write down at least 3 reasons why the 2. In order to achieve this goal, I will need to contact all of my
goal is important. You will stay motivated customers from last year.
if you are reminded why you created the 3. Therefore, this week I need to create a list of all of last year’s
goal in the first place. Also, write down customers.

what will happen when you get off course.
You are more likely to stay on track if you
have a back-up plan.

By writing out the steps needed to reach the goal, you can stay on

track with your original goals and see the progress you are making

over a specific amount of time.

 Be specific. Here is an example of a vague gl
goal statement: [ want to increase sales. §
This is not specific enough. Goals must be
time-specific and deadline-oriented. A better
goal statement would be: I will increase
sales 5% before the end of the year and
expect to earn a raise. Goals without
deadlines usually do not get done.

«  Use trusted co-workers to keep you focused. Motivate each other
by talking about your successes, your ;
challenges and your goals. Make yourself
accountable by telling others of your plans.
Choose your support group wisely. People
who are not very goal-oriented may be
unsupportive or try to distract you from your
goals.

Setting goals is essential for all aspects of life, from running a business, supervising employees, losing weight, éarning more money, maintaining
a relationship ... no matter what you do, setting goals helps ensure you will excel, rather than just get by.
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Commitment to your goals

Here are several ways to help you stay committed to achieving your goals.

*  Give yourself pep-talks.
If you plan to increase sales, say to yourself, / love our product, it really helps people. Iam good at helping people buy this.
It's best to say these statements out loud so that it reinforces the goal in your mind. It will also help you achieve the goal

much faster. Turn your most Important goal into one or two sentences that you can remember, especially when you find “?\
yourself getting off track. BTN

¢ Do it daily.
Many of the daily duties of your work can limit you from having enough time to devote to your goals. You can easily get caught up in just
getting your job done each day at work. One method to help you to stay focused is to set aside a specific time each day for you to evaluate
how you are doing. Many successful people use the last 15 minutes of each work day reviewing the day’s events and relate these events to
personal and work goals. They conclude by making plans for the next work day.

* Take action.

take your first step, no matter how small, within 24 hours.

* Re-evaluate your goals.

The number one cause of failure

«  Too often we believe that we are not capable of achieving the same success as others. It is easy to believe that successful
,@ "1 people have had an inherent advantage (they were born into money, were smarter, more talented, etc.) that we have not had.
\ Q,‘ :> The simple truth is that most successful people did not have this inherent advantage. They achieved based upon their effort.

(4%  The number one cause of failure is lack of action! Unless you are willing to risk taking the first step, you will never move
forward. In the absence of action, your dreams will remain just that ... dreams. Everyone knows that action is required for
success. Unfortunately, not everyone believes that it applies to them.

Reward yourself

If you find yourself wondering if all your effort is worth it, then you probably should reward yourselfalong the way. These
Step rewards do not have to be huge; they just need to be some kind of recognition OF YOU! The following techniques
can be very useful in setting up your step rewards.

* As you plan your individual goal steps, create a specific reward for each step you complete.

*  Yourreward should be equal to the amount of work. For example, how you reward yourself at the end of the month should be more significant
than your reward at the end of the week.

* Be consistent about rewarding yourself for every accomplished step.

¢ Take the time to acknowledge the fact that you accomplished a goal.

* Do not simply charge into the next task or you will burn out.

Internet resources

, www.mindtools.com/pageG.htmI -- Strategies for how to set goals for yourself at work and stick to them.
4 www.inc.com/marla-tabaka/5-magical-ingredients-for-achieving-your-goals.htmI -- Tips on how to effectively
X identify and achieve your goals.
www.mindtools.com/pgggs/article/newHTE 90.htm — Five suggestions to help you achieve your goals.
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