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Every day, we make countless decisions—some small, some life-
changing. While it can feel overwhelming, a structured approach can
help you navigate choices with clarity and confidence. Follow these
steps to make decisions that align with your values and goals.
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1. Define the problem or issue
Clearly outline the issue at hand. The better you define it, the easier it will be to find a solution. Focus

on the present and consider the problem in its full context.

2. Identify your values and goals
Understanding what truly matters to you can guide you toward the best decision.

3. Generate possible options
 Keep an open mind and brainstorm all potential solutions. Avoid limiting yourself too early in 

the process.

4. Evaluate the options
Assess the pros and cons of each option, considering both short- and long-term outcomes. Identify

what is realistic given your resources.

5. Make the decision 
Once you’ve weighed your options, choose the best course of action. For quick resolutions, go with

the solution that fits your current resources (time, money, skills). For long-term solutions, consider what
additional resources may be needed.

6. Implement the decision 
Take action on your choice with a clear plan in place.

7. Monitor and evaluate the outcome
Reflect on whether the decision achieved your intended goal. If necessary, adjust your approach or

consider alternative solutions.

7 Simple Steps to an Effective Decision-Making Process
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Managing Decision-Making Stress

Don’t let stress take over: Big decisions can feel overwhelming. If anxiety is clouding your
judgment, take a break—go for a walk, practice mindfulness, or talk to a friend.

Give yourself time (when possible): If the decision isn’t urgent, allow yourself space to think. On
the flip side, set a deadline to avoid overanalyzing.

Visualise outcomes: Imagine the result of your choice—how do you feel? This can help eliminate
fear of the unknown.

Be honest with yourself: Reflect on what’s holding you back. Are you avoiding change?
Understanding your own motivations can provide clarity.

Talk it out: A fresh perspective can help. Seek advice from a friend, mentor, or relevant
professional to gain insight.

Acknowledge your emotions: Your feelings influence your choices. Recognizing emotions like
anxiety or excitement can help you make more balanced decisions.

For more strategies, check out: The Happiness Trap Worksheets and the SMART Goal-Setting Model.
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