CIRCLE OF INFLUENCE WORKSHEET

CIRCLE OF INFLUENCE WORKSHEET IS A POWERFUL TOOL DESIGNED TO HELP INDIVIDUALS UNDERSTAND THE ASPECTS OF THEIR
LIVES THEY CAN CONTROL AND INFLUENCE, COMPARED TO THOSE THEY CANNOT. BY CLEARLY MAPPING OUT THESE AREAS,
INDIVIDUALS CAN FOCUS THEIR ENERGY ON WHAT TRULY MATTERS, PROMOTING A SENSE OF EMPOWERMENT AND ENHANCING
PRODUCTIVITY. IN THIS ARTICLE, WE WILL EXPLORE THE CONCEPT OF THE CIRCLE OF INFLUENCE, ITS BENEFITS, AND HOW TO
EFFECTIVELY USE A CIRCLE OF INFLUENCE WORKSHEET TO IMPROVE YOUR PERSONAL AND PROFESSIONAL LIFE.

UNDERSTANDING THE CIRCLE OF INFLUENCE

THE CIRCLE OF INFLUENCE IS A CONCEPT POPULARIZED BY STEPHEN COVEY IN HIS BESTSELLING BOOK, “THE 7 HABITS OF HIGHLY
EFFECTIVE PEOPLE.” IT DISTINGUISHES BETWEEN TWO KEY AREAS IN OUR LIVES: THE CIRCLE OF INFLUENCE AND THE CIRCLE OF
CONCERN.

THe CircLE oF CONCERN

THE CIRCLE OF CONCERN INCLUDES ALL THE ISSUES AND PROBLEMS THAT YOU ARE AWARE OF BUT HAVE LITTLE TO NO CONTROL
OVER. THIS CAN INCLUDE GLOBAL EVENTS, THE ECONOMY, OR OTHER PEOPLE’S OPINIONS. W/HILE IT’S NATURAL TO BE
CONCERNED ABOUT THESE FACTORS, SPENDING TOO MUCH TIME FOCUSING ON THEM CAN LEAD TO FEELINGS OF HELPLESSNESS AND
FRUSTRATION.

THe CIRCLE OF INFLUENCE

IN CONTRAST, THE CIRCLE OF INFLUENCE ENCOMPASSES THE AREAS WHERE YOU HAVE THE POWER TO MAKE A DIFFERENCE. THIS
COULD INVOLVE PERSONAL DECISIONS, RELATIONSHIPS, \WORK-RELATED TASKS, OR ANY SITUATION WHERE YOUR ACTIONS CAN
CREATE POSITIVE CHANGE. BY FOCUSING ON YOUR CIRCLE OF INFLUENCE, YOU CAN CULTIVATE A PROACTIVE MINDSET THAT
ENCOURAGES GROWTH AND IMPROVEMENT.

BeNEFITS OF USING A CIRCLE OF INFLUENCE \W ORKSHEET

A CIRCLE OF INFLUENCE WORKSHEET CAN PROVIDE NUMEROUS BENEFITS, MAKING IT AN ESSENTIAL TOOL FOR PERSONAL
DEVELOPMENT. HERE ARE SOME KEY ADVANTAGES:

e CLARITY: IT HELPS CLARIFY WHAT YOU CAN CONTROL AND WHAT IS BEYOND YOUR REACH, REDUCING FEELINGS OF
OVERWHELM.

e EMPOWERMENT: BY FOCUSING ON YOUR INFLUENCES, YOU INCREASE YOUR SENSE OF AGENCY AND RESPONSIBILITY IN
YOUR LIFE.

o |IMPROVED DECISION-MAKING: Y OU CAN MAKE MORE INFORMED DECISIONS BY CONCENTRATING ON FACTORS YOU CAN
INFLUENCE.

o STRESS REDUCTION: LETTING GO OF CONCERNS ABOUT UNCONTROLLABLE FACTORS CAN SIGNIFICANTLY LOWER STRESS
LEVELS.

® ENHANCED PRODUCTIVITY: BY PRIORITIZING TASKS AND ISSUES WITHIN YOUR CIRCLE OF INFLUENCE, YOU CAN ALLOCATE
YOUR TIME AND ENERGY MORE EFFECTIVELY.



How To CrReATE A CIRCLE OF INFLUENCE \X/ ORKSHEET

CREATING A CIRCLE OF INFLUENCE WORKSHEET IS A STRAIGHTFORW ARD PROCESS THAT INVOLVES SELF-REFLECTION AND
ORGANIZATION. FOLLOW THESE STEPS TO GET STARTED:

STep 1: GATHER YOUR MATERIALS

YouU WILL NEED:

- A BLANK SHEET OF PAPER OR A DIGITAL DOCUMENT.

- WRITING TOOLS (PENS, MARKERS, OR TYPING TOOLS).
- A QUIET SPACE TO THINK AND REFLECT.

STep 2: DrRAW YoUR CIRCLES

- ON YOUR PAPER, DRAW TWO CONCENTRIC CIRCLES. THE OUTER CIRCLE REPRESENTS YOUR CIRCLE OF CONCERN, WHILE THE
INNER CIRCLE REPRESENTS YOUR CIRCLE OF INFLUENCE.
- LABEL EACH CIRCLE ACCORDINGLY.

STeP 3: IDENTIFY YOUR CONCERNS

- IN THE OUTER CIRCLE, LIST ALL THE CONCERNS THAT OCCUPY YOUR MIND, INCLUDING GLOBAL ISSUES, PERSONAL CHALLENGES,
AND OTHER EVENTS BEYOND YOUR CONTROL.
- BE HONEST AND THOROUGH IN THIS PROCESS.

STEP 4: IDENTIFY YOUR INFLUENCES

- IN THE INNER CIRCLE, WRITE DOWN THE ASPECTS OF YOUR LIFE WHERE YOU CAN TAKE ACTION. THIS MAY INCLUDE:
- PERSONAL GOALS (E.G., HEALTH, EDUCATION)

- RELATIONSHIPS (E.G., COMMUNICATION WITH FAMILY, FRIENDS, OR COLLEAGUES)

- \W ORK-RELATED TASKS (E.G., PROJECT DEADLINES, TEAMWORK)

- SELF-IMPROVEMENT ACTIVITIES (E.G., LEARNING NEW SKILLS, TIME MANAGEMENT)

STEP 5: ANALYZE AND REFLECT

- TAKE A MOMENT TO REFLECT ON BOTH LISTS. ARE THERE ANY COMMON THEMES? DOES THE LIST OF CONCERNS OUTWEIGH THE
LIST OF INFLUENCES?
- CONSIDER WAYS TO EXPAND YOUR CIRCLE OF INFLUENCE BY TAKING ACTIONABLE STEPS IN AREAS THAT MATTER TO YOU.

PrACTICAL APPLICATIONS OF THE CIRCLE OF INFLUENCE \X ORKSHEET

ONCE YOU HAVE CREATED YOUR CIRCLE OF INFLUENCE \WORKSHEET, YOU CAN APPLY IT TO VARIOUS ASPECTS OF YOUR LIFE.
HERE ARE SOME PRACTICAL APPLICATIONS:



PersSONAL DEVELOPMENT

- USE THE WORKSHEET TO IDENTIFY SKILLS YOU WANT TO DEVELOP. FOCUS ON TAKING COURSES OR ENGAGING IN ACTIVITIES
THAT ENHANCE YOUR ABILITIES, RATHER THAN WORRYING ABOUT EXTERNAL FACTORS LIKE JOB MARKET CONDITIONS.

CAREER GROWTH

- ANALYZE YOUR WORK ENVIRONMENT. FOCUS ON BUILDING RELATIONSHIPS WITH COLLEAGUES OR SEEKING MENTORSHIP INSTEAD
OF STRESSING ABOUT COMPANY~\WIDE POLICIES OR INDUSTRY TRENDS.

RELATIONSHIPS

- IN PERSONAL RELATIONSHIPS, IDENTIFY WHAT YOU CAN DO TO IMPROVE COMMUNICATION OR RESOLVE CONFLICTS. THiS
PROACTIVE APPROACH CAN LEAD TO HEALTHIER AND MORE FULFILLING CONNECTIONS.

TiPs FOR MAXIMIZING THE EFFECTIVENESS OF YOUR CIRCLE OF INFLUENCE
\X/ ORKSHEET

ToO GET THE MOST OUT OF YOUR CIRCLE OF INFLUENCE \WORKSHEET, CONSIDER THESE ADDITIONAL TIPS

® ReEGULARLY UPDATE: REVISIT YOUR WORKSHEET PERIODICALLY TO REFLECT ON CHANGES IN YOUR LIFE AND ADJUST
YOUR LISTS ACCORDINGLY.

® SET GOALS: USE YOUR CIRCLE OF INFLUENCE TO SET REALISTIC AND ACHIEVABLE GOALS THAT ALIGN WITH YOUR
IDENTIFIED AREAS OF INFLUENCE.

o Seek FEEDBACK: DISCUSS YOUR WORKSHEET WITH TRUSTED FRIENDS OR MENTORS TO GAIN INSIGHTS AND DIFFERENT
PERSPECTIVES.

® PRACTICE MINDFULNESS: INCORPORATE MINDFULNESS TECHNIQUES TO HELP YOU STAY FOCUSED ON THE PRESENT MOMENT
AND REDUCE ANXIETY ABOUT UNCONTROLLABLE FACTORS.

CoNcLUSION

THE CIRCLE OF INFLUENCE WORKSHEET SERVES AS A VALUABLE RESOURCE FOR ANYONE LOOKING TO TAKE CONTROL OF THEIR
LIFE AND FOCUS ON WHAT TRULY MATTERS. BY UNDERSTANDING THE DIFFERENCE BETWEEN WHAT YOU CAN INFLUENCE AND WHAT
YOU CAN)T, YOU CAN STREAMLINE YOUR EFFORTS, REDUCE STRESS, AND ENHANCE YOUR OVERALL WELL-BEING. T AKE THE TIME
TO CREATE YOUR OWN WORKSHEET, REFLECT ON YOUR FINDINGS, AND WATCH AS YOU CULTIVATE A MORE EMPOWERED AND
PRODUCTIVE LIFE.

FREQUENTLY AskeD QUESTIONS



WHAT IS A CIRCLE OF INFLUENCE WORKSHEET?

A CIRCLE OF INFLUENCE WORKSHEET IS A TOOL USED FOR SELF-REFLECTION AND PERSONAL DEVELOPMENT THAT HELPS
INDIVIDUALS IDENTIFY AND CATEGORIZE THE AREAS OF THEIR LIFE WHERE THEY CAN EXERT INFLUENCE VERSUS THOSE THEY
CANNOT.

How cAN | cREATE MY OWN CIRCLE OF INFLUENCE WORKSHEET?

To cREATE YOUR OWN CIRCLE OF INFLUENCE WORKSHEET, DRAW TWO CIRCLES: THE INNER CIRCLE FOR THINGS YOU CAN
CONTROL OR INFLUENCE, AND THE OUTER CIRCLE FOR THINGS YOU CANNOT. LIST RELEVANT ITEMS IN EACH CIRCLE TO GAIN
CLARITY ON YOUR FOCUS.

\WHAT ARE THE BENEFITS OF USING A CIRCLE OF INFLUENCE WORKSHEET?

UsING A CIRCLE OF INFLUENCE WORKSHEET CAN HELP IMPROVE FOCUS, REDUCE STRESS BY LETTING GO OF UNCONTROLLABLE
FACTORS, AND EMPOWER INDIVIDUALS BY HIGHLIGHTING AREAS WHERE THEY CAN TAKE ACTION.

CAN A CIRCLE OF INFLUENCE WORKSHEET BE USED IN TEAMS?

YES/ A CIRCLE OF INFLUENCE WORKSHEET CAN BE USED IN TEAMS TO FACILITATE DISCUSSIONS ABOUT RESPONSIBILITIES,
ACCOUNTABILITY, AND AREAS FOR COLLECTIVE INFLUENCE, ENHANCING TEAM DYNAMICS AND COLLABORATION.

\WHAT ARE COMMON MISTAKES WHEN USING A CIRCLE OF INFLUENCE WORKSHEET?

COMMON MISTAKES INCLUDE FAILING TO REALISTICALLY ASSESS WHAT CAN BE INFLUENCED, NEGLECTING TO UPDATE THE
WORKSHEET REGULARLY, AND FOCUSING TOO MUCH ON THE OUTER CIRCLE INSTEAD OF ACTIONABLE STEPS IN THE INNER CIRCLE.

How oFTEN SHOULD | REVISIT MY CIRCLE OF INFLUENCE WORKSHEET?

IT'S RECOMMENDED TO REVISIT YOUR CIRCLE OF INFLUENCE WORKSHEET REGULARLY, SUCH AS QUARTERLY OR DURING
SIGNIFICANT LIFE CHANGES, TO REASSESS YOUR INFLUENCES AND ADJUST YOUR FOCUS AS NECESSARY.

ARE THERE DIGITAL TOOLS AVAILABLE FOR CREATING A CIRCLE OF INFLUENCE
\WORKSHEET?

YES, THERE ARE VARIOUS DIGITAL TOOLS AND APPS AVAILABLE THAT ALLOW USERS TO CREATE AND MANAGE CIRCLE OF
INFLUENCE WORKSHEETS ONLINE, FACILITATING EASY REVISIONS AND SHARING WITH OTHERS.
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