Tool Shed

STEP 1: DECISION-MAKING STYLES:
WHICH WAY DO | TREND?

Identify which quadrant — 1, 2, 3 or 4 — best describes

your overall decision-making style or preference.
Think about what happens to you when you are faced
with challenging and difficult decisions.
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STEP 2:

Review the decisions that you categorized as Quadrant
3. What are the common themes? What has helped you
to become comfortable with these decisions?

STEP 3:

Review the types of decisions that you categorized as
Quadrant 1, 2 and 4. Are there common themes? Have
you ever made mistakes by moving too quickly?
Conversely, what consequences have you encountered
when you have been overly slow or uncertain in your

decision making?

As you work through Steps 3 and 4, consider the
following themes that often impact decision making:
e Experience

e (Clarity of what is being asked

e Qutcomes or consequences

e Timeframes/deadlines

e Amount of data available

e Authority

e Confidence level

o Level of conflict associated with the decision

STEP 4: FINDING THE RIGHT
DECISION-MAKING BALANCE

Knowing your own natural tendencies is critical.
Recognize when you are apt to “leap without looking” and
become a Risky-Risk Taker. Also, be attuned to the types
of decisions you may avoid or about which you may
procrastinate.

When faced with an important decision consider:

e What is the decision that needs to be made?

* What time constraints or deadlines exist for the
decision?

e  Who will be affected by the decision?

e  What information, data or perspectives do | need to
gather before making a decision?

e  What realistic options or choices do | have?

e What are the best-case and worse-case outcomes
for each choice?

e  What do my experience and “gut” tell me?
Regardless of your dominant decision-making style, the

approach above can help you transition into more of a
Quadrant 3: Speed & Accuracy decision maker.
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