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Figure 1:

TIME DIMENSION

Career Aims

Objectives

Targets

Become a top
executive at chain.

Increase profits
by 15 percent.
Create a pleasant
customer experience.
Meet people in
retail industry.
Get fancier offices.

Hire more sales staff.
Meet with area store
managers.
Participate in
“community history day.”
Attend a tech expo.
Write weekly sales
report for boss.
Hire an interior designer.
Develop a local
marketing strategy.
Refine performance
standards for sales
staff.

Figure 2:

OBJECTIVES

1

IMPORTANCE

IMPORTANCE
10: Increase profits by 15 percent.
• What Organization Wants
• What Boss Wants
• What You Want
8:
Create a pleasant customer
WHAT ORGANIZATION WANTS
experience.
• Create a pleasant customer
• What Organization Wants
experience.
• What You Want
• Increase profits by 15 percent.
5: Meet people in retail industry.
WHAT BOSS WANTS
• What You Want
• Increase profits by 15 percent.
1: Get fancier offices,
• Get fancier offices.
• What Boss Wants

WHAT YOU WANT
• Meet people in retail industry.
• Create a pleasant customer
experience.
• Increase profits by 15 percent.

Figure 3:
Target

ENABLING TARGETS

How EffecWhich
tively Does
Objective(s)
the Target
Does the
Objective’s Advance the Overall
Target Advance? Importance Objective?
Importance
10

Very well

10

Develop a
local
marketing
strategy

Increase profits
by 15 percent

10

Somewhat

7

Hire more
sales staff

Create a pleasant
customer
experience

8

Somewhat

6

Attend a
tech expo

Meet people in
retail industry

5

Somewhat

3

Hire an
interior
designer

Get fancier
offices

1

Very Well

2

Figure 4:

ASSIGNED TARGETS
Whose
Request?

Implied
Overall
Importance? Importance

Write weekly sales report
for boss

Boss

High

9

Meet with area store
managers

Peers

High

4

Participate in “community
history day”

Boss

Low

2

2

IMPORTANCE

Target

IMPORTANCE

Refine
Increase profits
performance by 15 percent
standards for
sales staff
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MY CALENDAR

Appointments

Notes

Weekly Meeting w/ Senior Staff

New compensation system

Global vid conference w/quality control

Quality metrics—lost revenue

Ride stationary bike

Lunch with potential CTO hire

Recruit Sally Smith

Conference call with Wash. lobbyists

Speak with committee chair?

Site visit to see new product

Social media strategy?

Meeting with Times reporter

Improve internal controls

Dinner at home

Lisa’s field hockey practice
Bart’s history midterm

Targets to be done today anytime:
*** Call Patty about next board meeting
* Choose topic for next speech

3

High-priority
Low-priority

Figure 5:

KEY ELEMENTS OF
AN EFFECTIVE MEETING

Good

Bad

The meeting has a clear agenda based
on a well-developed set of goals. The day
before the meeting, the convener sends
out the agenda as well as any background
materials. Participants can read them
in advance and prepare to discuss the
issues at the meeting.

The discussion does not follow a logical
progression to specific ends. No one has
had a chance to read the advance
materials, since they were distributed
15 minutes before the meeting. As a
result, the first part of the meeting is
consumed by going over the materials.

The convener of the meeting starts off
with a 10-to-15-minute presentation to
put the meeting into context, highlight
the key issues, and outline what needs
to be decided at the meeting.

The convener of the meeting makes a
presentation with too many PowerPoint
slides cluttered with dense information.
The presentation takes so long that
there is almost no time for discussion.

After the brief introduction by the
convener, the meeting participants
vigorously debate the key issues. As a
result of the collective interaction, they
come up with a new solution to a tough
problem.

The most senior executive so dominates
the meeting that other participants
are afraid to ask probing questions or
advocate opposing views. The
discussion rehashes conventional
approaches.

During this vigorous debate, people use
clear language and plain English. By the
end of the meeting, everyone knows
where everyone else stands.

Because no one wants to stick his or her
neck out, participants fall back on vague
language, jargon, and acronyms, speaking
up without actually saying anything. As
a result, conclusions are muddled.

Near the end of the meeting, the convener
summarizes the group's conclusions
and the next steps to be taken. The
participants collectively assign
responsibility and deadlines for each step.

At the end of the meeting, the most
senior executive orders other participants
to take specific steps by a specific date.
The participants drag their feet since
they have not bought into this plan.
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Adapt to the Management Style of Your Boss

Here’s an exercise to help you think about the management style of your boss.
Respond to the multiple-choice questions on the next page and choose one
answer to each question.
My boss prefers the role of:
a. The one in charge
b. Coordinator
c. Problem solver
d. Analyst
My boss values most in other p eople:
a. Practicality
b. Teamwork
c. Innovation
d. Perfectionism
My boss’s decision-making style is:
a. Consensus—seeks agreement from all
b. Dictatorial—it’s my way or the highway
c. Debater—has an idea, but is willing to listen to others
d. Risk-averse—sticks to what has been done before
My boss responds to problems by:
a. Blaming subordinates for making mistakes
b. Looking to external actors as causing the problems
c. Asking for detailed information to analyze the situation
d. Trying to prevent similar problems from recurring
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Figure 6:

HOCKEY STICK CHART

Sales Projection for New Release
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What Would You Do with an Extra Five Hours a Week?

Below is a short exercise to gauge how you value different types of activities. I have
listed fourteen activities and put them into four categories: Work, Family, Community, and Yourself. To start with, estimate roughly the number of hours you spend
each week on each activity.
Work
Working at your workplace
Working from home
Commuting

Family
Spending time with your children and grandchildren
Spending time with your spouse or significant other
Caring for your parents
Preparing meals and doing housework
Community
Participating in schools or other programs related to your children
Participating in other charitable, civic, or political groups
Participating in faith-based or religious activities
Yourself
Engaging in sports or exercise
Socializing with friends and relatives
Nurturing yourself through hobbies and personal activities
Sleeping
Total = 168 hours
Now imagine that suddenly you have five extra hours to spend each week.
Please estimate how much of that extra time you would devote to each of the
activities listed above.
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