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Circle of influence worksheet is a powerful tool designed to help individuals understand
the aspects of their lives they can control and influence, compared to those they cannot. By
clearly mapping out these areas, individuals can focus their energy on what truly matters,
promoting a sense of empowerment and enhancing productivity. In this article, we will
explore the concept of the circle of influence, its benefits, and how to effectively use a
circle of influence worksheet to improve your personal and professional life.

Understanding the Circle of Influence

The circle of influence is a concept popularized by Stephen Covey in his bestselling book,
"The 7 Habits of Highly Effective People." It distinguishes between two key areas in our

lives: the circle of influence and the circle of concern.



The Circle of Concern

The circle of concern includes all the issues and problems that you are aware of but have
little to no control over. This can include global events, the economy, or other people's
opinions. While it’s natural to be concerned about these factors, spending too much time
focusing on them can lead to feelings of helplessness and frustration.

The Circle of Influence

In contrast, the circle of influence encompasses the areas where you have the power to
make a difference. This could involve personal decisions, relationships, work-related tasks,
or any situation where your actions can create positive change. By focusing on your circle
of influence, you can cultivate a proactive mindset that encourages growth and
improvement.

Benefits of Using a Circle of Influence Worksheet

A circle of influence worksheet can provide numerous benefits, making it an essential tool
for personal development. Here are some key advantages:

e Clarity: It helps clarify what you can control and what is beyond your reach, reducing
feelings of overwhelm.

* Empowerment: By focusing on your influences, you increase your sense of agency
and responsibility in your life.

e Improved Decision-Making: You can make more informed decisions by
concentrating on factors you can influence.

e Stress Reduction: Letting go of concerns about uncontrollable factors can
significantly lower stress levels.

e Enhanced Productivity: By prioritizing tasks and issues within your circle of
influence, you can allocate your time and energy more effectively.

How to Create a Circle of Influence Worksheet

Creating a circle of influence worksheet is a straightforward process that involves self-
reflection and organization. Follow these steps to get started:



Step 1: Gather Your Materials

You will need:

- A blank sheet of paper or a digital document.
- Writing tools (pens, markers, or typing tools).
- A quiet space to think and reflect.

Step 2: Draw Your Circles

- On your paper, draw two concentric circles. The outer circle represents your circle of
concern, while the inner circle represents your circle of influence.
- Label each circle accordingly.

Step 3: Identify Your Concerns

- In the outer circle, list all the concerns that occupy your mind, including global issues,
personal challenges, and other events beyond your control.
- Be honest and thorough in this process.

Step 4: Identify Your Influences

- In the inner circle, write down the aspects of your life where you can take action. This may
include:

- Personal goals (e.g., health, education)

- Relationships (e.g., communication with family, friends, or colleagues)

- Work-related tasks (e.g., project deadlines, teamwork)

- Self-improvement activities (e.g., learning new skills, time management)

Step 5: Analyze and Reflect

- Take a moment to reflect on both lists. Are there any common themes? Does the list of
concerns outweigh the list of influences?

- Consider ways to expand your circle of influence by taking actionable steps in areas that
matter to you.

Practical Applications of the Circle of Influence
Worksheet

Once you have created your circle of influence worksheet, you can apply it to various
aspects of your life. Here are some practical applications:



Personal Development

- Use the worksheet to identify skills you want to develop. Focus on taking courses or
engaging in activities that enhance your abilities, rather than worrying about external
factors like job market conditions.

Career Growth

- Analyze your work environment. Focus on building relationships with colleagues or
seeking mentorship instead of stressing about company-wide policies or industry trends.

Relationships

- In personal relationships, identify what you can do to improve communication or resolve
conflicts. This proactive approach can lead to healthier and more fulfilling connections.

Tips for Maximizing the Effectiveness of Your
Circle of Influence Worksheet

To get the most out of your circle of influence worksheet, consider these additional tips:

¢ Regularly Update: Revisit your worksheet periodically to reflect on changes in your
life and adjust your lists accordingly.

e Set Goals: Use your circle of influence to set realistic and achievable goals that align
with your identified areas of influence.

e Seek Feedback: Discuss your worksheet with trusted friends or mentors to gain
insights and different perspectives.

e Practice Mindfulness: Incorporate mindfulness techniques to help you stay focused
on the present moment and reduce anxiety about uncontrollable factors.

Conclusion

The circle of influence worksheet serves as a valuable resource for anyone looking to
take control of their life and focus on what truly matters. By understanding the difference
between what you can influence and what you can’t, you can streamline your efforts,
reduce stress, and enhance your overall well-being. Take the time to create your own



worksheet, reflect on your findings, and watch as you cultivate a more empowered and
productive life.

Frequently Asked Questions

What is a Circle of Influence worksheet?

A Circle of Influence worksheet is a tool used for self-reflection and personal development
that helps individuals identify and categorize the areas of their life where they can exert
influence versus those they cannot.

How can | create my own Circle of Influence worksheet?

To create your own Circle of Influence worksheet, draw two circles: the inner circle for
things you can control or influence, and the outer circle for things you cannot. List relevant
items in each circle to gain clarity on your focus.

What are the benefits of using a Circle of Influence
worksheet?

Using a Circle of Influence worksheet can help improve focus, reduce stress by letting go of
uncontrollable factors, and empower individuals by highlighting areas where they can take
action.

Can a Circle of Influence worksheet be used in teams?

Yes, a Circle of Influence worksheet can be used in teams to facilitate discussions about
responsibilities, accountability, and areas for collective influence, enhancing team dynamics
and collaboration.

What are common mistakes when using a Circle of
Influence worksheet?

Common mistakes include failing to realistically assess what can be influenced, neglecting
to update the worksheet regularly, and focusing too much on the outer circle instead of
actionable steps in the inner circle.

How often should | revisit my Circle of Influence
worksheet?

It's recommended to revisit your Circle of Influence worksheet regularly, such as quarterly
or during significant life changes, to reassess your influences and adjust your focus as
necessary.

Are there digital tools available for creating a Circle of



Influence worksheet?

Yes, there are various digital tools and apps available that allow users to create and
manage Circle of Influence worksheets online, facilitating easy revisions and sharing with
others.
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