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Guide: Setting Goals and Tracking Habits

This guide will help you define meaningful professional goals and build the habits to achieve them. By exploring your goal from six key perspectives, you'll develop a robust and actionable plan.


1. DEFINE YOUR GOAL

Start by clearly stating your specific and measurable HR goal. Be precise so you know exactly what you're working towards.

My goal
	[Enter your goal, e.g., "Improve the new hire onboarding experience feedback score by 15% by the end of Q3.”]





2. EXPLORE SIX KEY PERSPECTIVES

Consider your goal from the following six angles to gain a deeper understanding of the context and how you can best approach it. For each perspective, reflect on the questions and jot down your thoughts in the space provided.


Perspective 1: Navigating competing priorities

Goals don’t exist in a vacuum. Many goals exist simultaneously, and sometimes they can pull us in different directions. What other demands or objectives might influence your progress on this goal?
· What competing priorities might affect this goal, either from my own workload or from others I collaborate with (e.g., compliance deadlines or urgent requests)?
· Are there any inherent trade-offs within this goal, or how might I approach it? (e.g., balancing speed and accuracy, prioritizing individual support versus process efficiency)
· How will I manage these competing demands to ensure progress on my goal?

Example: I'm responsible for processing payroll on time, but I also need to avoid errors that affect employee pay. The competing pressure is speed versus accuracy, and both matter. To manage this, I’ll block dedicated review time before submission and ask a colleague to do a second check when timelines are tight.

My reflections
	[Enter your answer.]




Perspective 2: Focusing your influence

While you can't control everything, you have significant influence over your own actions and how you interact with others. 
· What parts of this goal are directly within my control? What can I do independently to move it forward?
· Who else needs to respond, take action, or collaborate for this to succeed (e.g., other HR team members, managers, employees)?
· What specific actions can I take to encourage their actions or mindset? How can I show up in a way that builds cooperation and progress?

Example: I can’t control whether managers submit onboarding documents on time, but I can send reminders earlier, include a clear checklist, and follow up with a short call if deadlines are missed. That helps reinforce expectations and makes it easier for them to follow through.

My reflections
	[Enter your answer.]




Perspective 3: Aligning intentions and actions

Sometimes, what we intend to do doesn't always match our actual behavior. Let's look at the connection between your goal and your current actions.
· What am I currently doing (or not doing) that either helps or hinders this goal?
· Is there a gap between how important I say this goal is and how I actually spend my time and energy?
· What adjustments do I need to make to my current actions to support my goal better?

Example: I say I want to reduce follow-up emails, but I often send responses without double-checking for missing info. To align better with my goal, I could use a checklist before hitting send to make sure I’ve included all the key details upfront.

My reflections
	[Enter your answer.]




Perspective 4: Building supportive habits

Big goals are achieved through consistent small steps. Identify the regular habits that will pave the way for your success by helping you stay on track even when things get busy.
· What small, repeatable habits can I incorporate into my daily or weekly routine that directly contribute to this goal and fit my role?
· Are there any existing habits I need to change or stop because they work against this goal?
· How will I integrate these new habits into my workflow (e.g., using reminders or checklists, or scheduling time)?

Example: To stay on top of employee inquiries, I’ll block 15 minutes at the end of each day to review any unanswered emails. I’ll also use that time to draft key responses or set follow-up reminders for the next morning so I don’t start the day feeling behind.

My reflections
	[Enter your answer.]




Perspective 5: Making consistency easier

Consistency isn't just about willpower; it's about designing your environment and processes for success. The easier a task is to start or remember, the more likely you are to follow through.
· What tools, templates, checklists, or digital resources could simplify tasks related to this goal? For example, prewritten email drafts, task checklists, shared calendars, saved filters in the HRIS system.
· What changes to my workspace (physical or digital) could make it easier to focus and take action? Think about how your screen setup, file organization, or noise level might be affecting your focus.
· How can I proactively remove obstacles or points of friction that might prevent consistent progress? Are there unclear steps, frequent handoffs, or distractions that make it harder to act consistently?

Example: To reduce the time, I spend rewriting the same benefit explanations, I’ll create a shared FAQ document and set up email templates for common questions. This will help me respond faster and more consistently, especially during busy periods or when I'm multitasking.

My reflections
	[Enter your answer.]




Perspective 6: Leveraging your HR roles

As an HR professional, you wear many hats. Understanding which roles you naturally play (and which you might need to emphasize) can help you align your actions with your goals and boost your effectiveness.
· What roles do I typically take on when working towards this type of goal (e.g., organizer, communicator, task-executor, problem-solver)?
· Could adopting a different approach or leveraging a different skill set help me make more progress (e.g., being more proactive, collaborative, or detail-oriented)?
· How can I consciously adapt my approach and the "hat" I wear to better achieve my goal?

Example: When addressing employee concerns, I tend to jump into problem-solving mode. To support smoother communication and fewer repeated issues, I might need to lean into active listening: asking clarifying questions and acknowledging the employee’s experience before offering a solution. This could help build trust and reduce misunderstandings.

My reflections
	[Enter your answer.]





3. TAKING ACTION: PLANNING AND TRACKING

Now that you’ve viewed your goal through the six perspectives, it’s time to translate your reflections into a concrete action plan and identify the habits you'll focus on building, all grounded in what you’ve already discovered about your working style, responsibilities, and environment.

My goal
	[Enter your goal, e.g., "Improve the new hire onboarding experience feedback score by 15% by the end of Q3.”]




Summary of key insights

Based on your reflections on the six perspectives, summarize the most important things you learned.
	Reflection area
	Key insights

	Completing goals and trade-offs
	[For example, I want to respond quickly, but rushing increases the chance of missing key info or sounding unclear.]

	What I can control
	[For example, I can control how I manage my inbox, how I structure responses, and when I block time to reply.]

	Alignment of actions
	[For example, I say I value responsiveness, but I often delay replies when I feel overwhelmed or don’t have a perfect answer.]

	Helpful habits
	[For example, a 10-minute block at the end of each day to check open questions helps me avoid backlogs.]

	Ways to make it easier
	[For example, I can use templates for recurring questions and set up inbox folders for better tracking.]

	Role awareness
	[For example, I need to shift from just “completing tasks” to thinking like a service-minded communicator.]




Action plan: key steps and timeline

Outline three to five specific actions you will take to move towards your goal. Be sure to consider the habits and insights you identified in how you frame the tasks.

	Action step
	When/frequency
	Notes/resources

	Draft three email templates for common employee queries.
	By the end of the week
	Use word document, email templates, existing survey as a base.

	Schedule 10 mins daily to review and reply to pending emails.
	Daily at 4:30pm
	Set a recurring calendar event. 

	Start weekly check-in with manager to review email response trends
	Weekly (Friday)
	[Manager’s calendar], checklist for discussion





Habit focus

Identify one to three key habits you will actively work on to support your goal.
· Habit: [For example, review all outgoing onboarding emails for clarity and completeness.]
· Habit: [For example, follow up on outstanding onboarding paperwork every Wednesday.]
· Habit: [For example, spend 10 minutes each Friday reflecting on the week's progress on this goal.]


Weekly habit tracker

On the last page of this document, you’ll find a weekly habit tracker to track your progress. Fill in your chosen habits in the first row. Each day you complete a habit, check it off. At the end of each week, write a short note about what helped you succeed with your habits and what made it difficult. If you need more space for future weeks, you can add more rows to this habit tracker.


Reflection and adjustment

Regularly review your action plan and habit tracker (e.g., weekly or bi-weekly).
· Are you making progress towards your goal?
· Are your habits proving effective?
· Do you need to adjust your action steps or your focus habits based on what you're learning?
· What can you celebrate? What needs to change?

Use this space to jot down your reflections and any necessary adjustments.

	[Enter your reflections and adjustments.]



Remember, this is a dynamic process. Revisit this guide as your goals and circumstances evolve. Consistent reflection and adaptation will help you stay on track and achieve meaningful results in your role.




1

	Week
	Habit 1: [Habit 1]
	Habit 2: [Habit 2]
	Habit 3: [Habit 3]
	Notes: What helped? What got in the way?

	
	Mon
	Tue
	Wed
	Thu
	Fri
	Mon
	Tue
	Wed
	Thu
	Fri
	Mon
	Tue
	Wed
	Thu
	Fri
	

	Week 1
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 2
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 3
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 5
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 6
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 7
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 8
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 9
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]

	Week 10
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	☐
	[Enter notes.]
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