Coaching Goal

Date: January 7, 2025 Name: Zoey Andres
Coach’s name: John Doe
Coach’s contact information: 123456789

Goal statement/s

Improve time management skills

Desired outcome/s

Enhance the ability to prioritize tasks effectively, manage time more efficiently, and achieve a
better work-life balance.

Measurable indicator/s

1. Complete at least 80% of planned tasks on a daily basis.
2. Reduce time spent on non-essential activities by 30%.
3. Achieve a rating of 8 or above on a self-assessment of stress levels.

Current reality

Currently, Zoey is struggling with managing my time effectively, often feeling overwhelmed and
stressed due to a lack of organization and prioritization. This hampers her productivity and affects
my overall well-being.

Action step/s

1. Conduct a time audit for one week to identify time-wasting activities and areas for improvement.
2. Prioritize tasks using the Eisenhower Matrix, focusing on high-value activities.

3. Set specific and realistic deadlines for each task to avoid procrastination.

4. Break down large projects into smaller, manageable tasks for better progress tracking.

5. Utilize time management techniques, such as the Pomodoro Technique, to improve focus and
productivity.

6. Practice delegating tasks when appropriate to free up time for more important responsibilities.

Resource/s



Progress tracking

Date Remarks

March 2, 2025 Completed time audit and identified key areas for
improvement.

Additional notes
Possible Obstacles

1. Resistance to change existing habits and routines.
2. Unexpected interruptions or urgent tasks.

3. Difficulty in saying "no" to additional commitments.
4. Procrastination tendencies.
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