Running Head: THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE                                          1

THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE                                                                   5
	







The 7 Habits of Highly Effective People
Student’s Name
Institutional Affiliation







Introduction
The seven habits of highly effective people is an inspirational book written by Stephen R. Covey. Dr Covey was an American Socrates, author, educator and keynote speaker. In this book, he narrates on important ways, applicable for both personal and business success. Dr Covey's seven habits provide a guideline for one to lead a successful and fulfilling life. The book is filled with practical wisdom for people who want to take control of their lives, business and careers. His principles are applicable in all aspects of life and have helped most leaders in our society. There are several reasons for reading this book since all literate people in our society can benefit from reading the book and applying its principles. His principle of vision, human relation and leadership make it a practical teaching tool for most successful business leaders today. 
Content Review 
I found this book to be well written for helping people in our society to lead a successful life. Dr Covey narrates on seven different principles necessary for success in both personal and business life. The main aim for most people in our society is to succeed in life and one path to success is identifying the habits that can help us on our journey. Dr Covey believes for one to change a given situation he or she must change him or herself and this can only be achieved through changing his or her perceptions on different aspects of life. The seven habits of highly effective people discussed in this book focus on, self-mastery, development of teamwork, collaboration and communication skills and continuous growth and development.  
Firstly, in order to manage ourselves effectively, one must develop good personal management skills. He or she must learn to put the first things first. We must develop a principle that prioritizes our day to day activities based on their importance and urgency. We must learn to act according to our values rather than our desires at any given moment. This habit focuses on achieving our goals by avoiding spending most of our time on less important activities. To maintain the discipline and to keep on track toward our goals one must have willpower that is doing the thing we don't want to do as long they are important to us.
According to Dr Covey, all activities can be categorized into two factors: urgent and important. He uses the time management matrix that makes use of four different quadrants that prioritize activities in relation to their importance and urgency. The system helps one to decide on whether to address a task immediately or postpone it. The first quadrants contain activities and responsibilities that need to be addressed urgently, for example, making an important call. The second quadrant contains activities and items that do not require urgent attention but need to be planned for. For one to achieve his or her longtime goals he or she must have a dedicated focus toward activities under this quadrant.
The third quadrant is described as urgent and contains activities and responsibilities which are not important. For one to lead a successful personal and business life he or she must completely eliminate or minimize activities under this quadrant. Lastly, the fourth quadrant contains both unimportant and non-urgency activities and responsibilities. Activities under this quadrant must be removed or minimized since they add little or no value toward one’s success. For one to change his or her life and relationship he or she must double the amount of time spend in the second quadrant by eliminating quadrant four activities. Additionally setting personal goals, evaluation of progress and proper planning of activities can help one achieve his or her goals with little time lost.
Seeking first to understand then to be understood is another principle discussed in this book. To start with communication is an important skill in life and people should spend some time nurturing their speaking and listening skills. Most people seek to be understood rather than understanding first. They selectively hear some part of the conversation and in doing so they end missing the entire meaning being conveyed. This simply means they are listening with aim of replying rather than understanding. Covey tells us to pay attention and focusing energy on word said during a conversation, this helps us to see the world the way other people see it and allow us to understand how they feel. According to Dr Covey, good communication skills are important for success in different sectors in life. The skills are applicable in making a critical decision toward one's success.
Begin with the end in mind is another principle by Dr Covey. The principle is based on the ability to visualize in mind what one cannot see at the present time. With the end in mind, one can easily understand what steps are taking us in the right direction and which ones are not. Dr Covey encourages us to have a personal mission statement which reflects our own uniqueness in both form and content. According to Covey, one can only be successful in both personal and business by visualizing the end in mind. Beginning with the end in mind is important in the successful operation of big companies and organization. Managers and CEO's use this skill in setting the strategic vision for organization.it is also important to identify our centres since they influence our decision, motivation and action.
Personal Response
  	Reading this book has really helped me to lead a happier and more effective life. I realized for one to lead a successful life he or she must be guided by a set of fundamental principles. The knowledge gained from the book has assisted me while making a critical decision in my life. For example, I have learned to prioritize my daily activities and responsibilities based on their importance and urgency. This is an important principle for anyone aiming to achieve his or her goals. Additionally, the book has helped me in improving my communication skill. I have learned to listen with the aim of understanding rather than aiming to reply, this has helped me in making a critical decision for my personal life. Lastly through the knowledge obtained from the book I have learned to visualize the end in mind before undertaking any activity. This principle has me in achieving most of my goals.
 Something that I don’t like about the book is the point of synergies. The reason as to why I don’t like this part is from my personal experience, where the people who thing are there to help you succeed, end up bringing you down. Some people are traitors and it’s difficult to know who might be there to support you and who are there to bring you down. Sometimes it’s our pessimistic friends who brings us down.
Conclusion
In conclusion, the advice provided in this book can help one address the turning point in his or her life. One must reflect and remind him or herself what is really important for him or her to achieve great success. The seven habits of highly effective people provide us with tools for helping us achieve our goals in life. Minimizing or eliminating unimportant and non-urgency activities in one's life is an important step toward success. Finally, the 7 habits of highly effective people have powerful lessons for anyone aiming to change his personal life. The book is all about self-leadership and I recommend anyone aiming to achieve great success in life to start the path by reading this book. 
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