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SMART Goals Builder 

Clear goals help individuals and teams stay focused, motivated, and accountable. The 
SMART framework ensures goals are Specific, Measurable, Achievable, Relevant, and 
Time-bound. Use this builder to create clear, actionable objectives that drive meaningful 
results. 

 

1. Purpose of This Tool 

☐ Align goals with business priorities. 
☐ Create clarity about what success looks like. 
☐ Support performance reviews and development plans. 
☐ Encourage accountability and measurable progress. 
☐ Turn broad ambitions into practical actions. 

Tip: SMART goals prevent confusion and promote ownership. Each goal should pass all 
five SMART criteria before being approved. 

 

2. The SMART Framework 

Element Description Key Questions 

Specific 
Clear, detailed, and focused 
on one outcome. 

What exactly do I want to achieve? Who is 
involved? Why is it important? 

Measurable 
Includes a way to track 
progress or success. 

How will I know when it is achieved? What 
data or evidence will show progress? 

Achievable 
Realistic given available 
resources, skills, and time. 

Can it be done? What support or tools are 
needed? 

Relevant 
Aligned with team or 
organisational goals. 

Does this goal matter to current priorities? 
How does it contribute to success? 

Time-
bound 

Has a clear deadline or 
milestone. 

When will it be completed? What 
checkpoints will track progress? 

Tip: Goals that miss even one SMART element are likely to cause delays, confusion, or 
low motivation. 
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3. Goal Builder Template 

Goal 
Statement 

SMART 
Breakdown 

Supporting 
Actions 

Owner Deadline 
Progress 
Notes 

 Specific:     

 Measurable:     

 Achievable:     

 Relevant:     

 Time-bound:     

Tip: Keep goals short and specific. A single clear sentence supported by measurable 
actions is more powerful than a long description. 

 

4. Example SMART Goal 

Goal: Improve customer satisfaction scores by 10 percent within six months by 
enhancing response times and communication quality. 

SMART 
Element 

Details 

Specific 
Improve customer satisfaction by focusing on faster response times 
and communication. 

Measurable Increase customer satisfaction survey score from 80% to 90%. 

Achievable Implement new customer service training and tracking tools. 

Relevant Supports company goal to strengthen customer loyalty. 

Time-bound Complete within six months and review progress monthly. 

Tip: Examples help teams understand how to translate broad objectives into precise, 
practical targets. 
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5. Alignment and Review 

☐ Goal links directly to team or organisational priorities. 
☐ Goal has been discussed and agreed with the manager. 
☐ Checkpoints are scheduled for progress review. 
☐ Adjustments can be made if priorities shift. 
☐ Achievements are recognised and recorded. 

Tip: Alignment ensures goals add value to both individual development and business 
performance. 

 

6. Barriers and Support Needed 

Potential Barrier Impact Support Required Owner 

☐ Barriers identified and mitigation plans discussed. 
☐ Required support (training, tools, time) approved. 

Tip: Addressing obstacles early helps prevent failure or frustration later in the process. 

 

7. Progress Tracking 

Review Date Current Progress Adjustments Required Comments 

☐ Regular progress reviews scheduled. 
☐ Success celebrated when milestones are achieved. 
☐ Lessons captured for future goal-setting. 

Tip: Tracking maintains motivation and helps keep priorities visible. 

 

8. Completion and Reflection 

☐ Goal achieved on or before the deadline. 
☐ Outcomes documented and shared. 
☐ Learning captured for future improvement. 
☐ Recognition given for performance. 

Tip: Reflection turns goal achievement into continuous learning, helping refine future 
targets. 
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How to Use This Builder 

Use this template during performance reviews, one-to-one meetings, or team planning 
sessions. Apply the SMART test to every goal before approval. Over time, consistently 
applying this framework creates focus, accountability, and measurable improvement 
across your organisation. 

 

Notes 
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