
Setting SMART Goals

People often set very strong work-related goals and neglect to do it for any other area of their life. While career is typically the most structured part of life, it doesn't have to be only one that benefits from clearly defined goals. Encourage all students to take the time to establish at least one solid goal for each area of their life. Here are some examples (some of these may not apply):

•   Professional 

•   Relationships (family, friends, co-workers)

•   Fitness/Health 

•   Intellectual

•   Community Involvement 

•   Financial 

•   Education 

•   Artistic

A "good" goal has 5 distinct elements. To define them we are going to use the SMART acronym:

Specific
What do you want to achieve? How will you achieve it? Why is it important to you? Clearly define the outcome you want.

Measurable
Establish concrete criteria for measuring your success. Use actual numbers, target dates, or specific events to indicate when your goal has been achieved.

Achievable
Your goals should push you past your comfort point but you should still be able to attain them with effort and commitment.

Relevant
Your goals should be important to you and the outcome should impact your life. Likewise, you should have the ability to directly impact them. Don't set goals that aren't significant or that you can't do anything to control.

Timely
Your goals should have a time element established. This will keep you on track and prevent you from simply pushing a goal far into the future. It should matter now and you should have a sense of urgency about it.
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SMART Goal Worksheet

Today’s Date: _______________ Target Date: ________________ Start Date: _________________

Date Achieved: _______________

Goal: ___________________________________________________________________________


Verify that your goal is SMART

Specific: What exactly will you accomplish?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Measurable: How will you know when you have reached this goal?

________________________________________________________________________________________________________________________________________________________________________________________________

Achievable: Is achieving this goal realistic with effort and commitment? Have you got the resources to achieve this goal? If not, how will you get them?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Relevant: Why is this goal significant to your life?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Timely: When will you achieve this goal?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
This goal is important because:
________________________________________________________________________________________________________________________________________________________________
The benefits of achieving this goal will be:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Take Action!

Potential Obstacles


      Potential Solutions

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________


Who are the people you will ask to help you?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Specific Action Steps: What steps need to be taken to get you to your goal?


What?


                 

Expected Completion Date
    Completed

____________________________         
 _____________        
    ___________

____________________________         
 _____________        
    ___________

____________________________       
    
_____________        
    ___________

____________________________           
_____________        
    ___________

____________________________           
_____________         
    ___________
Printed with permission from OfficeArrow.com, ©2008

SMART Goal Worksheet * Section IV: Career Planning Skills, Lesson 5 * Page 2
Oesch, M. & Bower, C. (2009). Integrating career awareness into the ABE & ESOL Classroom. Boston, MA: National College Transition Network and System for Adult Basic Education Support. Retrieved December 3, 2010, from http://collegetransition.org/publications.icacurriculum.html

