
SPECIFIC

TextMEASURABLE

ACTION-ORIENTED

REALISTIC

TIME-BOUND



SPECIFIC

MEASURABLE

ACTION-ORIENTED

REALISTIC

TIME-BOUND

What? Why? How?

How much? How many? 
How will I know when I progress?

Use a verb to identify the action 
needed to be taken!

Check your reality-testing!

When? What’s the deadline?



Use this template to set SMART goals for yourself

Also ask yourself: What can I do every day that will contribute to my success? 
Remember: start with the end in mind!

Develop 
active 
listening 
skills

In interactions 
with 
customers and 
colleagues, 
starting today

Better sales, 
improved 
collaboration, 
enhanced 
relationships and 
possible promotion

Feedback from my 
peers, boss and 
friends. Taking actions 
to improve upon the 
feedback.

My team for 
feedback, my boss for 
evaluation. Read 
books and attend 
seminars on active 
listening and empathy 
skills 

Tendency to get my 
point across, impulses, 
guessing what the 
person’s point is vs 
hearing it out



As you try to set your goal, remember to ask yourself: 
✦On a scale from 1 to 10, how committed will I be to achieving this goal? 
If the answer is lower than 8, you need a different goal with a different WHY, maybe more meaningful 
WHY.

Also ask yourself: 
✦What can I do EVERY day that will contribute to my success. 
Remember: Start with the end in mind!

As you set the GOAL, remember: this is your WHAT? and it starts with a VERB to identify the action 
needed to be taken.

Time frame is your deadline.

As you list BENEFITS which is your WHY?, ask yourself:
✦What are the specific strengths of THIS goal? 
✦What opportunities would it open up for me? 
✦What could it make possible for me? 
✦What would it be like if I achieved this goal?

As you set SUPPORT, RESOURCES and POTENTIAL BARRIERS, ask yourself these questions:
✦What are the challenges I may face in achieving this goal? 
✦What is stopping me? 
✦What are my concerns about it? 
✦Do I have any fears related to my goal? 
✦Who or What could help me overcome these challenges or fears and how? 
✦Who may be the one already achieved that very goals and to whom I could reach out for an advice? 
✦To what extend can I influence the process of achieving my goal? 
✦Am I ready to do my best? Am I 100% committed?


