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Orhe 6-Level ModelOfor
reviewing your work from
Getting Things Done by David
Allen

How do you spend your time?
How does it relate to what
you want to achieve?

1. Runway = current actions;
your active to-do list

2. 10,000 feet = current
projects; projects have
more than one to-doO
associated with them

3. 20,000 feet = areas of
responsibility; your roles
at work, in the community
and at home; these roles
often lead to projects or
to-dos

4. 30,000 feet = one- to two-
year goals

5. 40,000 feet =three- to
five-year vision for
yourself

6. 50,000+ feet =life
purpose.

Ask yourself OWhat is my life
purpose? How can | maximize
its expression? What are my
longer-term goals and what
projects do | need to have in
place to make them happen?
What significant things are
happening that could affect
my options about what I'm
doing? How are my needs &
preferences changing?0

Ask Yourself

: OLeaders are defined by their unique life stories.... In order to
: find their purpose, authentic leaders must first understand :
: themselves and their passions.O

: -- from True North by Bill George

| have a bias for action, like most of usin leadership positions.
However, | have observed in my own situation aswell asin
consulting and coaching that the greatest innovation, the most
effective actions, and the greatest forward progress often
result from a period of thinking and reflecting before doing.

See the sidebar for some suggested questions from David Allen
to ask yourself as 2008 begins.

Also consider these from Peter Drucker in OManaging OneselfO
(Harvard Business Review, January 2005):
¥ What are my values? What kind of person do | want to
see inthe mirror in the morning??
¥ What should | contribute?
¥ What does the situation require?
¥ Given my strengths E how can | make the greatest
contribution to what needs to be done?
¥ What results have to be achieved to make a difference?
¥ Where and how can | achieve results that will make a
difference in the next year and a half?

And finally, consider these from my book, Leading Others,
Managing Yourself:
¥ Do you know what isimportant to you? What are the
goals or dreams that drive you?
¥ How often do you take at least 30 minutesto reflect on
your behavior, your tactics, and your decisions?
¥ What specific things do you plan to accomplish this
week? What are your most important objectives for the
next 90 days? Do they fit with your personal mission?
¥ Which measures do you track most closely in your work
to monitor your overall progress?
¥ What things do you do that give you the greatest
satisfaction? In what ways do they help you be a better
leader?
¥ What tools can you use to help others achieve more and
get greater satisfaction from their work?

Thinking is a competitive advantage, because so few people do
it. Use the start of the New Year to really think about what you
intend to accomplish this year band why.

Continued on next page



Sop, Look, & Listen

You don® see these old railroad signs much
anymore. The Department of Transportation has
eliminated at-grade
crossings wherever
possible, so the signs
have disappeared.
They haven® outlived
their usefulness,
however. We would
7 all be wise to keep

one of these in our
officesto remind usto stop, look, and listen as we
plan and take action for our organizations and
ourselves.

When you rush through your days, hurtling from
one activity to another Bwithout stopping,
looking, or listening Byou may be busy but not as
effective as you could be. For example, in
organizations where meetings are scheduled back-
to-back, it often seems that preparation for the
meeting begins shortly after the meeting was
scheduled to begin. Asthe discussion begins,
people take out their agendas and related
materials and try to catch up as the meeting
moves along.

A'm just preparing my impromptu remarks.O
--Winston Churchill

Soontaneity is a wonderful thing, but prior
reflection and preparation lead to more depth of
understanding and greater impact. As CEQO, |
chaired a lot of meetings, and | eventually
discovered when | was most effective. Ina
handful of my standing meetings, | had co-leaders
or staff persons with whom | prepared for the
meetings several days in advance. In each case,
we would review the agenda and the materials
that had been prepared, consider the goals of the

meeting and what we hoped to achieve in
practical terms, and identify the roles we
expected each of the participantsin the meeting
to play. Thispreparation had a multiplying effect
in terms of my productivity and that of the others
in the meeting. The ROI was significant.

Here is another way to look at it. Many elite
athletes use visualization as part of their
preparation and performance. When asked to
account for their success, they often refer to the
power of mentally rehearsing what they intend to
do.

Tiger Woods has described not only preparing for
individual shots that way but also visualizing his

career success. We don® all have the talent of a
Tiger Woods, so it is even more important to use
the talents we do have more effectively.

I am a duffer. One summer afternoon, | was

; playing a practice
round by myself.
There was no one
playing behind
me, but the
course was
jammed in front
of me. Therefore,
| took the
opportunity to practice my putting. For the first
time, | really worked on visualizing, seeing the
ball and the path it would take all the way into
the hole. The results blew me away; | had never
sunk so many puttsin my life.

It worksin theory, and it works in practice. Take
time now to think about your strengths and your
goals. What do you intend to accomplish this
year? The questions on p.1 should be a helpful
guide.

OPeak performers develop powerful mental images of the behavior that will lead to the desired results.
: They see in their mind's eye the result they want, and the actions leading to it.O
i --Charles Garfield
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