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Leadership Reflection Worksheet

A structured weekly and monthly guide for mid-to-senior level professionals who want to lead with greater clarity, intention, and impact.
This worksheet is your personal leadership mirror — helping you pause, assess, and grow from every experience.
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Why Leadership Reflection Matters

The most effective leaders are not just action-takers — they are deliberate learners. In the relentless pace of modern work, it is easy to

move from one meeting, decision, and crisis to the next without ever stopping to ask: Was / leading at my best? Reflection breaks that
cycle.

Research consistently shows that leaders who build regular reflection habits make better decisions, communicate more effectively, and
inspire higher-performing teams. Reflection is not a soft skill — it is a strategic leadership discipline that separates good managers from

truly transformational leaders.

When leaders take time to pause and reflect, they create space to evaluate not just what happened, but why it happened and how they
responded. This deeper level of thinking helps identify patterns in behavior, uncover blind spots, and reinforce actions that drive positive

outcomes. Over time, this builds sharper judgment and more intentional decision-making.

Reflection also strengthens communication. Leaders who regularly review their conversations, meetings, and feedback interactions
become more aware of how their words and tone impact others. This awareness leads to clearer messaging, better listening, and more
meaningful engagement with stakeholders and teams.

Without Reflection

* Repeating the same leadership mistakes
e Reactive decision-making under pressure
e Missed opportunities to develop your team

e Unclear on personal growth trajectory

With Reflection

e Continuousimprovementin leadership quality
e Intentional, values-driven choices
e Stronger team relationships and trust

e Clear sense of purpose and direction
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How to Use This Worksheet

This resource is designed to be used in two complementary rhythms: a weekly check-in and a monthly deep-dive. Together, they create a

powerful cadence of self-awareness and intentional leadership growth.

The weekly check-in (10-15 minutes, ideally Friday afternoon or Monday morning) acts as a short reset point. It helps you quickly review
priorities, assess what worked, and identify immediate improvements for the coming week. This rhythm keeps you aligned, prevents

small issues from compounding, and ensures you stay proactive rather than reactive in your leadership approach.

The monthly deep-dive (30-45 minutes at the end or beginning of each month) provides a broader perspective. It allows you to step
back from day-to-day execution and evaluate patterns, progress toward larger goals, and the effectiveness of your leadership behaviors.
This is where deeper insights emerge — around decision-making, team dynamics, and personal growth areas that are not always visible

in weekly reviews.

O
—

Answer Choose one

Set aside time .
prompts action

The golden rule of this worksheet: honesty over performance. This is not a report card for your boss — it is a private, candid
conversation with yourself. The more truthful you are, the more valuable your insights will be. Treat every prompt as an invitation to

grow, not a test to pass.
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Section 1: Weekly Wins & Achievements

Begin every weekly reflection by anchoring in what went well. This is not about boasting — it is about recognising the specific behaviours,
decisions, and interactions that produced positive outcomes. Identifying wins helps you understand your leadership strengths so you can

replicate them deliberately.

” What went well this week?

List 2-3 specific accomplishments — decisions made, conversations held, goals achieved, or team moments you are proud

of. Be specific, not vague.

Example: "l gave real-time feedback to a team member after a presentation and they implemented the changes

immediately — the client response was excellent."”

¢« What leadership strength did I demonstrate?

Identify the underlying capability behind your win. Was it decisiveness, empathy, clarity of communication, or strategic

2 thinking? Naming it makes it conscious.

Example: "I demonstrated active listening by fully hearing out two conflicting team members before offering my

perspective."

¥ Who on my team showed up exceptionally?

Note one or two team members who performed well or grew this week. Did you acknowledge them? Recognition is a

leadership act — do not let it slip by unnoticed.

Example: "Priya handled the client escalation independently — | need to formally recognise this in our next team standup.”
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Section 2: Challenges & Learning Moments

Growth lives on the other side of difficulty. This section invites you to examine the friction points of your week — not to dwell on failure,
but to extract the learning embedded in every challenge.

Instead of avoiding discomfort, effective leaders lean into it with curiosity. They ask: What made this situation challenging? What was
within my control? What will | do differently next time? This shift in mindset transforms obstacles from emotional setbacks into practical
insights.

Great leaders treat setbacks as data, not verdicts. A missed deadline, a difficult conversation, or a decision that did not go as planned is
not a reflection of capability — it is feedback. When viewed objectively, these moments reveal gaps in communication, planning,

alignment, or execution that can be improved.

What was my biggest leadership challenge this week?

Describe one situation that tested you. What made it difficult — was it a people issue, a pressure-driven decision, a

communication breakdown, or a strategic uncertainty? Be specific and honest.

Example: "l struggled to give direct critical feedback to a senior team member whose performance has been slipping. |

kept softening the message and the clarity was lost."

2 What did I learn from it?

What would you do differently? What insight does this challenge offer about your leadership style, assumptions, or blind
spots? The learning is the ROl on the difficulty.

Example: "l need to separate my discomfort with conflict from my responsibility to help the team member grow. Being

vague is not kindness — it is avoidance.”

What is one thing I will do differently next week?

Convert learning into a concrete behaviour change. One specific, actionable commitment is worth more than ten vague

intentions. Write it down — it becomes your leadership contract with yourself.

Example: "I will schedule a direct 1:1 with Rohan by Wednesday and prepare specific, evidence-based feedback before the

conversation."
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Section 3: Team & Relationships Check-In

Leadership is fundamentally relational. How you show up for your team, peers, and stakeholders determines your real-world leadership

effectiveness more than any strategy or process. This section sharpens your awareness of the human dimensions of your work.

It encourages you to reflect not just on outcomes, but on interactions — how you communicate expectations, how well you listen, and
how consistently you build trust. Leadership is experienced by others in everyday moments: a one-on-one conversation, a piece of
feedback, a decision under pressure. These moments define your leadership far more than formal plans or presentations.

By regularly examining these interactions, you begin to notice patterns. Are you creating clarity or confusion? Are you empowering others
or unintentionally controlling outcomes? Are you truly listening, or simply waiting to respond? This awareness is the first step toward

more intentional and effective relationship-building.

Reflection Prompt Your Notes Follow-Up Action

Did I listen more than | spoke in key Write your honest assessment here Identify one meeting next week to
meetings? practise active listening

Did any team member seem disengaged Note who and what you observed Schedule a brief check-in conversation
or stressed?

Did | create space for others' ideas and Reflect on one specific interaction Try asking "What do you think?" before
perspectives? sharing your view

Were there any unresolved tensions | Name the situation honestly Plan a direct, empathetic conversation

need to address?

Did | give recognition where it was Who deserved acknowledgement this Send a specific, meaningful note of

deserved? week? recognition
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Section 4: Decision-Making & Communication
Audit

Every week, leaders make dozens of decisions and send hundreds of messages — yet rarely pause to evaluate the quality of those

interactions. This section focuses your reflection on two of the most critical leadership competencies: how you decide and how you
communicate.

Decision-Making Prompts

e What was the most important decision | made this week?

e Did Il have enough information, or did | decide under uncertainty?

e Did linclude the right voices before deciding?

e Looking back, would | make the same decision again? Why or why not?

e Was there a decision | delayed that | should have made sooner?

Communication Prompts

e Was my communication clear, direct, and respectful this week?

e Didlcommunicate my expectations clearly to my team?

e Was there a message | delivered poorly that | should revisit?

e Didlover-communicate or under-communicate anything important?

e How would my team describe my communication style this week?

(). Pro Tip: If you find yourself repeatedly struggling with the same decision or communication pattern, that is a signal — not a

flaw. It points to a specific leadership area worth investing in through coaching, reading, or deliberate practice.
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Section 5: Energy, Focus & Wellbeing

Sustainable leadership requires sustainable leaders. Your energy level, focus quality, and personal wellbeing directly shape how

effectively you lead others. This section is often skipped by high-performers — and it is often the most important one.

High-performing leaders often pride themselves on pushing through fatigue, staying constantly available, and operating at maximum
capacity. In the short term, this can drive results. But over time, it leads to diminishing clarity, reactive decision-making, and reduced

emotional control — all of which negatively impact leadership effectiveness.

Your energy is not just a personal resource; it is a leadership asset. The way you show up — your presence, patience, and ability to think
clearly under pressure — is directly influenced by how well you manage your physical and mental state. When energy is depleted, even

the best strategies fail in execution.

Energy Audit

Rate your average energy level this week: Low / Medium / High. What drained you most? What energised you? Are you

operating in a sustainable way, or are you running on fumes?

Focus Quality

@(% Did you spend time on your highest-value activities, or were you mostly reactive? Were you leading or just managing?

Identify the top time-waster that stole your focus this week.

Wellbeing Check

How are you doing — honestly? Rate your stress level (1-10). Did you set boundaries, take breaks, and protect time for

recovery? What is one self-care commitment for next week?
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Section 6: Weekly Intentions & Priorities

The final step of your weekly reflection is to look forward. Based on everything you have just reflected on, what do you want to carry into
the coming week? This is your opportunity to lead intentionally rather than reactively — to choose your focus before circumstances

choose it for you.

This step is where reflection turns into action. It is not enough to identify lessons; the real value comes from deciding how those insights

will shape your behavior moving forward. What will you do differently? What will you prioritize? What will you consciously stop doing?

Effective leaders keep this forward-looking focus simple and specific. Instead of creating long to-do lists, they identify a small number of
high-impact intentions — a key conversation to handle better, a decision to approach more thoughtfully, or a habit to practice

consistently. Clarity drives execution.

My #1 Leadership Priority

What is the single most important leadership action | will take next week? Not a task — a leadership act.

My Key Commitment to My Team

What specific commitment am | making to my team's growth, wellbeing, or success this coming week?

My Personal Growth Focus

What one leadership skill or habit will | consciously practise this week? How will | measure my progress?

[)' Quick Wins Reminder: Before closing your weekly reflection, identify one small leadership win you can create in the next 24

hours. Momentum is built through consistent micro-actions, not grand gestures.
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([©) MONTHLY DEEP-DIVE

Monthly Reflection: The Bigger Picture

Your weekly reflections give you detail. Your monthly reflection gives you perspective. Once a month, step back from the day-to-day and
evaluate your leadership across a longer arc. The monthly review is where patterns emerge, growth becomes visible, and strategic shifts

happen.

Set aside 30-45 uninterrupted minutes. Find a quiet space. Revisit your weekly reflection notes from the past month before answering the

monthly prompts. The goal is to synthesise, not just summarise — look for themes, recurring challenges, and evidence of growth.

This is where deeper insight begins to form. Patterns that are invisible in a single week become obvious over a month. You may notice
recurring communication gaps, decision-making tendencies, or energy dips at specific times. Equally, you will start to see evidence of

growth — improved conversations, better prioritization, or stronger team alignment.

The monthly reflection is also the right moment to make strategic adjustments. If something is not working, this is your opportunity to
reset your approach. If something is working well, this is where you decide to double down and make it a consistent part of your

leadership style.

Week 1-2 Review

Revisit your weekly notes from the first half of the month. What patterns stand out?

Week 3-4 Review

Review the second half of the month. Did your leadership improve, plateau, or regress?

Synthesise Themes

Identify 2-3 recurring themes — strengths to build on and patterns to break.

Set Monthly Intention

Choose one leadership focus for the coming month with a clear, measurable goal.
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Monthly Section 1: Leadership Growth
Assessment

This is your honest monthly performance review — written by you, for you. Assess your leadership effectiveness across the key

dimensions that matter most. Use the scale: 1 = Needs Significant Work | 3 = Developing | 5 = Strong.

Leadership Dimension

Self-Rating (1-5)

Evidence /[ Examples

What | Will Improve

Strategic Thinking & Vision ___/5 Write a specific example One concrete improvement
action

Team Development & ___/5 Write a specific example One concrete improvement

Coaching action

Decision-Making Under ___/5 Write a specific example One concrete improvement

Pressure action

Communication & Influence ___/5 Write a specific example One concrete improvement
action

Empathy & Psychological ___/5 Write a specific example One concrete improvement

Safety action

Accountability & Follow- __ /5 Write a specific example One concrete improvement

Through action

Innovation & Adaptability ___/5 Write a specific example One concrete improvement

https://www.planetspark.in/resources
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Monthly Section 2: Wins, Milestones & Impact

Celebrating progress is not self-indulgence — it is strategic. Leaders who acknowledge their impact sustain the motivation and belief

needed to keep leading at a high level. This section documents your most meaningful leadership moments from the month.

My Most Significant Leadership Win This Month

Describe in detail the situation, what you did, and the outcome. What does this win tell you about your leadership at its

best? How can you create more moments like this?

Example: "l successfully navigated a team conflict between two senior contributors by facilitating a structured dialogue
session. Both parties left with mutual respect and a clear plan — team productivity improved noticeably in the following

two weeks."

Team or Organisational Impact I Am Proud Of

Beyond your own performance, what positive change did you drive for your team or organisation? Think about team

2 capability growth, culture improvements, process enhancements, or client outcomes that your leadership influenced.

Example: "Three members of my team received positive feedback from cross-functional stakeholders this month — a

direct result of the coaching and visibility opportunities | created for them."

A Moment of Unexpected Leadership

Was there a situation where you stepped up in a way you did not expect? Or a moment where someone looked to you for
leadership and you delivered — perhaps outside your formal authority? These moments reveal your true leadership

character.
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Monthly Section 3: Recurring Patterns & Blind
Spots

Patterns are the most valuable data your monthly reflection produces. A single bad week might be an anomaly. A pattern across four
weeks is a signal. This section asks you to look with honesty and courage at the recurring themes in your leadership — both the strengths

worth amplifying and the blind spots worth addressing.

Patterns to Amplify

What positive leadership behaviours showed up consistently this month? These are your natural strengths — the leadership muscles that

are developing and deserve conscious reinforcement.

e What situations brought out my best leadership?
e What type of work am | consistently energised by?
e What feedback have | received multiple times that points to a strength?

e When did my team seem most engaged and effective?

Patterns to Break

What recurring challenges, avoidance behaviours, or leadership gaps appeared this month? Naming a pattern is the first and most
powerful step toward changing it.

e What situations consistently triggered reactive or unhelpful responses?
e What have | been consistently avoiding or delaying?
e Where did | default to control instead of delegation?

e What feedback (direct or indirect) have | been dismissing?

"Between stimulus and response, there is a space. In that space is our power to choose our response. In our response lies our growth
and our freedom." — Viktor Frankl
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Monthly Section 4: Team Health & Culture Pulse

A leader is only as effective as the team they build, protect, and inspire. Once a month, step out of your own perspective and evaluate the

health of your team environment — the psychological safety, engagement, growth opportunities, and culture you are actively creating or

allowing.

This requires a deliberate shift in thinking. Instead of asking, “How am | performing?” ask, “How is my team experiencing my leadership?”

The answers to that question reveal far more about your effectiveness than any individual achievement.

Start with psychological safety. Do team members feel comfortable speaking up, sharing ideas, or challenging decisions without fear of

negative consequences? Silence in meetings, lack of debate, or passive agreement are often signals that safety may be lower than it

appears.
Team Energy
How would you honestly rate your team's energy and morale this month? What contributed to it? What drained it? What is
your responsibility in both?
U Psychological Safety
2 Do team members feel safe to speak up, disagree, admit mistakes, and bring bold ideas? What evidence do you have?

What might you be missing or misreading?

Growth & Development

Did each team member have at least one meaningful growth opportunity this month? Are you investing in your people's

long-term development, or only their short-term output?

@ Clarity & Direction

Does your team clearly understand the priorities, expectations, and "why" behind their work? Was there any confusion or

misalignment that cost time and energy this month?
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Monthly Section 5: Strategic Leadership
Reflection

Mid-to-senior leaders are expected to operate at both an operational and strategic level simultaneously. This section challenges you to

evaluate how well you are thinking and acting at the strategic level — not just managing the present, but actively shaping the future.

Am I leading or just managing?

Reflect honestly: how much of your time this month was spent on leadership activities (vision, strategy, culture, people
development, influence) versus management activities (task oversight, administration, problem-solving)? Is the balance
right for your role and this moment?

Did I think long-term this month?

What decisions or conversations did you have with a 6-12 month horizon in mind? Were you shaping the future of your
team and organisation, or primarily reacting to the present? Name one long-term challenge or opportunity you have been

deferring.

How am I influencing beyond my direct team?

Senior leadership is about cross-functional influence, stakeholder relationships, and organisational impact beyond your
immediate reporting structure. How are you showing up in that wider arena? What relationships should you be investing in

more deliberately?

What is one strategic bet I need to make next month?

Identify one bold, forward-looking decision, investment, or conversation that would move the needle for your team or

organisation. What is stopping you from making it? What would help you act?
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Monthly Section 6: Personal Leadership
Development Plan

Growth does not happen by accident — it requires a plan. This section closes your monthly reflection by transforming your insights into a

concrete, time-bound development plan for the month ahead.

The key here is focus and clarity. After reviewing your reflections, identify the one or two areas that will have the greatest impact on your
leadership effectiveness. Trying to improve everything at once leads to diluted effort and inconsistent follow-through. Prioritisation is
what turns insight into progress.

Translate these focus areas into specific commitments. Instead of vague intentions like “improve communication”, define clear actions
such as “schedule weekly 1:1 check-ins with each team member” or “summarise key decisions at the end of every meeting.” The more

concrete the action, the higher the likelihood of execution.

Make your plan time-bound and observable. What will you do, how often, and how will you know if you are following through? This

creates accountability and allows you to track progress during your next monthly review.

Development Focus Area Specific Action / Practice Success Metric / Deadline

Leadership Skill to Build What specific practice will you use? (e.g., ask one How will you know you have
open-ended question per 1:1) improved?

Habit to Break or Change What will you stop doing or do differently? Be What does success look like by
specific about trigger situations. month end?

Relationship to Invest In Who will you connect with, and what will the By when, and what outcome do you
conversation focus on? expect?

Reading / Learning Goal One book, article, course, or conversation to What will you implement from it?

deepen your thinking.
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Real-World Scenarios: Reflection in Action

Sometimes the most helpful way to understand a tool is to see it used by someone who looks like you. Here are three realistic scenarios
showing how mid-to-senior leaders use this worksheet in practice.

[] Scenario 1: The
Overloaded Director

Situation: Anita leads a 12-person
team across two time zones. Her
weekly reflection reveals she has been
the bottleneck — approving every

decision, attending every meeting.

Insight: The pattern prompt showed
her this was the third consecutive
week of the same complaint. Her
monthly section flagged zero time

spent on strategic thinking.

Action: She delegated two recurring
approvals and blocked 90 minutes
every Thursday for strategic work.
Within three weeks, her team's
autonomy and her own output quality

both improved.

- Scenario 2: The
Feedback Avoider

Situation: Ravi noticed in his weekly
reflection that he had answered "No"
to the feedback prompt four weeks in
arow. He had been avoiding a
performance conversation with a

senior team member.

Insight: The learning section forced
him to name it: he was afraid of
damaging the relationship. The
monthly pattern review confirmed this
was a recurring blind spot.

Action: He prepared using the SBI
framework (Situation-Behaviour-
Impact), had the conversation, and the
team member later said it was one of
the most useful conversations of their

career.

https://www.planetspark.in/resources

Scenario 3: The High-
Performer Burnout Risk

Situation: Sameera's weekly energy
audit showed "Low" for three
consecutive weeks. She had been
ignoring it, attributing it to a busy

project cycle.

Insight: The wellbeing section
prompted her to acknowledge she had
not taken a lunch break in two weeks
and had skipped her regular exercise

routine entirely.

Action: She blocked lunch daily,
delegated two non-critical tasks, and
communicated her boundaries to her
team. Energy returned within ten days
— and her team noticed the difference

in her presence.
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Common Mistakes to Avoid

Even the most well-intentioned leaders make predictable mistakes when starting a reflection practice. Knowing these pitfalls in advance
dramatically increases the likelihood that your reflection habit will stick and deliver real results.

Doing It Inconsistently

Reflection done once a month when you remember is not a practice — it is an event. The compounding value comes from

consistency. Schedule it like a non-negotiable meeting, not a nice-to-have.

Writing What You Think You "Should" Feel

(D If your reflection always reads like a performance review for your boss, you are performing — not reflecting. The prompts

are designed to surface real insights, which require real honesty. Write for yourself, not an audience.

Reflecting Without Acting

Reflection without action is just journaling. Every session must produce at least one concrete commitment. The "one

action" prompts in each section exist for exactly this reason — never skip them.

SKkipping the Monthly Review

Weekly reflections give you resolution. Monthly reviews give you perspective. Leaders who skip the monthly review miss

the pattern-recognition that drives the most significant growth breakthroughs.
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Best Practices for Lasting Impact

To get the most from this worksheet over the long term, build these practices into your leadership rhythm. The leaders who see the

greatest results from structured reflection treat it as a professional discipline — with the same rigour they bring to their business goals.

Block Time in Your Calendar — Now

Open your calendar right now and block 15 minutes every Friday (weekly check-in) and 45 minutes on the last Friday of

every month (monthly deep-dive). Label it "Leadership Reflection" and protect it as you would a client meeting.

2 Keep a Running Leadership Journal

Store your completed worksheets in a dedicated notebook or digital document. Reviewing three months of reflections in
one sitting is one of the most powerful leadership development experiences available — it shows you precisely how you

are growing and where you are stuck.

Share Selected Insights with a Trusted Peer or Mentor

You do not need to share everything — but sharing one insight per month with a trusted peer or coach significantly

increases your accountability and creates rich conversations. A leadership reflection partner multiplies your growth rate.

nf Connect Your Reflection to Your Development Goals

If your organisation has formal leadership development goals or performance objectives, explicitly link your monthly plan
to those commitments. Reflection becomes most powerful when it is integrated into your broader professional growth

ecosystem.

Be Patient — Compound Interest Takes Time

You will not see dramatic transformation after two weeks of reflection. Give it 90 days. Leaders who commit for a full
quarter consistently report clearer thinking, stronger team relationships, and greater confidence in their leadership

identity. The return is real, but it is earned progressively.
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QUICK REFERENCE

Leadership Reflection Cheat Sheet

Your at-a-glance reference for both the weekly and monthly reflection cadences. Print this out, pin it to your desk, or save it as your
worksheet home screen. Reflection done consistently — even briefly — is infinitely more powerful than the perfect session done

occasionally.

Weekly (10-15 min | Every Friday)

e Wins: What went well? Which strength showed?
e Challenges: What tested me? What did | learn?
e Team: Did | listen, recognise, and support?

e Decisions: Were they sound, inclusive, timely?
e Communication: Was | clear, direct, respectful?
e Energy: Am | sustainable? What do | need?

e Intentions: My #1 priority for next week is...

~ 1 Monthly (30-45 min | Last Friday of Month)

e Growth Assessment: Rate 7 leadership dimensions

e Wins & Impact: Document your biggest moments

e Patterns: What to amplify? What to break?

e Team Health: Energy, safety, growth, clarity

e Strategic Lens: Am | leading or managing?

e Development Plan: One skill, one habit, one relationship

e Monthly Intention: My leadership focus for next month is...

15 00

Minutes Per Week Days to See Results
The minimum time investment for consistent weekly reflection The average time before leaders report measurable improvements
that drives meaningful growth in clarity, confidence, and team trust

7 1

Dimensions Assessed Action Per Session
The core leadership competencies evaluated in your monthly self- The minimum commitment required per reflection session to
assessment for comprehensive growth convert insight into real leadership change
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Key Takeaways & Final Word

This worksheet is not a bureaucratic exercise — it is a competitive advantage. In a world where most leaders are too busy to stop and
think, the ones who build a disciplined reflection practice consistently outperform, outgrow, and out-lead their peers. The investment is

small. The return is compounding.

/=1 Consistency Beats Perfection

A five-minute weekly reflection done every week is worth more than a perfect two-hour session done twice a year. Show

up for this practice, even when time is short.

) Honesty is the Core Ingredient

2 This worksheet only works if you are truthful with yourself. The quality of your reflection directly determines the quality of

your growth. Do not curate — excavate.

Insight Without Action is Incomplete

Every reflection session must produce at least one concrete commitment. The worksheet is the thinking — the action is

the leadership. Both are required.

~/ Patterns Drive Breakthroughs

Your most powerful insights will not come from a single session but from looking across multiple weeks and months. Stay

with the practice long enough to see your patterns clearly.

The leader who pauses to reflect is not falling behind — they are preparing to lead further, faster, and with greater impact than those

who never stop to look inward. Start your first reflection today.
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