

· Executive Skills are brain functions or cognitive skills that neuroscientists have located in specific regions of the brain, primarily the frontal lobes. 
· They are basic human capabilities that enable us to focus, prioritize, organize, manage our time and control our emotions.

· These skills help you execute tasks.
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Consider the following outside forces. Many of these can have an impact on your cognitive bandwidth and can effect your ability to optimize your executive skills. Please check each on that applies to you  (
	· Lack of downtime
	· Meetings
	· Finishing tasks

	· Email overload
	· Interruptions
	· Criticism 

	· Information overload
	· Pressure from above
	· Work/life imbalance

	· # of hours worked
	· Expectations 
	· Lack of recognition

	· Conflict
	· Budget constraints
	· Ineffective Systems 

	· Deadlines
	· Staffing
	· Workload 

	· Deliverables 
	· Family pressures
	· 


Do you notice a theme(s)? __________________________________________ 

What does this tell you about the pressure you are presently experiencing? 
___________________________________________________________________

The 12 Executive Skills
	Executive Skill List
	What skills are required to excel at my work?
Rank 1-12
	My results.

Rank 1-12

	Self-Restraint
	
	

	Working Memory
	
	

	Emotion Control 
	
	

	Focus
	
	

	Task Initiation
	
	

	Planning/Prioritization 
	
	

	Organization 
	
	

	Time Management 
	
	

	Defining and Achieving Goals 
	
	

	Flexibility 
	
	

	Observation 
	
	

	Stress Tolerance
	
	


I excel at:

	
	
	


I need to manage around:

	
	
	


“When the job at hand requires you to use one of your weakest skills, you can expect a high level of energy while using that particular Executive Skill.”
Chuck Martin, NFI 
SMARTS: Are we hardwired for success (2007) 
Reflect on your Strengths and Weaknesses. . . . 

	I feel strong when I
	

	I will play to my strengths by
	

	I feel weak when I
	

	I will manage around my weaknesses by
	


As I considering my team, who excels at each skill?
	Self Restraint
	Focus
	Organization
	Flexibility

	Working Memory
	Task Initiation
	Time Management
	Observation

	Emotion Control
	Planning/

Prioritization
	Defining and Achieving Goals
	Stress Tolerance


So I need to ________________________________________________________.
Now you know  -  Now what?
	Now that I know….
	I will ….
	By when?

	What my strengths are
	
	

	What my weaknesses are
	
	

	What outside forces are degrading my skills
	
	

	That each team member excels at specific skills
	
	

	I need to play to my strengths 
	
	


Signed: __________________________________Date: __________________
Individuals that play to their Strengths 
are more engaged in their work 
and achieve greater results.     Marcus Buckingham
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