
HOW EFFECTIVE ARE YOU?
Use the 7 Habits in Your Daily Life and Become More Proactive & Productive



What are the 
7 Habits of 
Effective 
People?

Be proactive.

Begin with an end in mind.

Put first things first. 

Think win-win.

Seek first to understand, then to be understood.

Synergize.

Sharpen the saw. Don't work yourself to death. 



Habit #1 
Be Proactive

• What have you worked on in your circle of influence recently? 
Think about your relationships with friends, families, and co-
workers - have you dealt with a situation you’d normally walk 
away from? Have you learned a new skill or improved an 
existing one? 

• What can you do to improve your proactivity? Are there things 
you are procrastinating on that need your attention? 
Remember recognizing there are things that need to be 
worked on is half the battle! 

• What are you dwelling on? Is it in your circle of concern? 
Remember there are things that you have no control over like 
global news events. 



Habit #2 
Begin with The End In Mind

• What is your current goal? If you have more 
than one, pick the one you’re having the 
most trouble with. Now write down the 
outcome that you would like to achieve. 
Use as much detail as you can - the more 
detailed, the more real it will become. 

• Write down some of the steps you need to 
take in order to achieve your goal. This list 
doesn’t need to be exhaustive but should 
cover most of the main way-points to 
reaching your desired outcome. 



Habit #3 
Put First Things First 

Look at the tasks you wrote in Habit #2 and jot a number from the Time 
Management Matrix (right) next to each one. 

Ø How many did you mark a “1” – Important and Urgent? These are the 
items you need to focus on first. 

Ø If it’s marked as a “2”, you can plan when you need to do it.  
Ø If it’s a “3” you can put it off for a while OR give it to someone else to do.
Ø If it’s a “4” you can remove it or put it on a Someday/Maybe List to look 

at later.

Now… write down the tasks marked with a “1” - these are the ones you 
really need to concentrate on first. Are there as many priority tasks as you 
thought there were? 

You’re more effective already and we’re only halfway through!!! 



Not a Habit… But Include THIS!
Public Victory Phase

“Emotional Bank Account” - make deposits and 
withdrawals with people. Treat them well and you’ll have 
a positive balance, treat them poorly and you’ll get 
emotionally overdrawn with them and have a negative 
balance. 
If we want people to be on our side and willing to help us 
achieve our goals, we need to make sure we have 
positive credit with the people we deal with. 
• What techniques are you using all the time? 
Think carefully… you may be using them without even knowing! 
This includes asking questions and taking an interest in people, 
saying “hello” to a co-worker, keeping your promises and saying 

”I’m sorry” when needed. 



Habit #4 
Think Win-Win

• Think of who you would like to help you achieve your goal -
a co-worker, family member, peer or even someone that 
you don’t know but need to reach out to. What do you 
think that person wants in return for helping you? Is it 
recognition in the form of a “thank you”? Maybe it’s 
something more tangible like a gift or an exchange of 
services.

• Write down some ideas you could use as rewards to help 
achieve win-win situations with various people. 



Habit #5
Seek First to Understand,
Then to Be Understood

• Write down some examples of empathic listening questions, 
ensure that they’re leading and don’t just require a yes or no 
response - that way, you’ll build your bond much quicker. 
These could be inquiring about their hobbies, trips they’ve 
been on, or a movie they’ve seen recently – remember… it 
doesn’t all have to be about work! 



Habit #6
Synergize

Think about your 
interactions with those 

around you. Are you 
being authentic and non-
judgmental? Do you try to 

achieve a win-win 
outcome whenever 

possible? 
Write down some 

examples.

Is there anything you 
could have done slightly 
better? Maybe you get 

frustrated a bit too easily 
if someone doesn’t 
accept your point of 

view? Maybe you didn’t 
ask enough open 

questions? 
Write it down so you can 
reflect and improve the 
next time the situation 

arises. 



Habit #7
Sharpen the Saw

• Look back over the previous 6 habits – which ones have you mastered? Are you a 
great listener? Do you find it easy to compromise? Note these victories.

• What habits could use some improvement? Could you be more proactive with 
certain things? Could you sort tasks into the time management matrix a little better? 
Note these opportunities.

It is important to keep working on each of the 7 habits so that we “keep our saw 
sharp” and maintain great relationships with those around us. 



Let’s Do This!

Revisit this exercise every few months so you can see if there 
are habits you still need to work on and perhaps some habits 
you are procrastinating on…

Good luck and until next time, 
Stay Productive & Positive! 
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