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Introduction to Setting Goals
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Listen carefully to the instructions from your facilitator. Do not start
until your facilitator tells you to. This is a ‘timed’ exercise.
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Life Without a Plan - Exercise
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Life With a Plan — Exercise
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The Importance of Goals - Introduction
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List below the areas in your life that would benefit from setting
goals:
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What are Goals?
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(Airplane example by Facilitator)

Why is Setting Goals so Important?

Goals serve as a stimulus for effort by giving individuals something

to strive for. * ; <

D & - B 0 -

<7

9B ;
B : 1 ;1 The Magic of Thinking Big
B ; E & "
) +
< /
( <B
C
: :
B ; 1 ;! <
< 00
B
00

Call Center Cafe Frontline Leadership Learning: Setting Goals and Expectations



Goals and Success

Goal setting, when supported by careful planning, provides a sense
of direction to keep you focused on the most important activities.
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Describe below at least one time in your life where you had a specific
goal that focused your energy, and what accomplishment occurred
as a result:

Call Center Cafe Frontline Leadership Learning: Setting Goals and Expectations 7



The Importance of WRITTEN Goals
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< ) -
= Written goals save time. - <

=  Written goals help measure progress. (

= Written goals produce motivation. -

=  Written goals reduce conflict. _

=  Written goals form a basis for action. ,
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=  Written goals stimulate visualization. %

Goal Setting

Write down that you consider to be the two most important goals you
can set to improve your productivity:

)

Write down that you consider to be the two most important goals you
can set to improve your life:

)
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Guidelines for Effective Goals
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Complete the example below by writing a SPECIFIC goal for each
general goal:

General Goal: ,

Specific Goal:
General Goal: , ;

Specific Goal:
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Now look at the productivity goals you wrote on page 9. Do they
follow the S.M.A.R.T. guidelines? Rewrite your goals to follow the
S.M.A.R.T. guidelines. To increase your effectiveness you should
visit our SMART Goals Software Wizard.
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Goal Planning Sheet - Instructions
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Goal Planning Sheet

Today’s Date Final Target Date Date Achieved

Goals (Specific, Measurable, Attainable, Realistic, Tangible)

Benefits from Achieving This Goal and/or Losses to Be Avoided from
Achieving This Goal

Possible Obstacles Possible Solutions

Use other Side for Specific Actions Steps
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Specific Action Steps for Achieving This Goal

Target
Date

Date
Reviewed

Date

Completed

10.

Method of Tracking Progress
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Goal-Setting for Employees

At this point complete the exercise Employee Goal Setting
Assessment on page 16. You will have 15 minutes to complete and
score the exercise.

Write down your score and its interpretation from the Employee goal
setting Assessment here:

SCORE

INTERPRETATION
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Employee Goal-Setting Assessment
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Write your score and interpretation in the space provided on
page 15.
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Getting Acceptance and Commitment for Goals
%

What supervisors must do is to ensure acceptance and commitment
from their employees.

Through Supervisory support:
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» Use participation: +
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= Know your employee's capabilities: *

< * <
!

Call Center Cafe Frontline Leadership Learning: Setting Goals and Expectations 17



Call Center Cafe Frontline Leadership Learning: Setting Goals and Expectations

18



Action Plan for
Getting Acceptance and Commitment
for Goals

In the space below write an individual action plan for how you will improve
your ability to get acceptance and commitment from employees for their
goals:
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