TWENTY FOUR TIPS TO “TAP” INTOYOUR FULL POTENTIAL

1.Put your plans on paper.  Spell out goals and ways to reach them.

2. Be specific.  The advice you give yourself must be such that you can put into practice.

3. Break the job down into small pieces so that you have no excuse for not starting it.

4. Establish checkpoints so that you can check your progress.

5. Remind yourself of benefits you expect from completion of the job.

6. Avoid temptation by deliberately avoiding circumstances or thoughts that might sidetrack you.

7. Recognize your limitations.  Don't set goals you do not expect to reach.

8. Take advantage of energy peaks, those periods of the day when you are habitually in top form.

9. Take risks.  Do not be afraid to try new methods.

10. Use negative motivation.  Remind yourself of the unfavorable consequences of inaction.

11. Keep a time-control budget, comparing the priorities of various projects in progress.

12. Set deadlines and hold yourself to them.

13. Make an honest distinction between "I can't" and "I don't want to."

14. Get started.  Do not stall.

15. Improve your self-persuasion ability.  Learn to know when you are reasoning and when you are rationalizing.

16. Be optimistic, and your chances of success increase.

17. Decide how you want to start, what needs to be done first.

18. Read, especially literature related to your problem.

19. Use self-signaling devices—notes, cues, reminders.

20. Promise yourself rewards—small rewards for small accomplishments, big rewards for big accomplishments.

21. Use the stimulation provided by good news to do extra work.

22. Recognize conflicts and make a choice.  Don't let inertia set in.

23. Give yourself the right to make mistakes.  No one is perfect.

24. Exercise your sense of humor.  Laughter indicates a realistic point of view.

OPERATIONAL GOALS

It is one thing to write down or state a goal.  It is quite another to carry it out.
Because organizations are comprised of many individuals, the possibility for failure is increased as the number of relationships increases.  

When an individual has a personal goal, he can often be the goal-setter, planner, and executor all wrapped up in one.  

If he changes his mind, he knows exactly to whom to give instructions—himself.

But organizations are dependent upon individuals' working together.  

1.  
A goal should be related in some way to the church's purpose.

2.  
We must believe we can do it.

Goals are often set so high that they are unrealistic.

Some set goals as a dream or a "target" they know they cannot reach.

For a pastor to say, "Every member bring 5 next Sunday" is unrealistic.  But if he said, "Bring one" it would be reasonable.

3.  
A goal should have a date when it will be 


accomplished.

We should know when we want it done.

We want to see it in the past tense.

If people do not have a clear picture as to the time frame within which a goal lies, they have entirely different assumptions as to how urgent it is.

4.  
A goal must be measurable.

Everyone must be able to tell that something has happened, that it has become a past event.

If they are not measurable we take away from people their sense of accomplishment.

5.  
A goal needs to be supported by a plan.


We must know how we plan to reach the goal.


We must see a way to get there from here.


We must have some understanding of which way the path will lead.

6.  
A goal needs to be claimed by someone.

Someone must believe he owns this goal.

We must all know who will take steps to reach the goal.

What is everyone's business is no one's business.

The question is not whether we all believe in the goal, but who believes  in it enough to make it happen?

7.  
A goal must be supported by the necessary 


resources.

We must have an understanding of what it will cost in money, facilities, and other types of energy.                     

We must know what resources are available (Nehemiah).

GOAL FOR:  ___________________________________

PURPOSE


____________________________________


For this reason





____________________________________

GOAL



____________________________________


We plan to


Accomplish this:
____________________________________





____________________________________


By this date:

____________________________________


We will know it
____________________________________


has happened


because:

____________________________________





____________________________________

STEPS:


____________________________________


We plan to take


these steps:

____________________________________





____________________________________

PEOPLE:


____________________________________


These people are



Responsible:

____________________________________





____________________________________

COST



____________________________________


It will cost this



amount in money
____________________________________


and materials:





____________________________________

POWER OF GOALS

1.  
Goals give a sense of direction and purpose.

They tell workers where the organization is going and help them to see where they fit.

If you don't know where you are going, any road will take you there.

Amos 3:3 "How can two walk together except they be agreed?"

2.  
Goals give us the power to live in the present.

We cannot really make any decisions about the future.

We are not even sure how long we will live.

But if we know the kind of desirable future we want, we can make decisions today which are more likely to bring us to that future.

3.
Goals promote enthusiasm and strong organizational life.


When people know that they are working together for the common good, there is an increased sense of fellowship.  

It is much easier to build fellowship around a task that people are accomplishing together than it is to build fellowship for fellowship's sake.

4.  
Goals help us to operate more effectively.

One definition of a problem is "a deviation from a goal."  The assumption is that if there is no goal from which to deviate, we really do not have a problem.  

Goals tell us where to put our energies.

5.  
Goals help us to evaluate our progress.

If we not not know how far we have come, how can we know whether we have arrived?

6.  
Goals force us to plan ahead.

It keeps our eyes on the future and thus we are not focusing our attention on the past.

7.  
Goals help us to communicate within the organization.

Have you ever said to yourself, "I wonder who is responsible for that?"

Evidently you did not have a clear picture of who had the assigned responsibility for that particular goal.  This is why it is important that different departments and sections be organized around goals rather than around tasks.

8.  
Goals give people a clear understanding of what is expected.

That way we know how we are progressing.

The exciting thing about having a goal is seeing ourselves moving toward it.

The only way we can measure success is by comparing goals with achievements.

9.  
Goals help reduce needless conflict and duplication.

When goals are not clear two people may be doing the same thing without knowing it.

We have also run into the response "Oh, I thought that was your responsibility!"

Goals therefore reduce the needless misunderstanding which results from having unclear aims.

10.  
Goals take the emphasis off activity and place it on output.

It is not how much we do (activity) that counts, but what we get done (output).  

The organization which focuses on all the good things it does, rather than on the goals it accomplishes, is on the road to failure.

WELL WRITTEN GOALS ARE:

1.
Stated in terms of end results, as past events.

2. 
Achievable in a definite time.  We know when they will become past events.

3.
Definite as to what is expected.

4.
Practical and feasible.  We believe we know how to reach them.

5.
Precisely stated in terms of quantities, where possible.

6.
Limited to one important goal per statement.

POORLY WRITTEN GOALS TEND TO BE:

1.
Stated in terms of process or activity.  They emphasize doing things.

2.
Never fully achievable, no specific target dates set.

3. 
Ambiguous as to what is expected.

4.
Theoretical or idealistic.

5. 
Too brief and indefinite, or too long and complex.

6.
Written with two or more goals per statement.

