Section 7- Setting Goals at Work

“A goal properly set is halfway reached.”
-Abraham Lincoln

Goal Setting Guidelines
1. Develop two (2) specific, work related goals; one short term and one long term.
2. Be intentional!  Saying “I will get to work 10 minutes early” is a lot stronger and more intentional than saying “I want to get to work 10 minutes early.”

3. Be specific.  Knowing exactly what you want to do will make a goal easier to accomplish.  It’s hard to know when you’ve achieved your goal if it’s too general.

4. Set a deadline for yourself.  When do you want to accomplish each goal by?

5. Don’t be afraid to share your goals with someone you trust like your Employment Specialist, spouse, or a friend.  Sometimes sharing your goals will help you accomplish them.

6. Don’t just fill the goal worksheet out and forget about it.  Reread your goals to keep them fresh in your mind.  Update the sheet as you progress.  Revise when you’ve met your goals and you’re ready to set new ones!

The SMART acronym can help you remember these goal setting guidelines:

	Specific
	Identify a specific action or event that will take place.

	Measurable
	Know how you will measure your success- how will you know when you’ve met your goal?

	Achievable
	Will you be able to accomplish your goal with the resources available?  What do you need to make your goal achievable?

	Realistic
	A good goal will require you to stretch some, but still be within reach.

	Timely
	Make a set time to accomplish the goal in.


How are goals and employment related?  By retaining employment you are creating a stable platform to build off from, just as the foundation of a house is built before the walls and roof are placed on it.  The benefits from employment are a win, win situation. You acquire a stable work history, better financial stability, better self esteem and begin to see those long term goals come together.  

Good luck!  If you get stuck, check the example. (
Short Term Work Goal
	Goal Statement:

	

	What do I need to reach my goal?

	

	When will I reach my goal?

	

	Where am I now?

	

	Obstacles:

1.

2.

3.

4.

5.
	Solutions:

1.

2.

3.

4.

5.


Long Term Work Goal

	Goal Statement:

	

	What do I need to reach my goal?

	

	When will I reach my goal?

	

	Where am I now?

	

	Obstacles:

1.

2.

3.

4.

5.
	Solutions:

1.

2.

3.

4.

5.
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