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BUILD CONFIDENCE THROUGH
SELF-EFFICACY IN 4 STEPS

INTRODUCTION

Confidence in any area of life is developed through intentional
effort and practice. At the heart of this process is self-efficacy:
your belief in your ability to succeed in specific tasks. By improving
self-efficacy in the tasks most relevant to a particular area of life,
you can strengthen your confidence and achieve meaningful
progress.

This tool is designed to guide you through the four phases—Self-
Awareness, Goal Setting, Taking Action, and Reflection—to help you
build lasting confidence.

HOW TO USE THIS TOOL
Follow these principles to make the most of this guide:

e Embrace Failure: View setbacks as opportunities to learn and
grow. Every challenge you face and overcome strengthens your
resilience and clarity for the future.

e Set Achievable Goals: Start with small, realistic steps that align
with your life. Smaller wins build momentum and make larger
goals feel more attainable.

e Use Your Worksheet as a Cue: Place your worksheet where you'll
see it daily—on your desk, refrigerator, or somewhere visible. This
visual reminder acts as a powerful cue to take action and stay
focused on your progress.

e Stay Flexible: Life happens, and plans can change. Use this tool
as a dynamic guide—if something doesn’t work as intended,
adjust your timeline and try again without discouragement.

e Acknowledge Progress: Regularly take note of how far you've
come. Recognizing each step forward reinforces your efforts and
builds motivation to continue.
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STEP 1: SELF-AWARENESS

The first step is understanding where you want to grow and why. Identifying your
confidence gaps gives you clarity and helps focus your efforts.

la. What specific area do you want to feel more confident about?
Example: Public speaking, fitness, making new connections.

1b. Why does improving this matter to you?
Consider how it will impact your life or align with your values.

1c. How much of a priority is this in your life right now?

Reflect on how this area fits into your overall goals. Is it something you want to
focus on immediately, or can it wait? Rate its priority from 1 (low) to 10 (high) and
explain why:

1d. What are the biggest challenges/obstacles holding you back?
Identify what’s stopping you. For example, fear, lack of time or
resources.
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STEP 2: GOAL SETTING

Now that you've identified an area to focus on, it's time to set a clear and
actionable goal. Here's how to do it:

2a. What outcome do you hope to achieve in this area, and by when?
Example: "Feel more confident contributing in team discussions” or "Build a habit
of regular exercise to improve my energy.”

2b. Break the Goal into Manageable Steps

Identify small, concrete actions that bring you closer to your goal.
"Example: "Write down three potential icebreakers for the
networking event.”

2c. Commit to a specific time, space or situation when you’ll take
thhe actions to move closer to your goal.

Examples: ‘If my manager asks for input during tomorrow’s
meeting, | will share the idea | prepared in advance.”

‘At 3 p.m. on Wednesday, I'll block 30 minutes to draft a rough
outline for my presentation.”
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STEP 3: TAKING ACTION

Objective: Reflect on your actions to identify strengths, areas for improvement,
and prepare for future success.

3a. Have Your Plan at Hand and Review It

Keep the specific steps or intentions you prepared in Step 2 readily accessible.
Regularly reviewing your plan ensures you stay grounded in your commitments.
Example: "My plan is to contribute one prepared idea in tomorrow’s meeting.”

3b. Focus on the Goal

Keep your desired outcome front and center. Remind yourself why the goal
matters and what achieving it will bring, rather than fixating on how perfect your
approach needs to be or worrying about the effort involved. Staying outcome-
focused helps you move past unnecessary doubts or hesitations.

Example: “I'll remind myself how sharing my idea can contribute to the team’s
success, rather than overthinking whether my points are perfectly worded.”

3c. Remember Past Successes

Think back to similar situations where you succeeded. Reminding yourself of past
achievements helps reinforce your belief that you can attain this goal if you stick
to the plan.

Example: “I've successfully shared ideas in meetings before, and they were well-
received. | can do it again.”

3d. Take the Next Best Step

If procrastination makes it hard to follow your plan, focus on a simpler action that
still moves you forward. This way, you avoid doing nothing and maintain progress.
Example: “If I'm procrastinating on preparing for the meeting, I'll start by jotting
down just one idea to share instead of aiming for a complete outline.”

¢ What's the next best action you can take if procrastination sets in?

( )

3e. Identify Causes of Procrastination

As you take action, write down specific triggers or causes of hesitation or delay.
Recognizing these patterns helps you reflect and adjust later in Step 4.

Examples of Triggers:

e “| felt anxious about being judged.”

e “| doubted my ability to present my idea clearly.”

e “| got distracted by unrelated tasks.”

“| feared making a mistake.”

e What's causing me to procrastinate or hesitate?

( )

3f. Adjust as Needed

Stay flexible. If unexpected obstacles arise, adapt your actions to keep moving
toward your goal.

Example: “If | miss today’s meeting, I'll schedule a follow-up with my manager to
share my ideas.”
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STEP 4: RELFECTION FOR GROWTH AND PROGRESS

Objective: Reflect on your actions to identify strengths, areas for improvement,
and prepare for future success.

4a. Recognize Successes

Reflect on what went well and how your actions contributed to progress.
Example: “Sharing my idea led to positive feedback from the team.”
What actions were successful?

4b. Evaluate Triggers

Look at the procrastination triggers or emotional barriers you noted earlier.
Identify patterns and strategize solutions.
Example: “I realized | avoid taking action when | feel overwhelmed. Breaking tasks
into smaller steps helps.”
What triggers or patterns affected my progress?

4c. Identify Obstacles

Review what didn't go as planned and explore why. This helps you refine your
approach for the next steps.
Example: “I hesitated because | worried my idea wasn’t perfect. Next time, I'll
focus on contributing without overthinking.”
What held me back, and how can | overcome it next time?

4d. Plan Your Next Step

Decide on your next goal or adjust your approach based on your reflection.
Example: “Next week, I'll prepare more thoroughly by rehearsing my ideas in
advance.”

What will | do next to keep progressing?
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