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Learning Objectives
1. Prioritize tasks effectively through Covey's time management matrix.

2. We will focus on using empathetic listening skills before sharing our own
ideas.

3. Use collaborative techniques to enhance collective effectiveness.

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________



Key Principles:
Initiative: Taking charge of your actions and making things happen
rather than waiting for them to happen.
Self-Awareness: Recognizing your ability to control your own behavior
and responses.
Personal Responsibility: Owning your choices and their outcomes
without shifting blame.

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Work Related Examples?

__________________________________________________________

__________________________________________________________



Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________



Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________



Key Principles:
Goal-setting: Starting each day, task, or project with a clear vision of
your desired outcomes and goals.
Long-Term Vision: Planning ahead and contributing to the company’s
mission and vision.
Personal Leadership: Seeking opportunities to be a good leader.

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________
Tools or
Procedures Your
Team Uses?

_________________

_________________

_________________

__________________________________________________________



Key Principles:
Time Management: Setting priorities and creating schedules to focus
on activities that contribute to long-term goals.
Prioritization: Focusing on tasks based on their importance rather than
their urgency.
Self-discipline: Following plans and maintaining organization.

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________



•Important tasks significantly impact long-term
success.
•Urgent tasks that require immediate action and
cannot be delayed.

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________



Notes ____________________________________________________

__________________________________________________________

Task A: __________________________________________________

Task B: __________________________________________________

Task C: __________________________________________________

Task D: __________________________________________________



Notes ____________________________________________________

__________________________________________________________

Key Principles:
Collaboration: Working together with others in a way that creates
mutually beneficial outcomes.
Mutual Respect: Confidence to pursue your own goals with respect for
others’ needs.
Shared Benefits: Seeking solutions that benefit everyone.

Notes ____________________________________________________

__________________________________________________________



1. Fostering a Collaborative Mindset: Promote a culture of mutual benefit
and trust, valuing all contributions.
2. Leverage Diverse Strengths: Recognize and integrate individual skills to
enhance team strategy and creativity.
3. Promoting Mutual Respect: Encourage open communication and value
diverse viewpoints for better decision-making.
4. Resolving Conflicts Constructively: Focus on win-win solutions and
collaborative problem-solving to benefit all.
5. Setting Shared Goals: Align on clear objectives and celebrate team
successes to reinforce collaboration.

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________



1. Encourage
Collaboration
2. Recognize and
Reward
Contributions
3. Provide Support
and Resources

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

Key Principles:
Empathetic Listening: Genuinely listening to people's thoughts and
feelings.
Communication Skills: Allowing others to express themselves without
interruption and responding with respect.
Emotional Intelligence: Viewing situations from their viewpoints.



What does empathetic listening mean to you?

__________________________________________________________

__________________________________________________________

Being Fully Present: Remove distractions and give your full attention.
Practice Active Listening: Reflect on what’s said and ask clarifying questions.
Show Empathy and Understanding: Acknowledge feelings and understand
their perspective.
Avoid Interrupting: Let them finish and use nonverbal cues to show
engagement.
Provide Thoughtful Feedback: Summarize key points and express
appreciation.
Respond Appropriately: Share relevant ideas and link responses to what was
said.

Notes ____________________________________________________

__________________________________________________________

__________________________________________________________



Notes ____________________________________________________

__________________________________________________________

__________________________________________________________



Encourage Empathy: Promote understanding and respect for different
viewpoints within the team.
Facilitate Dialogue: Encourage open discussions and provide regular
opportunities for feedback and communication.
Use Reflective Techniques: Implement techniques like paraphrasing
and summarizing to ensure accurate understanding before responding.

Debrief Questions:

1. How did it feel to be listened to with empathy and understanding?

__________________________________________________________

__________________________________________________________

2. What strategies helped you effectively convey your perspective or
concerns?

__________________________________________________________

__________________________________________________________

3. How did seeking to understand the other person's point of view
influence the outcome of the role play?

__________________________________________________________

__________________________________________________________



Key Principles:
Teamwork: Collaborative efforts produce greater results than individual
efforts.
Creativity: Combining strengths and ideas of teammembers develop
creative solutions.
Openness to Different Perspectives: Leveraging diverse strengths and
perspectives to create solutions and outcomes.

Notes ____________________________________________________

__________________________________________________________

Notes ____________________________________________________

__________________________________________________________



How do these specific examples encourage teamwork, value every
perspective, and/or communicate the big picture?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________



Notes ____________________________________________________

__________________________________________________________

Key Principles:
Continuous Improvement: Support mental growth by engaging in
diverse learning opportunities.
Balance: Promote work-life balance to maintain overall well-being and
effectiveness.
Renewal: Regularly renewing yourself in four key areas: physical, mental,
emotional, and spiritual.

Notes ____________________________________________________

__________________________________________________________



Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

Breakout Activity:
1. Choose a Scenario: Select one of the provided scenarios
for your discussion.
2. Identify the Habit: Determine which of the 7 Habits the
chosen scenario relates to.
3. Apply the Habit: Discuss how to apply the principles of
the identified habit to effectively address the scenario.
4. Prepare to Share: Get ready to present your findings
and application strategies to the larger group when we
reconvene.



Scenario _________________________________________________

Habit ____________________________________________________

__________________________________________________________

Ideas ____________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________



Notes ____________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Questions _______________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________




