e,

The 10 Habits o iihli Effective




|mportaht assets to de

L A~ N ~
The only person aver whom you have direct —
and immediate controDs yourself. The most

elop, preserve and J
enhance, therefore, are your own capabilities.
And no one
cultivate
effectiv
be the s
make.
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Keep your r&jits positi\e\ N
/o because your hhbits become

~your values. Keep your values




~ e \isionary and ’deté’ile?:l \”\ )
e Controlling and émpowering Y
/ o_PeopIé\f\ocuse’cI andtask oriented f'

o Ambitious and humble




Goal Oriented / 6. K enew / Refresh /

(0 rganized

A Seek First to

" Understand, Then to be
Understood

Prioritizé

Positive
ink Win-Win

3 N
In Class




IS GOALLORIENTNED

e SPECIFIC

e Ensure your aim is clear

e MEASURABLE

S M ART e Define standards to work to

e ACTIONS

e Set yourself tasks to do

e REALISTIC

e Make sure the goal is achievable

e TIMING

e Set a time frame




GONFORMNNIENGOAIE

~ “Most of us ’w'ﬁ\he erdo
great things. But we can do
small tangs in a great way.”
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FFailed in business at age 2}2 g(/ \ ,

Was defeated for the state legjslature at age 23 \\z/
Failed in business at age 25 d

Coped with the death of his sweetheart at age 26 \

Suffered a neryous breakdown at a;ﬁe 27 ;\ | f
Was defeated for speaker at age 29 \

Was defeated for: congressional nomination at age 34




Zo ORGEAINIZED

R
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1. Set aside time to organize your workspace & desk surface
) s

)
( S

2. Reports Tracking Log, To Do List, Checklist, Calendar

" 4

utlook: UFO policy — Use, File or Obsolete

4. Plan Ahead / Delegate effectivel

5. Establish good filing system

A <. /
./




3 PRIOGRITIZE

- Evaluate your Real W’Ibhﬂ' ES \z/
e Set up a time budget: ~—
/ o Is it aimed at . rather than activity? f

e Routiné work, Re\'gular‘/ job duties, Speéial
Assignments and/ Creative Work
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. 1. FIRE FIGHTER — ) 2. PRIORITIZER - ~
important and urgent / |m\or‘:ant but not urgen\t

e Exam tomorrow e Planning, goal-setting

e Late for work } Projects due in a week |
e Projectduetodsy /e Bxerdse J
e Car Breaks Down e Relaxation

3. APPEASER — not SLACKER — not

iImportant but urgent mportant and not
e Unimportant phoneGcalls
e Interruptions
e Other people’s small prehlems
.(..Péer presstire EXGESSIVEe computer games

WESEIR f&
S J







4, Be POSITIVE

. Expect thelbestiand getiit!
- You candoitiand deit well!




9, BelPROACIIVE

o Hovt\yﬁ'luch time is spent on act|V|t|es
that you have planned? N

o Always take action at.the right time,
|rrespe\pt|ve of whether ornot the
- task is difficult f

;’/

‘e Do NOT wait for opportunities to

come to you
e Lifeisiwhat you make it

nrigence!

souronlydieedomis the freedom to

gisciplineourselves®.

-Bernard Baruch
™14
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S TEAM EXERCGISE

cana U2

P

~You overhear your best frienh ou have been working at your jeb ,

at work bad-mouthing you in in the office for: over: five years no\ww/

front of a group. She doesn't and have been exﬁrerne\léI

know you overheard the committed and dependable. Twelve

conversation. Justfive minutes months ago, a new employee joined

ago, this same friend was’  the crew. Recently, he was given

sweet-talking you to your: face. the Crew Leader; assignment, the

You feel hurt and

rayed. assignment that you were hoping

Proactive Choices?




9 e CUVE FELPIENANES

Pruzienya Lapleizieg

g

. Iwildoit d Not's easily offended

I can do. better than i _ i
that o '(gke responsibility.for their
. Let’s/Jook at all our choices = |
/ options \ o T hinl,,J before they act f
. I choose.to / '

" e Bounce back when sc}mething

Theresgotta‘\b badlhappens e

a,

way.

I'm not going to)let Alvrays finel 2RI O uEle:
your bad mood s, /

off-on me iings they can do




S | HOPE |
70 4294 O | \\\a/

“If-'you do not hope, you will not

W %wmmg find what is beyond your - hopes”

— St. Clement of: AIexanEIria




pMleelitziglon =g oS
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~ Body (Physical- ’ \Sou/(SpirituaI- \\s/
Exercise & nutritional:  Meditation,
amnsic)

/

habits) )Inspiration |
(Ré!ation,s/hip-  Brain (Mental-Learn /
feel grateful & new skills)

contented)
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to be pqderstood\

/ You have two ears and one mouth f

,_ ’ N
] - ) -l ) e
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& 0 P = 0 — > e _. f&
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- Means: ) **"féam . \‘ =

/

"My model for businessis-the Beatles.

When two o[‘_\more The} were four guys who kg,B'f each

people work together - others kind of negative tendencies in

to create a better check. They balanced eaé{r other and the
] 7. total was greater than the sum of the

solution than either

parts. That’s how I see business:
could alone.

I am good; you.are

we were One.”
~-Dr. Rob Gilbert

\g J

betten -pick perl

<
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SWint=losel /LOSE=WWin-
Do everything you want because

Makesyouproud >it is easier than fighting

s USINGIOThET, people

/ J '»Stel:e a:l;ead Lo ls e"pe"’se 9% JxLet others win the little issues |

< but take a stand on the
SSPreaurumo

ng important things
S NSISLONgELLNUNWOUTAVAY —

o Buegmineg jzElous wiizn
Soplacning Juudd hanuans ty
SOMEONEIGCIOSERLY LT

~

\\\
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~ Win-Win / | S
A

/ e Care about\rourse,lf/ & other: people ) /

e All'u can eat buffet

and you want all to succeed

e T[he belief that
success to go




THE 10™ HABIT?




_

 Learn the 10 Habits / | \\&/
- Think through the concepts
L ) \

Challenge yc‘JureIf to move out of; your comfort zone

/ - the 10/Habits:
Parsonalizeianl apply each habit in your life

Discuss with your coworkers ideas that-arelimportant to you
ents omays Voll
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Hope car set our rliriel-or rJrr/jqu/ actlon [must

be carried. Jiecoclz) .

N~

/ s

tLone of us is the artist of our own life ar, o0 our
vorid; each one of us is the engineer OF QUL oW

£

EENIEXE W:::*}N MeRLAYERRY



e The 7 Habits of Highly E ective \People\

e Stephen Covey

e The 7 Habits of H|g1/1ly Effectlv\f"eens

e -Sean Cove?\

\
e Change Your Brain, Change Your Body

/

W’/

f

e Daniel G. Amen; M:Ds

e The Power offPositive ihinking




