How to Set Specific Goals: Why this
IS so important and how to manage it

Situation 20 mins Individual

MAXIMIZING YOUR WORKSHEET EXPERIENCE

For an optimal experience with this worksheet, | suggest centring yourself in the present
moment, setting aside any concerns about past obligations or future tasks for the next 20
minutes.

Start by locating a tranquil environment.

Close your eyes gently.

Inhale deeply and exhale slowly three times.

Establish your purpose or intention.

Engage actively with the content provided.

Take moments to contemplate what you've gained from the exercises.

PURPOSE OF THIS WORKSHEET

The purpose of this worksheet is to guide individuals through a structured process of setting and
managing specific goals.

Overall, this worksheet serves as a tool to empower individuals in breaking goals down into
manageable steps and creating an actionable plan to achieve them effectively.

Specify your goal

My goal is to...

INTRODUCTION TO THIS WORKSHEET

This comprehensive resource offers step-by-step strategies for defining precise objectives,
breaking them down into manageable tasks, and aligning them with your core values.

Discover the art of effective task planning and create a clear roadmap toward success. Let this
worksheet be your compass as you navigate the path to achieving your aspirations with clarity
and purpose.



AUTHOR:

This worksheet was compiled by...

Section 1: Main Goal and Path to Achievement

Main Goal Definition:

Describe your main goal in detail. Be specific and clear about what you want to
achieve.

Path to Achievement:

Outline the steps or strategies necessary to reach your main goal. Consider both
short-term and long-term actions.

Section 2: Tasks
Task Planning:

List specific tasks or actions required to accomplish your main goal. Break them down
into smaller, manageable steps.

Task Name Action steps needed

Task 1 e Action Step 1
e Action Step 2
e Action Step 3




Task 2 e Action Step 1
e Action Step 2
e Action Step 3

Continue this pattern for all tasks related to your main goal.
Section 3: How to Find Goals
Goal Identification:

Reflect on the following questions to identify potential goals:

What aspects of your life do you wish to
improve or change?

Are there any long-term aspirations or
dreams you want to pursue?

What brings you fulfilment or joy?

Value Alignment:

Consider how your goals align with your values. Are these goals in line with what
matters most to you?

Section 4: Breaking Them Down
Breaking Down Goals:

Describe how breaking down larger goals into smaller, manageable tasks can contribute
to your success.

How does breaking down your main goal




into smaller tasks help you stay focused
and motivated?

What advantages do you see in tackling
smaller tasks rather than focusing solely
on the end goal?

Section 5: Setting Tasks
Task Setting Strategies:

Describe strategies or techniques you plan to use to set tasks effectively.

Will you prioritize tasks based on urgency,
importance, or sequence?

How will you track and measure progress
towards completing these tasks?

Task Setting Checklist:

Use this checklist to ensure effective task setting:

Define tasks clearly and specifically.

Set realistic deadlines for each task.

Prioritize tasks based on their




significance.

Break down complex tasks into smaller,
actionable steps.

Conclusion: Action Plan

Based on the insights gathered from the above sections:

Select three priority tasks related to your
main goal and set specific deadlines for
their completion.

Identify any potential obstacles and
brainstorm strategies to overcome them.

Commit to reviewing and adjusting your
task list regularly as you progress
towards your main goal.

Remember, setting specific goals and managing tasks is a dynamic process. Stay
adaptable and be willing to modify your approach as needed.

ADDITIONAL ADVICE

1. Awaken Your True Calling
2. Become The Best Version of Yourself
3. Gain Mental Clarity



https://kolleqtive.com/course/awaken-your-true-calling/
https://kolleqtive.com/course/become-the-best-version-of-yourself/
https://kolleqtive.com/ebook/gain-mental-clarity/

