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THE SEVEN HABITS OF HIGHLY EFFECTIVE PEOPLE
Stephen R. Covey *

“Successful people have the habit of doing the things failures don’t like to do.  They don’t like doing them either, necessarily, but their disliking is subordinated to the strength of their purpose.”     






-
Albert E. Gray

Habit 1: Be Proactive.
Taking responsibility for our attitudes and actions.  Response/ability: proactive people develop the ability to choose their response, making them more a product of their values and decisions than their moods and conditions.

The more we exercise our freedom to choose our response, the more proactive we become.  Be a light, not a judge; a model, not a critic; a programmer, not a program.

Feed opportunities and starve problems.  Keep promises and don’t make excuses.  Focus on our immediate circle of influence rather than on the larger circle of concern.

Habit 2: Begin with the End in Mind.

Begin each day with a clear understanding of your desired direction and destination.  Effective people realize that things are created mentally before they are created physically.  They clarify values and set priorities before selecting goals and going about the work.

Habit 3: Put First Things First.

Organize and manage time and events according to the personal priorities identified in Habit 2.  We should give less attention to activities that are urgent but unimportant and devote more time to those things that are important but not necessarily urgent.

Urgent things act on us, and we usually react to them.  We must be proactive rather than reactive to do the important but not urgent things.  Develop a weekly plan.

Habit 4: Think Win-Win.

Effectiveness is largely achieved through the cooperative efforts of two or more people.  Win-win is the attitude of seeking mutual benefit.  Explore all options until a mutually satisfactory solution is reached, or make no deal at all.  Effective people model the win-win principle in their relationships and their agreements.

Habit 5: Seek First to Understand, Then to Be Understood.

We see the world as we are, not as it is.  Our perceptions come out of our experiences.   We must exercise empathy, seeking first to understand the point of view of the other person.  Once people are understood, they lower their defenses.  

Habit 6: Synergize.

This is the habit of creative cooperation or teamwork.  For those who have a win-win abundance mentality and exercise empathy, differences in any relationship can produce synergy, where the whole is greater than the sum of its parts.  Synergy results from valuing differences by bringing different perspectives together in the spirit of mutual respect.

Habit 7: Sharpen the Saw.

When people get busy producing, or “sawing,” they rarely take time to sharpen the saw because maintenance seldom pays dramatic, immediate dividends.  Have a balanced, systematic program for self-renewal in the four areas of our lives: physical, mental, emotional-social, and spiritual.  Without this discipline, the body becomes weak, the mind mechanical, the emotions raw, the spirit insensitive, and the person selfish.

 * “The Seven Habits of Highly Effective People,” Stephen R. Covey, Simon and Schuster, 1989
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