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ABOUT THIS PERSONAL WORKBOOK



 


IN THESE CHALLENGING TIMES, we see rapid change all around us. Some changes are for the better, compelling us to alter or adapt the way we think or the way we live. But other changes may leave us feeling unsettled, confused, and ineffective. The 7 Habits of Highly Effective People provides an anchor for our lives—enabling us to live with a sense of constancy amid change—because the habits are based on timeless, universal, self-evident principles of human effectiveness.


This companion workbook to The 7 Habits of Highly Effective People will provide you with application exercises as well as the opportunity to make notes, record your thoughts, score yourself on self-assessments, and answer questions designed to provoke thought and encourage deeper insights into the reading material. At the beginning of each section you will be asked to read or reread specific chapters in The 7 Habits of Highly Effective People. The 7 Habits of Highly Effective People and The 7 Habits of Highly Effective People Personal Workbook are designed to be companions. Use them and reuse them!


If you are willing to pay the price to truly understand and apply the habits and principles taught in the book and this workbook, you will reap powerful benefits. You will find your time and activities increasingly becoming a matter of your choices, and that you can truly live a richer, happier, and more fulfilling life. You will notice an acceleration of personal development and improvement, and will also discover increased emotional strength and greater self-discipline. You will see an increase in the quality and effectiveness of your relationships on every level.


We hope your experience with this workbook will be both empowering and enjoyable as you learn and relearn these timeless principles of effectiveness. Give yourself the opportunity to really dig into the material presented in this workbook. Be honest with yourself and with others as you share your insights and the things you’ve learned. Make this material work for you!








PART ONE


PARADIGMS AND PRINCIPLES



Before you begin this section of The 7 Habits of Highly Effective People Personal Workbook, read pages 15–62 in The 7 Habits of Highly Effective People.






 







PARADIGMS


 


Our paradigms, correct or incorrect, are the sources of our attitudes and behaviors, and ultimately our relationships with others.


—STEPHEN R. COVEY




 


A STORE MANAGER HEARD one of his salespeople say to a customer, “No, we haven’t had any for some weeks now, and it doesn’t look as if we’ll be getting any soon.” The manager was shocked to hear these words and rushed to the customer as she was walking out. “That isn’t true,” he said, but she just gave him an odd look and walked out. He confronted the salesperson and said, “Never, never say we don’t have something. If we don’t have it, say we’ve ordered it and it’s on its way. Now, what did she want?”


“Rain,” said the salesperson.


How many times have you made assumptions similar to the store manager’s? It’s easy to do, because we all see things in different ways. We all have different paradigms or frames of reference—like eyeglasses through which we see the world. We see the world not as it is, but as we are—or sometimes as we are conditioned to see it.


The more we are aware of our basic paradigms, or assumptions, and the extent to which we have been influenced by our experiences, the more we can take responsibility for those paradigms, examine them, test them against reality, change them if necessary, and listen to others and be open to their perceptions.


It becomes obvious that if we want to make relatively minor changes in our lives, we can focus on our attitudes and behaviors. But if we want to make significant quantum changes, we need to work on our basic paradigms—the way we view ourselves and the world around us.


Have you ever had an experience where you made an assumption, only to find that you had jumped to a conclusion too quickly? Describe the experience below.


 




 




 




 




 




 


What was the assumption you made?


 




 




 




 




 




 


Think about some other assumptions you may have made. What will you do this week to work on one of them?


 




 




 




 




 



EXAMINING YOUR PARADIGMS


Have you ever been to a different country or even to a different region in your country? What was strange to you?


 




 




 




 




 




 


Did people act the way you expected them to? What did you think about their actions?


 




 




 




 




 




 


Looking back on your travel experiences now, what do you think people thought about you? Do you believe their thoughts about you were probably similar to your thoughts about them?


 




 




 




 




 




 


If you had the opportunity to get to know people in your travels, how did that change your assumptions about them?


 




 




 




 




 



SHIFTING YOUR PARADIGM


Think about the different routes you can take to your home or work. Are some ways more complex than others? Is one way sometimes more convenient than another? Why or why not?


 




 




 




 




 




 


Have you ever found a new way home that you didn’t know existed? What were the unexpected feelings of traveling different routes?


 




 




 




 




 




 


Now think about the way you interact with people. Are there several ways to approach them? What new ways might you try?


 




 




 




 




 




 







PRINCIPLES


 


It is impossible for us to break the law. We can only break ourselves against the law.


—CECIL B. DEMILLE




 


ONCE EINSTEIN SAW the needle of a compass at the age of four, he always understood that there had to be “something behind things, something deeply hidden.” This also pertains to every other realm of life. Principles are universal —that is, they transcend culture and geography. They’re also timeless, they never change—principles such as fairness, kindness, respect, honesty, integrity, service, contribution. Different cultures may translate these principles into different practices and over time may even totally obscure these principles through the wrongful use of freedom. Nevertheless, they are present. Like the law of gravity, they operate constantly.


Principles are also inarguable. That is, they are self-evident. For example, you can never have enduring trust without trustworthiness. Think about it; that is a natural law.


Natural laws (like gravity) and principles (like respect, honesty, kindness, integrity, and fairness) control the consequences of our choices. Just as you get bad air and bad water when you consistently violate the environment, so also is trust (the glue of relationships) destroyed when you’re consistently unkind and dishonest to people.


Remember Aesop’s fable “The Goose and the Golden Egg”? The moral of this fable has a modern application. True effectiveness is a function of two things: that which is produced (the golden eggs), and the producing asset or capacity to produce (the goose). Like the foolish farmer, we often emphasize short-term results at the expense of long-term prosperity.


Effectiveness lies in the balance: the P/PC Balance®. “P” stands for production of desired results—the golden eggs. “PC” stands for production capability—the ability or asset that produces the golden egg.


In spite of the obvious need for balancing P and PC, we frequently neglect and abuse physical, financial, and human resources. For instance, we don’t properly maintain our bodies, the environment, or our valuable physical possessions. Of equal concern, we overlook relationships, neglecting kindnesses and courtesies.


On the other hand, PC investments such as exercising and eating properly, increasing skills, and developing relationships contribute to our quality of life. Relationships are stronger, finances are more secure, and physical assets last longer.


Reflect on Aesop’s fable “The Goose and the Golden Egg.” Take a few moments and write your own fable about yourself. In terms of your production and production capability, where do you need to develop greater balance? Here’s an example to help get you thinking:



A talented and enterprising young woman was a wife, mother, and businesswoman. She wanted to do a good job for herself, her family, and her company. She worked hard and was soon recognized as someone whom people could depend on to get things done quickly, efficiently, and with high quality, whether at home or at work. Things began piling up. She came home barely in time to put the kids to bed. The quality of her life diminished on every level. She felt tired all the time, and she ended up feeling used and abused.




 




 




 




 




 




 




 




 




 


The 7 Habits center on timeless and universal principles of personal, interpersonal, managerial, and organizational effectiveness. Listed here are the principles upon which the Habits are based.


1. The principle of continuous learning, of self-reeducation—the discipline that drives us toward the values we believe in. Such constant learning is required in today’s world. Continuous learning is part of what keeps us feeling empowered in our relationships and accomplished in our work. Technology is constantly changing, and many of us will work in more than five different fields before we retire. Are you willing to be left behind?



That is what learning is. You suddenly understand something you’ve understood all your life, but in a new way.


—DORIS LESSING




2. The principle of service, of giving oneself to others, of helping to facilitate other people in their endeavors.



To serve is beautiful, but only if it is done with joy and a whole heart and a free mind.


—PEARL S. BUCK




3. The principle of staying positive and optimistic, radiating positive energy, and avoiding the four emotional cancers (criticizing, complaining, comparing, and competing).



The point of living, and of being an optimist, is to be foolish enough to believe the best is yet to come.


—PETER USTINOV




4. The principle of affirmation of others—treating people as proactive individuals who have great potential.



Treat people as if they were what they should be, and you help them become what they are capable of becoming.


—JOHANN WOLFGANG VON GOETHE




5. The principle of balance—the ability to identify our various roles and to spend appropriate amounts of time in, and focus on, all of the important roles and dimensions of our lives. Success in one area of our life cannot compensate for neglect or failure in other areas of our life.



Everyone is a house with four rooms: physical, mental, emotional, spiritual. Unless we go into every room every day, even if only to keep it aired, we are not a complete person.


—RUMER GODDEN




6. The principle of spontaneity and serendipity—the ability to experience life with a sense of adventure, excitement, and fresh rediscovery instead of trying to find a serious side to things that have no serious side.



The essence of pleasure is spontaneity.


—GERMAINE GREER




7. The principle of consistent self-renewal and self-improvement in the four dimensions of one’s life: physical, spiritual, mental, and social/emotional.



This is the single most powerful investment we can ever make in life— investment in ourselves, in the only instrument we have with which to deal with life and to contribute.


—STEPHEN R. COVEY




List five principles that affect your life on a daily basis. In what ways are you affected? Do they impact you in positive or negative ways?


1.______________________________


 




 




 




 




 


2._______________________________


 




 




 




 




 


3._______________________________


 




 




 




 




 


4._______________________________


 




 




 




 




 


5._______________________________


 




 




 




 




 






THE 7 HABITS—AN OVERVIEW



 


THE 7 HABITS ARE HABITS of effectiveness. True effectiveness is based on timeless principles that are in harmony with natural law. Effective people are guided by their own missions and manage their lives according to principles. Ineffective people follow other people’s agendas and manage their lives around pressing matters.


One of the best ways to understand the 7 Habits of Highly Effective People is to study their opposites. The following chart contrasts the 7 Habits of Highly Effective People with the 7 Habits of Highly Ineffective People.
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SELF-SCORING 7 HABITS ASSESSMENT


This assessment will help you know where you are in living the 7 Habits and give you an idea of some of the areas you may want to focus on as you progress through this workbook. To help gauge your progress when you complete the workbook, you may retake this assessment.


On the following two pages, read each statement and, using your best judgment, circle the number that indicates how well you perform in each habit (1 being very poor and 6 being outstanding).
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CHARTING YOUR 7 HABITS EFFECTIVENESS


Total your points for each principle or habit in the Habit Totals column.


After you have computed your category totals, mark each score in the grid below and graph your totals. The higher your score, the more closely you are aligned with the 7 Habits principles.
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HABITS


A habit is the intersection of knowledge, skill, and desire. Knowledge is the what to do and the why. Skill is the how to do. Desire is the motivation—the want to do. All three of these things must come together in order to make a habit.


Think of two habits you have, one good and one bad. In the space below write down the knowledge, skills, and desires connected with those two habits.


 




 




 




 




 




 


Habits have a tremendous pull—more than most people realize or will admit. Breaking a deeply embedded habit involves great effort and, oftentimes, major changes in our lives.


Look back at what you wrote down about your bad habit. Are you willing to undertake whatever is necessary to break that habit? If you are, write down three things you will do to begin the process of breaking that habit. Keep a record of your progress.


1._______________________________


 




 




 




 




 




 


2._______________________________


 




 




 




 




 




 


3._______________________________
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THE MATURITY CONTINUUM ®



The 7 Habits provide a sequential approach to move us progressively on a Maturity Continuum from dependence to independence to interdependence.


	Dependence is the paradigm of “you”—you take care of me.

	Independence is the paradigm of “I”—I am self-reliant.

	Interdependence is the paradigm of “we”—we can do it; we can combine our talents and abilities to create something greater together. Despite independence being the avowed goal of many people and social movements, interdependence is a far more effective and advanced concept.




The Maturity Continuum is built on an inside-out approach. In other words, Habits 1, 2, and 3 deal with self-mastery. They help you progress from dependence to independence, or the Private Victory®. As you become truly independent, you have the foundation for effective interdependence. You have the character base from which you can effectively work on Habits 4, 5, and 6—the more skill-oriented Public Victory ® of teamwork, cooperation, and communication. Habit 7 is the habit of renewal—a regular, balanced renewal of the four basic dimensions of life. It encircles all the other habits.


Looking at the Maturity Continuum, where are you right now? Take a few minutes and record where you are now and why. What behaviors and attitudes do you exhibit that put you at this stage of the continuum? Are you beginning to see where you need the most work?


 




 




 




 




 




 




 




 




 




 








PART TWO


PRIVATE VICTORY®




 


HABIT 3

PUT FIRST


THINGS FIRST®
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Before you begin this section of The 7 Habits of Highly Effective People Personal Workbook, read pages 145–182 in The 7 Habits of Highly Effective People.




 







HABIT 1


BE PROACTIVE®
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Before you begin this section of The 7 Habits of Highly Effective People Personal Workbook,






 


 







HABIT 1: BE PROACTIVE





Life is a book and you are its author. You determine its plot and pace and you—only you—turn its pages.


—BETH MENDE CONNY




 


YOUR LIFE DOESN’T JUSTY “HAPPEN.” Whether you know it or not, it is carefully designed by you—or carelessly designed by you. It is, after all, your choice. You choose happiness. You choose sadness. You choose decisiveness. You choose ambivalence. You choose success. You choose failure. You choose courage. You choose fear. Just remember that every moment, every situation, provides a new choice. And in doing so, it gives you a perfect opportunity to do things differently to produce more positive results.


Habit 1: Be Proactive is about taking responsibility for your life. You can’t keep blaming everything on your parents or grandparents or your boss or coworkers, now, can you? Is your terrible childhood or genetics or work environment controlling your life? Or how about growing up poor—that’s a great excuse for all your problems, isn’t it? We do have the freedom to choose—all of us do.


Proactive people recognize that they are “response-able.” They don’t blame circumstances, conditions, or conditioning for their behavior. They know they choose their behavior. Reactive people, on the other hand, are often affected by their physical environment. If the weather is good, they feel good. If it isn’t, it affects their attitude and performance.



Until we know ourselves and are aware of ourselves as separate from others and from the environment—until we can be separated even from ourselves so that we can observe our own tendencies, thoughts, and desires—we have no foundation from which to know and respect other people, let alone create change within ourselves.


—STEPHEN R. COVEY



[image: Image]

DEVELOPING PROACTIVITY


Between stimulus and response, you have the freedom to choose. This is your greatest power. One of the most important things you choose is what you say. Your language is a good indicator of how you see yourself. A proactive person uses proactive language—I can, I will, I prefer, etc. A reactive person uses reactive language—I can’t, I must, if only. Reactive people believe they are not responsible for what they say—they have no choice.


Think of two or three situations in your personal life during the past few weeks when you have responded in a reactive way. Describe what you said.


1._________________________________


 




 




 




 




 


2._________________________________


 




 




 




 




 


3._________________________________


 




 




 




 




 


Now think of some proactive responses you might have used in the same situations. Write them down in the spaces below.


1._________________________________


 




 




 




 




 


2._________________________________


 




 




 




 




 


3._________________________________


 




 




 




 




 


Make it a point to really listen to your language during the next week. Is your language more proactive or reactive?


Is there an area in your life you are unhappy about or frustrated by— family, a relationship, your job?


What are you unhappy about or frustrated by? For example, do you feel powerless, hopeless, or used? Describe the situation.


 




 




 




 




 




 


What is the stimulus to your frustration or unhappiness?


 




 




 




 




 




 


How do you respond?


 




 




 




 




 




 


What other choices might exist between the stimulus and the response?


 




 




 




 




 




 


As this situation arises, remember your ability to choose your response and choose one of the responses you came up with in the question above.


 


You can MASTER the moment between a negative stimulus and your response by following these steps:


	
Measure how important the situation is to you on a scale of 1–5.

	
Assess your initial reaction—frustration, anger, fear, etc.

	
See the stimulus/response model in your mind.

	
Think about a proactive response.

	
Engage or exit—use the response you’ve chosen or exit the situation.

	
Review your performance to see how proactive you are.




Think of a recent situation (possibly the one you chose earlier) and take it through the MASTER steps.


 


Measure


 




 




 




 




 




 


Assess


 




 




 




 




 




 


See


 




 




 




 




 




 


Think


 




 




 




 




 




 


Engage or exit


 




 




 




 




 




 


Review


 




 




 




 




 




 


Would the outcome have been different if you had used this technique?
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Use the MASTER checklist for one week. Make a conscious effort to use your “pause” button in the moment of choice and work toward proactive responses. Assess your progress at the end of the week by answering these questions:


 


1. What were the outcomes to my conscious, proactive responses?


 




 




 




 




 




 


2. What would have been the outcomes had I chosen reactive responses?


 




 




 




 




 




 


3. In what ways have my proactive responses improved my life?


 




 




 




 




 




 


Remember that mastering proactive responses will take time and practice. You may not always succeed, but just remembering that you have a choice will make a great deal of difference.

HOW LARGE IS YOUR CIRCLE?



You have control over three things: what you think, what you say, and how you behave. To make a change in your life, you must recognize these gifts are the most powerful tools you possess in shaping the form of your life.


—SONYA FRIEDMAN




The problems, challenges, and opportunities we face each day fall into two areas: Circle of Concern and Circle of Influence. We each have a wide range of concerns—our health, our children, problems at work, the national debt, terrorism in the world, the weather. As we look at this list, it becomes apparent that there are some things over which we have no real control and others that we can do something about. Proactive people focus their efforts on their Circle of Influence. They work on the things they can do something about: health, children, problems at work. Reactive people focus their efforts in the Circle of Concern, things over which they have little or no control: the national debt, terrorism, the weather. Gaining an awareness of in which area we expend our energies is a giant step in developing proactivity.


During this week, write down the various challenges and problems you face. Which area does each fall within? What is your immediate response?

[image: Image]


Keeping in mind the above model and making your Circle of Influence grow, choose one challenge from each of the areas above that you would like to work on during the next week. How will you change your response to meet the challenge more effectively?


1. Circle of Influence


 




 




 




 




 




 


2. Circle of Concern


 




 




 




 




 




 

TAKING INITIATIVE


Demosthenes, one of Aristotle’s contemporaries, desperately wanted to be a public speaker. But his inarticulate and stammering pronunciation made attaining his dream seem unlikely. Through conscious endeavor, Demosthenes overcame his limitations. He learned to speak distinctly by talking with pebbles in his mouth, and further trained his voice by speaking and reciting speeches while breathlessly running up and down stairs.


Is there something you have always wanted to do but felt you didn’t have the talent, time, or ability? What would it take for you to overcome your weaknesses? What one thing can you do this week to begin?


 




 




 




 




 




 


Have you ever tried to put the skids on an ant? It’s virtually impossible. They never stop. Put one to the test someday. Pretend you’re five years old again, and make a little hill in an ant’s path. The ant will walk up and over the top without braking. It will go into a hole, over a log, through grass. If it can’t go through, it will go around. An ant will never turn around and walk the other way, no matter what obstacles are in its path.


Try applying that tenacity to your life. Of course, you’ll want to use your brain, too. But in the determination department, be an ant. Refuse to be stopped. Keep going, make proactive choices, and learn as you go. People who patiently persist finally see their dreams come true.

Got Courage?!


If you could develop a new talent, what would it be?


 




 




 




 




 




 


If you could travel to anywhere in the world, where would it be?


 




 




 




 




 




 


If you could change one thing about your life, what would it be?


 




 




 




 




 




 


What’s stopping you from doing any or all of these things? You have the choice, don’t you? What would it be like if you lived your life as a work of art in progress? If each breath and each action were part of an unfolding masterpiece? If you saw the shadows and light areas as part of the composition? Accepted it all? Found joy in the beauty of it?


Where are your choices taking you? What you make of your life is up to you. Every person creates his or her own reality. Authorship of your life is one of your absolute rights, yet so often people deny that they have the ability to script the life they desire. They look past the fundamental truth that it is not our external resources that determine our success or failure, but rather our own belief in ourselves and our willingness to create a life according to our highest aspirations.

Got Courage?!


Use the space below to record your plan for implementing ways to make your answers to the questions on pages 37 and 38 come to fruition.


 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 




 







HABIT 2

BEGIN WITH THE


END IN MIND®
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Before you begin this section of The 7 Habits of Highly Effective People Personal Workbook, read pages 96–144 in The 7 Habits of Highly Effective People.




 


 







HABIT 2: BEGIN WITH THE END IN MIND


 


Imagining what you want as if it already exists opens the door to letting it happen.


—SHAKTI GAWAIN




 


SO, WHAT DO YOU WANT to be when you grow up? That question may appear a little trite at first, but just think about it for a moment. Are you— right now—who you want to be, what you dreamed you’d be, doing what you always wanted to do? Now, be honest. Well, are you?


It’s incredibly easy to get caught up in the activity trap, in the “busyness” of life, to work harder and harder at climbing the ladder of success, only to discover, upon reaching the top rung, that the ladder is leaning against the wrong wall. Sometimes people find themselves achieving victories that are empty—successes that have come at the expense of things they suddenly realize were far more valuable to them. If your ladder is not leaning against the right wall, every step you take just gets you to the wrong place faster. How depressing is that?


Habit 2: Begin with the End in Mind is based on imagination—the ability to envision, see the potential, create with our minds what we cannot at present see with our eyes and conscience. It is based on the principle that all things are created twice. There is a mental (or first) creation and a physical (or second) creation. The second creation follows from the first, just as a building follows from a blueprint. It’s the same in your personal life. If you don’t make a conscious effort to visualize who you are and what you want in life, then you empower other people and circumstances to shape you and your life by default. It’s about connecting again with your own uniqueness and then defining the personal, moral, and ethical guidelines within which you can most happily express and fulfill it. To begin with the end in mind means to begin each day, task, or project with a clear vision of your desired direction and destination, and then continue by flexing your proactive muscles to make things happen.

CHECKING YOUR VISION


It’s time for a personal vision checkup. Take a minute and think about each question below. Write your thoughts in the space provided.


What am I doing right now with my life? Does it make me happy? Do I feel fulfilled?


 




 




 




 




 




 


What do I keep gravitating toward? Is it different from what I am currently doing?


 




 




 




 




 




 


What did I like to do as a child? Do those things still bring me satisfaction? Am I doing any of them?


 




 




 




 




 




 


What interests me most right now?


 




 




 




 




 




 


What fills my soul?


 




 




 




 




 




 


What can I do well? What are my unique traits and strengths?


 




 




 




 




 




 

DEVELOPING A PERSONAL MISSION STATEMENT ®



One of the best ways to begin with the end in mind and incorporate Habit 2 into your life is to develop a Personal Mission Statement. It focuses on what you want to be and do. It is your plan for success. It reaffirms who you are, puts your goals in focus, and moves your ideas into the real world. Your mission statement makes you the leader of your own life. You create your own destiny and secure the future you envision. How about that? Look again at your responses to the questions in Checking Your Vision on pages 42 and 43. It’s very likely that your true mission in life is beginning to surface again.


Let’s get to work on your Personal Mission Statement. The sooner you have a clear vision of what you want to be and the contributions you want to make, the more effective you’ll be in your life. Keep in mind that a Personal Mission Statement is, well, personal. There is no set length or style. It can be a poem, a few sentences, a few pages, or even a song. As a sculptor must bring shape, color, and expression to his clay, the same is true of your mission statement. You bring your past experiences, wisdom, ideas, and creativity to the process of creating a Personal Mission Statement. If what you write feels flat and unexciting, you’re on the wrong track. If the words overwhelm you with emotion and excitement, you’re onto something!
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circumstances, their past, and
other people. They do not see
themselves as the creative
force of their lives.

HAB!

1T 2

Habit 2: Begin with the End in
Mind®. Individuals, families,
teams, and organizations shape
their own future by creating
mental vision and purpose for
any project, large or small,
personal or interpersonal.
They identify and commit
themselves to the principles,
relationships, and purposes
that matter most to them.

Begin with No End in Mind.
These people lack personal
vision and have not developed
a deep sense of personal
meaning and purpose. They
have not paid the price to
develop a mission statement,
and they live life based on
society’s values instead of self-
chosen values.

HAB!

Habit 3:

t Put First Things
First”.

People who put first
things first organize and
execute around their most
important priorities. Whatever|

1T 3
Put Second Things Fi
These people are crisis

managers who are unable to
stay focused on high-leverage
tasks  because of their|
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easily. Seeking to understand
takes consideration; seeking to
be understood takes courage.
Effectiveness lies in balancing
or blending the two.

HAB!

1T 6

Habit 6: Synergize”.
Synergistic people seek the
third alternative with others—
not my way, not your way, but
a third way that is better than
cither of us would come up
with i idually. Synergy is
the fruit of respecting, valuing,

and even celebrating one
another’s  differences.  It’s
about solving problems, seizing|

opportunities, and working out
differences. It’s the kind of]
creative cooperation of 1 + 1 =
3,11, 111...0or more.

Compromise, Fight, or Flight.
Ineffective people believe the
whole is less than the sum of]|
its parts. They try to “clone”
other people in their own
image. Differences in others
are looked upon as threats.

IT7

HAB!
Habit 7: Sharpen the Saw".
Effective people constantly

renew themselves in the four
basic areas of life: physical,
social/emotional, mental, and
spiritual. This increases their|
capacity to live all other habits

‘Wear Out the Saw. Ineffective
people lack a program of self-
renewal and self-
improvement, and eventually
lose the cutting edge they may
have once had.

of effectiveness.
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the circumstance, they live and
are driven by the principles
they value most.

HAB

preoccupation with
circumstances, their past, or
other people. They are caught
up in the “thick of thin things”

and are driven by urgent
matters.
1T 4

Habit 4: Think Win-Win".
People who think win-win have
a frame of mind and heart that
seeks mutual benefit and
mutual respect in all
interactions. They think in
terms of abundance and
opportunity—in terms of “we”
not “me.” They continually
seek to build more trusting
relationships with others by

ink Win-Lose or Lose-Win.,
These people have a Scarci
Mentality and see life as a
zero- sum game. They have|
ineffective communication
skillxnd  make withdrawals
from other people’s Emotional
Bank Accounts, resulting in a
defensive mentality and
adversarial feelings.

Understood”. When we listen
with the intent to understand
others, rather than with the
intent to reply, we begin true
communication and
relationship building.
Opportunities to then speak
openly and to be understood

making  depo: into  the
Emotional Bank Account.
HABIT 5
Habit 5: Seek First to|Seek First to Be Understood.
Understand, Then to Be|These people state first their|

points of view, which are

based solely on their
autobiography and motives,
without attempting to

understand others first. They|
blindly prescribe without first
diagnosing the problem.

come much more naturally and






OEBPS/images/026.png
SELF-SCORING 7 HABITS ASSESSWENT (contnued)

Wabi 3¢ Pur Fest Tunes P

3.1 am daciplioed 1 carying ou pos g | 3 3 4 g
Brocrsingio, et 20 20 .
. do ot allow theuly important activtis oty | 3 3 3 4 s
o gt ot the busy ey of my do.
55 The things | do evry doy v resmivghl g | 1 3 3 4 B
cotibute o oy vl gass e
Han 4 Tons Woe W
16 1 cae shout e s of ot vz | 1 2 3 4 .
7.1 cooperate weh sthrs. [N .
15 W sovng confics | sube to g sckons | 2 3 3 & .
habeneseal
HAai 52 etk P 10 Uuacasans, Tuon 10 B Unocsstooo
PP Tw—— P .
201 snek to undersnd the viewpams fothes. | 3 3 3 4 .
31 Wi Itaming |y ¢ this omthe cter | 1 3 3 B
et it of v, nt s oy ov
Hanr 1 v
32, viosand sk ot th nsghts of e, R i
23,1 am ceahe n seacting for mew nd betr | 3 2 3 4 6
{akse snd slaions.
24| encourge cthers weipres e oprions. | 3+ 3 3 4 s
Ve 7: Swaren e S
S5 ety by hesth na welbing. | 1 3 3 4 .
26,1 st 1o bulld snd Improve relstonsbips wih | 3 3 3 .
thers
27, ltaketinm 0 frd mesringanderjopmentintle. | 3 2 3 4 s






OEBPS/images/025.png
SELF SCORING 7 HABITS ASSESSMENT

Exorionas Bun Accoun

T3t Kidoessand consdartion owd ctars | 33
2 1keeppromisesand honorcommimns. s
5 1ot spesk egatiey cfothers when ey | 1 3
et et

PIPC Buukuce

1 am sbe to maitain an appoprite baace | 3 2
arongth varios spects of y et irds,
ek and so o,

5. When wotking o a sk, | dsokeepin mindthe | 3 2
Concrnsond et o a1 3 woking 1
© Lok hrdat th things | e but natinamane | 3 3

e tht e o

Wan 5 8e Proncrve

72V smin conrl oty e, IR
51 tocs my e cn the thigs L can dosome- | 3 3
hing about vher than on e thigs beyond oy

ool

51 ake esponiiy fo my moods rher then | 3 3
bl others and crumstances

Hanr 32 Bra i e Ewo o ove

o 1 knen what vt o ecomplsh iy e, v e
gz nd prepore 3wy it redcestav | 3 3
nto workn s cit moce.

2. begn e ek with ol pan ot what 1 6| 3 3
it wcamplsh






OEBPS/images/028.png
Knowledge
it o, I 1)

EFFECTIVE HABITS
Tntrnabnd priniples and e fbbavior





OEBPS/images/027.png
AR TOTALS

B o
o B s Wota Wen3 Hos s Wers Wt tary

oustandng






OEBPS/images/030.png





OEBPS/images/037.png
Freedom
© Response
Choose

Awareness

w — S nepe
\ %

gination Conscience

PROACTIVEMODEL





OEBPS/images/035.png





OEBPS/images/045.png
CHALLENGE/PROBLEN

area

Response

Tthc o on ey hare

[r—

[op—

Cirele of Concern






OEBPS/images/Table2.jpg
MASTER CHECKLIST

YOUR RESPONSE

Measure the importance.

ssess your initial reaction.

See the stimulus/response model.

Think about a proactive response.

Engage or exit.

[Review your performance.
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