
Move Ahead in Your Career by
Step-by-Step Backward Planning

Where do I see myself in my one year with my finances?
What do I want to achieve in my career in 3 years?
Do I want to live a different lifestyle 5 years from now? If
so, what does that look like?

Personal life
Small business ownership
Education
Family life
Travels
Health
Career
And more                                       -continued on page 2

Backward planning is a process by which you think ahead and
start from a future point to move back to the current. Backward
planning is not a new concept. It gets used a lot in teaching. A
teacher thinks about when a unit in her class must be taught
and works backward from that point to break the lesson into
smaller parts. She identifies where she wants the students to
be by a particular time (or deadline) and uses her calendar to
divide the unit into smaller portions each day between now
and then.
Backward planning can occur not just in teaching but in many
other aspects of life. It all begins with a vision and an end goal
in mind. You have to stop and ask yourself some questions,
like:

By being clear and intentional with where we want to go in the
future, we can start planning backward with specific strategies
to get there. It's thinking in reverse! No matter what aspect of
your life you want to make changes to, you can use backward
planning strategies. You can set clear and intentional goals for
your:

NEWSLETTER

This issue:
MOVE AHEAD IN YOUR

CAREER BY STEP-BY-STEP
BACKWARD PLANNING

PAGE 01

EFFICIENCY AND ORGANIZATION PAGE 01

TEACHER CORNER:
USE A LESSON PLAN

CHECKLIST TO ORGANIZE
YOUR INSTRUCTIONAL

PLANS

PAGE 03

Efficiency and Organization
October 2022

UPCOMING EVENTS AND
HOLIDAYS

PAGE 02

FOR SMALL BUSINESS
OWNERS:

10 WAYS TO NETWORK
FOR SMALL BUSINESSES |

BEGINNERS AND
INTROVERTS

PAGE 04

10 TIME MANAGEMENT TIPS
AND TECHNIQUES THAT
CAN WORK WONDERS

PAGE 05

https://efficiencyandorganization.com/books-and-publications/f/how-to-do-backward-planning-for-long-term-goal-to-ensure-success
https://everythingjustso.org/blog/how-to-lesson-plan-backwards-ubd
https://monicabeatrice.com/how-to-design-your-life-backwards.html
http://www.johnballardphd.com/blog/forward-vs-backward-planning


BRIGHAM YOUNG

Moving Ahead in Your Career (cont'd)

I will go on a 5-day vacation to Hawaii this year.
I will read 12 books in the next 12 months.
I will lose 40 pounds in the next 10 months.

My small business will generate $200,000 in revenues in 5 years.
I will travel to all 50 states within the next 10 years.
I will buy a house or a condo in the next 36 months.

I will get a promotion to make $10,000 more than what I make
now within the next 3 years.
I will take on two additional assignments within the next 10
months to acquire new skills and build my resume.
I will be promoted to the next career path in my organization in
the next 2 years.

You must first have a vision of where you want to be in the near or
far future, set a specific goal to get there and work backward with
planning. Short-term goals are ones that take place in less than one
year. Long-term goals take more than one year. Here are some
examples of specific SMART goals you can set in a variety of aspects
of your life:

Short-term:

Long-term:

Once the goals are set, backward planning can begin. Some of the
biggest life goals people set revolve around career changes or
promotions. Here are some short-term and long-term SMART goals
for careers:

Short-term and long-term career goals:

Backward career planning can be achieved if you want to be
somewhere different in the future than where you are now. There
are many reasons why you may want to make a career change. Even
if you like your current job, you can still think about whether or not
you want to stay in it five years from now, or even 10 years from
now.

CLICK HERE TO READ THE FULL ARTICLE.
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Please click here to download pdf
version of this document.

TEACHER CORNER:
USE A LESSON PLAN CHECKLIST TO
ORGANIZE YOUR INSTRUCTIONAL PLANS

An introduct ion that  gets  s tudents  interested in
the topic
The learning object ive and how i t  impl ic i t ly
af fects  s tudents
The actual  del ivery of  instruct ion
Speci f ic  ways to check for  s tudents '
understanding
The pract ice or  demonstrat ion of  learning
Strong engagement
The c lassroom environment
A good lesson c losure
And more

IAs an educator ,  you spend hours p lanning lessons .
You want  the lessons to be as ef fect ive as possib le to
maximize learning.  So much goes into p lanning a
lesson ,  inc luding:

P lanning is  a  cr i t ica l  component  of  a  good lesson.
The more you plan and rehearse how the lesson wi l l
go in your mind ,  the bet ter  prepared you wi l l  be as
the instructor .  P lanning requires an organized ,  s tep-
by-step process to keep i t  a l l  together .  Begin with the
end goal  in  mind using your curr iculum maps or
pacing guides ,  then work backward.  For  example ,  i f
the uni t  you are teaching is  on poetry ,  by when
should you have the uni t  completed? What  f ina l
assessment wi l l  show students  learned what  you
taught  them? How many days do you have ,  in  tota l ,  to
teach that  content?  Between today and the day of  the
f inal  assessment on poetry ,  what  wi l l  you teach each
day? How wi l l  you teach each day 's  lesson?

Once you have determined what  topic  you wi l l  teach each
day leading up to the f ina l  uni t  assessment ,  you can star t
p lanning for  each day 's  lesson.  The best  approach to
lesson planning is  to construct  an ent i re  week 's  lesson
plans over  the weekend.  What  wi l l  you do Monday ,
Tuesday ,  Wednesday ,  etc .?  Make sure you take into
account  hol idays and other  school  events  that  might  take
t ime away f rom what  you want  to get  done.

CLICK HERE TO READ THE ENTIRE ARTICLE.
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Latest Videos

HOW TO BECOME MORE
ORGANIZED IN PERSONAL AND

PROFESSIONAL LIFE BY
SETTING SPECIFIC SMART

GOALS

Click here to 
watch video

HOW TO SAVE TIME AT
WORK TO BECOME MORE

EFFICIENT AND PRODUCTIVE
TO ACCOMPLISH MORE |  6

IDEAS

Click here to 
watch video

PLANNING AND GETTING
ORGANIZED FOR A SPIRITED
HALLOWEEN THIS YEAR -  13

IDEAS FOR SUPER BUSY PEOPLE

Click here to
watch the video
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https://youtu.be/IRsey923OAI
https://youtu.be/pkOYHM6ecs0
https://youtu.be/IRsey923OAI
https://youtu.be/pkOYHM6ecs0
https://youtu.be/pkOYHM6ecs0
https://youtu.be/pkOYHM6ecs0
https://youtu.be/9ytUn6wzGok
https://youtu.be/9ytUn6wzGok
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For Small Business Owners:

10 Ways to Network for Small
Businesses | Beginners and Introverts
1 .  P ick 3  to 5  p laces where you can network each
month to establ ish consistency .  

2 .  F igure out  what  the least  awkward way of
approaching and ta lk ing to people is  for  you.  

3 .  Be pat ient  -  some conversat ions just  leave an
impression but  do not  actual ly  become more than
that  unt i l  much later .  Make i t  a  point  to ta lk  to 1
new person each week wherever  you go.  

4 .  P ick 1  to 3  business networking events  each
month ,  depending on how much you can spend on
membership fees and how much t ime you must
actual ly  at tend.  

5 .  At  business networking events ,  be authent ic
and do not  pretend to have everything perfect  in
your l i fe .  

6 .  I f  you are an introvert ,  connect ing with 10 to
20 people each week on socia l  media might  be
easier  for  you than in person.  

7 .  Make sure to reconnect  and stay in touch with
people wi th whom you make connect ions in a
t imely manner .  

READ THE FULL ARTICLE BY CLICKING HERE.
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LOOKING FOR SPECIFIC
WAYS - CHECKLISTS - TO

HELP GUIDE YOU ON YOUR
JOURNEY TO BECOMING

MORE EFFICIENT,
ORGANIZED, PRODUCTIVE,
AND WELL-MANAGED WITH

TIME?  HERE IS A BOOK
THAT HELPS YOU DO ALL

THAT!

Click here to 
get your copy!

10 Time Management Tips and
Techniques that Worked Wonders
for Me

Eat  whi le  you read.
Have your cof fee whi le  you catch up 

I f  you are a  passenger of  a  car  or  a  bus ,  do some
of your reading or  emai l ing .
Catch up with a  f r iend or  fami ly  member over  the
te lephone whi le  you prepare food (especia l ly  i f
you are not  fo l lowing a recipe) .
 Whi le  s i t t ing in the stands at  your k ids ’  games ,
every now and then i t ’ s  okay to catch up on
emai ls  or  socia l  media posts .
Watch the news whi le  you put  on your makeup.

1 )  Try combining act iv i t ies  or  mult i - tasking
when appropr iate .

There are ways to mult i task ef fect ive ly .  Here are
some suggest ions f rom strategies and techniques I
used in my l i fe :

     on socia l  media .

2 )  Some things can be done faster  because
they don ’ t  need much focus or  concentrat ion.

Watch your shower t ime.  I f  i t ’ s  over  20 minutes ,  see what  needs to be done
to make i t  go a bi t  faster .  F ive minutes saved each day wi l l  add up to 35
minutes per  week ,  and over  30 hours per  year ! ! !  

Watch how much t ime i t  is  taking you to eat  something.  I ’ ve observed
people eat ing at  a  very s low pace ,  tak ing one bi t ,  then s lowly chewing the
food…it  takes them 15 minutes to f in ish one s l ice that  i t  might  take someone
else 5  minutes to do.  Maybe you can shoot  for  1  s l ice in 10 minutes .
Remember :  Saving 5  minutes here and 5 minutes there wi l l  rea l ly  add up in
the long run.

Be careful  wi th how much t ime you spend on var ious act iv i t ies  -  t rack your
t ime.  Once you star t  to  careful ly  analyze where your t ime goes each day ,  hour
by hour ,  minute by minute ,  you real ize how much faster  some things can be
done to achieve the same resul ts .  

 

Become more organized and EFFICIENT with your t ime to
accompl ish a  lot  more in l i fe ,  l ike I  have!   Here are some
suggest ions ,  s t rategies ,  and t ips :

3 )  Wake up ear l ier .  

An extra  hour of  t ime awake each day can add up to 7  hours per  week.  Even 30 minutes per  week wi l l  add up to
3 .5  hours per  week.  In  the course of  a  year ,  that ’ s  an extra  182 hours ! ! !

CLICK HERE TO READ THE ENTIRE ARTICLE.
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