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Name:  ______________________________		School:  ___________________
7 Skills to Make Mills # 2
(Alternate Assignment for Business Ethics Student Training)
Skill 2 Organization

Please Note:  One activity is required per month for each WBL release period.  You may only use this assignment if you are released for multiple WBL periods.  You must first complete an assignment related to the skill area of the month (Attitude/Respect, Business Communications, etc.).   Each chapter of the book serves as a separate assignment.  You will find nine separate activities in this document. Assignments will need to saved with the correct title/number, your name and make sure you identify which month the assignment is to be credited to.  

LEARNING TARGET:  To be proficient in managing your two most valuable resources:  Time and Money  Worksheets  are divided into two sections.


TIME

1.  “Running your _____________________ is like running your _______________________.”

2.  “How _________________ you mind your _________________________ and manage ________________________is a pretty good _______________________ and ______________________ of how successful you will be as an entrepreneur or an __________________________.”

3.  “Life _________________________ and self-__________________________ are _________________________ skills you must develop if you plan to _______________________    __________________________.”

4.  “Minding your business is a critical component to future success.  It can also play a ______________________ role in determining the ________________________ of _____________________ and _________________________ you are afforded to mind your business, instead of someone else minding it for you.”

5. “Sometimes ____________ preparing and __________________ for the ______________________ things in life, ____________________us more __________________ and ______________________.”

6.  “__________________________ a _____________________ for staying organized will ____________________ your ______________________ and ________________________power, saving you time and money.”



7.  “Two of the most important ________________________ you will ever manage in your life are _____________________ and _______________________.”

8.  “The truth is, people make ____________________ for the things they ______________________ valuable, and some fail to place ______________________ on other __________________’s time.”

9.  “Being _______________    _____________________ is one  of the ________________ habits you can develop.”

10.  “The ____________________ you develop early on, like being ____________  ___________________, will follow  you into your ____________________, __________________________, and ______________
    	__________________________.”

11.  “It is suggested by many experts that a _________________   ___________________ student get at least _________________ hours of __________________ per night during the school week…”

12.  “Vince Lombardi, former Super Bowl winning head coach of the Green Bay Packers, said, ‘ _____________________ make _______________________!’  The__________________________ between being ______________ and being _________________ is determined by how ______________________ we are of managing the _______________________ we have.”

13.  “The one thing that is equal to us all is:  ______________________.”

14.  “When you study the most ________________________people, there is a ____________________thread among the most of them.  They are extremely ________________ _____________________ and make wise use of their most valuable asset, their ____________.”

15.  “___________________________is the key to __________________________.”

16.  Define “rapport”

17.  “Develop or adopt a system for ______________________  ______________________________ and 
___________________   _____________________________ that fits your style and personality and make it a part of  your daily program.”






18.  Define “spontaneity”



19.  Reflecting is an important part of each day…”reflect on the ________________________________ of the day.  I think about which parts of my day went ___________________and which events I wish I would have done __________________.  I ask myself what I could have done differently to _____________________ my ___________________________.”

20.  “Keeping a daily journal give us an __________________________ to now only ________________ on the past, but to ______________________how far we have come and grown as individuals.”

21.  Define “juncture”

22.  “When you write your ______________________  _______________________ and look at them every day, it will force you to take ________________________ and determine whether or not you are taking the necessary ____________________ to fulfill your ___________________.”

23.  FILL IN THE BLANKS

S______________________________

M_____________________________

A______________________________

R______________________________

T______________________________

24.  “Any time you quantify what you are trying to ________________________, it makes it easier to measure _______________________.”

25.  “________________________your progress empowers you to make ________________________ if necessary.”

26.  “Having ________________that are attainable will keep you from getting _________________.”

27.  “Don’t let ____________________ of ________________________keep you from setting ______________ that are challenging as well as ________________________.”



28.  “But if you set a goal to be accomplished within a certain time frame, then you have created a ____________________ of _______________________ to get busy making it happen.”

29.  “___________________________ and incentives are powerful motivators.”


30.  “One of the most often asked questions in an interview is, ‘ ________________  _______
________   __________  _______________________  _________  __________ ________________?”

31.  People who are NOT ____________________  _____________________ have a very difficult time answering the question.”

32.  You need to be able to rattle off your
	________________________
	________________________
	________________________
	________________________ goals on request.



TIME Personal Reflection:

	Do you spend more time, effort and energy minding YOUR business or OTHERS?

	
	How do you organize your time:  Day, Week, Month, Year?




[bookmark: _GoBack]
image1.jpeg
Century Career

Croran

piraton - Conectons




