
Habit 1: Be Proactive Worksheet
Name: _____________________________________  Date: _________________________________

Proactivity means taking responsibility for your life and choices rather than blaming external 
circumstances or other people.

Circle of concern: Things you worry about but have limited control over

Circle of influence: Things you can directly impact through your actions

Reactive vs. proactive language

Convert these reactive statements into proactive ones.

Reactive statement Proactive alternative

“There’s nothing I can do.”

“That’s just the way I am.”

“They make me so mad.”

“I have to do this.”

“If only my boss was more reasonable.”



Identify your circles

List 3-5 items in each circle.

My circle of concern (things I worry about but can't control)

My circle of influence (things I can directly impact)

Proactive response planning

Think about a challenging situation you're currently facing:

The situation

My typical reactive response

A proactive response I could choose instead

What specific actions can I take?


	Name: Akira Takahashi
	Date:  March 27, 2025
	Proactive alternativeTheres nothing I can do: Let me look at what options I have available.
	Proactive alternativeThats just the way I am: I can choose to approach this differently.
	Proactive alternativeThey make me so mad: I allow myself to get frustrated when this happens.
	Proactive alternativeI have to do this: I choose to do this because it aligns with my priorities.
	Proactive alternativeIf only my boss was more reasonable: I can find better ways to communicate my needs and ideas.
	My circle of concern things I worry about but cant controlRow1: 1.The economy and potential job market changes

2. My coworker's negative attitude

3. Weather affecting my commute

4. Company policy changes

5. My partner's stress level at their job
	My circle of influence things I can directly impactRow1: 1. My professional skill development

2. How I respond to workplace challenges

3. My time management system

4. My physical and mental well-being routines

5. The quality of my work deliverables
	The situationRow1: I'm feeling overwhelmed by a large project that was recently assigned to me with a tight deadline. I wasn't given clear instructions, and I'm worried about failing.
	My typical reactive responseRow1: Complaining to colleagues that it's impossible to complete on time, procrastinating because I feel anxious, blaming my manager for not providing enough guidance, and working late nights at the last minute.
	A proactive response I could choose insteadRow1: Acknowledge that while the timeline is challenging, I can break the project into manageable parts. I can take responsibility for seeking clarification rather than waiting for more instructions. This is an opportunity to demonstrate my problem-solving abilities.
	What specific actions can I takeRow1: Schedule a meeting with my manager to ask clarifying questions and request resources

Create a detailed project plan with milestones

Block time on my calendar specifically for project work

Identify which team members might be able to collaborate or provide input

Practice stress management techniques when I feel overwhelmed


