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Setting SMART goals

"
9

Attainable

The goal is
challenging, but
should be
achievable with
the resources
available.

BiteSizeLearning
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AND VISION PLAN
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Action Step #1: Market research
Priority Task (Action Item) Phase Assigned Status
Buyer personas brainstorm Planning John G., Helena H., Fred P. 25%

Action Step #2: Design site

Priority Task [Action ltem) Phase Assigned Status

High Create site architecture Planning Sam H. 50%

High Design the site s LI Planning Sam H. 50%
Draft content Planning Ada L. 75%
Create images Planning Jlohn G., Helena H., Fred P. 25%

Action Step #3: Launch site

Priority Task (Action Item) Phase Assigned

High Test site Execution Sam H. 50%
SEQ Work Execution Ada L. 75%
Create new pages Execution John G., Helena H., Fred P. 25%

Maonitor site's health Execution John G., Helena H., Fred P. 25%
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URGENT NOT URGENT

G - agas Jale: DECIDE

) . g Schedule a time to do it.
A - agea sl g Jale 8 =
O
@m\@j\-*ﬁ'ﬁm\gdgb; E
& - agn £ 5 dale
=2 DELEGATE | DELETE
< Who can do it for you? Eliminate it.
&
e
=
-
2

“What is important is seldom urgent and what is urgent is seldom important.”
-Dwight Eisenhower, 34th President of the United States
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THE POMODORO TECHNIQUE THE E|SENH OWER BOX
10th  7h 35m STEP ‘| N
Batch 1 CHOOSE THE TASK STEP 2
g:TMA TIMER FOR URGENT NOT URGENT
Batch 2 INUTES
‘ step3 & :
™ '+ WORK ON THE UL
B.-= - OO TASK UNTIL TIMER \ ¢ STEP 4 E ‘ Schedule
L g~ 1
= 5 gl e
% Long-term biz strategy.

STEP 5

REPEAT THE CYCLE 4 TIMES
TAKE A LONGER BREAK AFTER 4 SESSIONS

'DELEGATE | DELETE

Who can do it for you? Eliminate t.

Time Blocking Method

P
» P
| i
» PR R
» T

PUT THE COFFEE CUP AWAY
A TEXT A LOVED ONE

DIGITAL RESPOND TO AN EMAIL

DETOX : :
2:00 MAKE YOUR BED
TIDY YOUR DESK “What is important is seldom urgent and what is urgent is seldom important.”

COMPLIMENT A COLLEAGVE -Dwight Eisenhower, 34th President of the United States

NOT IMPORTANT

BOOK A DOCTOR'S APPOINTMENT
READ A COMPANY MEMO
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| will be F organized
| will be % organized
| will be Horganized
| will be Zorganized
| will be & organized

| will be = organized
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Creative Visualization

1. Write what you want 5, Make time to consider
in detail, engaging all your visualization,
5 senses

2. Imagine the emotion @ 4, Expand your knowledge
attoched to the outcome

3, Take action every day
toward your desired outcome
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“Failure is an
opportunity to grow”

GROWTH
MINDSET

“| can learn to do anything | want”

“Challenges help me to grow"

“My effort and attitude
determine my abilities"

“Feedback is constructive”

"I am inspired by the success of others"

I like to try
new things’

“Failure is the
limit of my abilities”

FIXED
MINDSET

“I'm either good at it or I'm not”
“My abilities are unchanging®

‘Idontlke ‘lenetherdoly
to be challenged"

"My potential is predetermined”

"When |'m frustrated,
| give up”

*Feedback and criticism
are personal

"| stick to what | know”
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* "Management Challenges for the 21st Century" by Peter F. Drucker

A classic that explores management challenges and strategies for the modern era.

* "Rise and Fall of Strategic Planning" by Henry Mintzberg

Offers insights into the limitations and alternatives to traditional strategic planning.

* "Building a Practically Useful Theory of Goal Setting and Task Motivation" by Edwin A. Locke and Gary P. Latham
An academic article exploring the theory and practicality of goal setting.

* "Mindset: The New Psychology of Success" by Carol S. Dweck

Explores the concept of mindset and its impact on personal and professional success.

* "The 7 Habits of Highly Effective People" by Stephen R. Covey

A timeless guide to personal effectiveness and leadership.

* "Getting Things Done: The Art of Stress-Free Productivity" by David Allen

Offers practical techniques for personal productivity and stress-free task management.
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