
 









 



 



 







 









 



 



 













Making Time Work for You 

Setting Goals and Creating To-Do Lists 

Whenever you create goals for yourself, they 
should be goals that you are able to attain. 
They need to be goals that are SMART. By 
making sure the goals you set are aligned 
with the five S.M.A.R.T. criteria (Specific, 
Measurable, Attainable, Relevant, and 
Time-Based), you have an anchor on which 
to base all of your focus and decision-making. 

Specific 

Measurable 

Attainable 

Relevant 

,. . . . . . ,-;me-based 

Specific- Your goal needs to be clear and specific, otherwise you won't be able to focus 
your efforts or feel truly motivated. You need to determine what do you want to accomplish, 
why is it important, who is involved, where is it located and which resources are involved? 

Measurable - Your goal needs to be measurable so you can track your progress and stay 
motivated. Assessing your progress will help you feel the excitement about getting closer to 
achieving your goal. A measurable goal should address questions like: How much? How 
many? How will I know when it is accomplished? 

Attainable - Your goal needs to be realistic and attainable for you to be successful. This 
means it should stretch your abilities but still remain possible. Beware of setting goals that 
someone else has power over. Things like "Get a job" and "Get that promotion" depends on 
who else applies, and the recruiters or managers decision. Breaking those generic goals into 
specific goals such as "Develop the three most important skills needed to be a desirable 
candidate for my dream job" is an attainable goal. 

Relevant - This step is all about making sure that the goal matters to you and aligns with 
your other goals. If you are working in different directions, it is harder to make progress in 
either goal. A relevant goal can answer "yes" to these questions: Does this seem worthwhile? 
Is this the right time? Does this match with my other efforts/needs? 

Time-based - Every goal needs to have a target date so that you have a deadline to focus 
on. This prevents normal, everyday tasks from taking priority over your long-term goals. A 
time-based goal can answer these questions: When do I want to be done? What can I do six 
months from now? What can I do six weeks from now? What can I do today? 



Making Time Work for You 

Example: Instead of a broad, unspecific goal like:"/ want to get ajob,"you should make it a 
S.M.A.R.T. goal such as: "/ want to update all aspects of my Linked In profile by the end of the
week."

What is your S.M.A.R.T. goal? 
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