
This is a supplementary resource to our blog post on effective 
goal setting at work. Use it to set goals worth pursuing and 
follow through with achieving them.

Workplace 
Goal Setting

Before you get started... 
avoid these 3 goal-setting mistakes! 

Ø
Writing goals 

centered on tasks

Ø
Writing too 
many goals

Ø
Writing goals that become 

irrelevant too soon

Step One: Pre-Work
Schedule 30-60 minutes on your calendar to set goals. Reflect on the following 
questions and jot down anything that comes to mind.

01
Are there any natural extensions of your 
goals from last year that make sense to 
carry into this year?

02
What did you learn about 
yourself during last year’s 
pursuit of your goals?
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03
What worked well last year (and/or in 
previous years)?

04
What failures, if any, did you 
experience last year?

If they are available to you, review your company’s objectives/goals for the next 
1-5 years. How can you assist the organization in your role, specifically?

What area would you like to grow in this year based on all of the above?
Examples: influence, sustainability, efficiency, skill acquisition, leadership, etc.

List any areas of growth your leader mentioned during your latest performance 
review.



Step Two: Write Clear Goals That You Can Maintain
Remember � Write your goals so specifically that if you were to assign them to 
someone else, that person would know exactly what is expected of them and how 
they would be evaluated. Schedule check-ins with yourself on the calendar. Find 
someone to hold you accountable.

Goal #1
Objective � “Where do I want to go?”

Example Goal
Objective � “Where do I want to go?”
This year, I want to focus on becoming a servant leader. Becoming a servant leader is 
important because I value those around me and want to be a leader worth following.

Key Results � “How will I know if I am getting there?”

1. I will attend one Leadership Summit at WinShape Teams because they instruct from 
   a servant leadership model

2. I will be able to recall five times this year when I was intentional about putting 
   others’ interests before my own

3. I will read at least two books about servant leadership

Key Results � “How will I know if I am getting there?”



Goal #2
Objective � “Where do I want to go?”

Goal #3
Objective � “Where do I want to go?”

Key Results � “How will I know if I am getting there?”

Key Results � “How will I know if I am getting there?”

Get more helpful resources at winshapeteams.org/resources

winshapeteams.org/resources

