MINDSET & SUCCESS

The 7 Habits of Highly Effective People
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by Stephen R. Covey

Seven habits that build a life from the inside out - character first, results
second, in that order.

BEST POINTS FROM THE BOOK

Lasting success is built on character, not image.

Covey's Character Ethic — integrity, humility, fidelity, courage — is foundational. Personality Ethic
tricks like charisma and positive thinking only work as secondary traits on top of it.

Work inside-out: private victories come before public victories.

On Covey's Maturity Continuum you move from dependence to independence (Habits 1-3), and
only then to interdependence (Habits 4—6). You cannot harvest trust and teamwork before you plant
character.

Be proactive: between stimulus and response, you have the freedom to
choose.

Covey calls this response-ability. Proactive people are driven by values they have chosen, not by
feelings, circumstances, or other people's behaviour.

Focus on your Circle of Influence, not your Circle of Concern.

Work on what you can actually change — your habits, responses, and commitments — and your
influence grows. Dwell on what you can't control and it shrinks.

Begin with the end in mind: everything is created twice.

First the mental creation, then the physical one. Picture what you want said at your funeral, write a
personal mission statement from it, and let that blueprint steer daily decisions — leadership decides
if the ladder is against the right wall.

Put first things first: live in Quadrant Il.

Spend your time on what is important but not urgent — prevention, planning, relationships, renewal.
Organise your week around your roles and mission first, so urgency stops running your life.

Think Win-Win — or agree to No Deal.

Win-Win rests on integrity, maturity, and an Abundance Mentality: there is plenty for everyone. If you
cannot find a solution that genuinely benefits both sides, walking away beats a deal one side will
resent.



08 Every relationship runs on an Emotional Bank Account.

Courtesy, kindness, honesty, keeping commitments, and sincere apologies are deposits that build
trust. Discourtesy, betrayal, and broken promises are withdrawals — and constant relationships
need constant deposits.

09 Seek first to understand, then to be understood.

Empathic listening means listening to understand, not to reply — diagnose before you prescribe. It
is the biggest single deposit you can make in an Emotional Bank Account, and it earns you the right
to be heard.

10 Synergize: hunt for the Third Alternative.

Value the differences — people see the world as they are, not as itis. In high trust, 1 + 1 can equal
far more than 2, because you create a solution better than either side proposed alone.

11  Sharpen the saw: protect the goose that lays the golden eggs.

Effectiveness is P/PC Balance — results (P) balanced with the capacity to produce them (PC).
Renew all four dimensions daily — physical, spiritual, mental, and social/lemotional — starting with a
Daily Private Victory.

THE BOOK, IN SHORT

Covey studied 200 years of success writing and found a split. The first 150 years taught the
Character Ethic — integrity, humility, courage, and patience as the foundation of effective living.
After World War | the focus shifted to the Personality Ethic: image, techniques, and positive attitude.
Covey argues those are secondary at best, because what you are communicates far more than
anything you say or do. Underneath it all are paradigms — the mental maps you see the world
through — and principles, the natural laws, like fairness and honesty, that govern effectiveness the
way gravity governs falling.

The habits run in order along a Maturity Continuum, from dependence to independence to
interdependence — an inside-out process with no shortcuts. Habits 1 to 3 are the Private Victory. Be
Proactive: choose your response, use proactive language, and work inside your Circle of Influence.
Begin with the End in Mind: use the two creations and a personal mission statement based on
principles. Put First Things First: manage yourself weekly around Quadrant Il, the important-but-not-
urgent work that prevents crises instead of reacting to them.

Habits 4 to 6 are the Public Victory, and they only work on a foundation of independence. Covey
introduces the Emotional Bank Account — trust built by deposits like understanding, keeping
commitments, and apologising for withdrawals. Think Win-Win grows from integrity, maturity, and an
Abundance Mentality, with Win-Win or No Deal as the safety valve. Seek First to Understand uses
empathic listening to diagnose before prescribing. Synergize then values differences to find Third
Alternatives neither side could reach alone.



Habit 7, Sharpen the Saw, surrounds and renews the other six. It is the P/PC Balance in daily form:
do not kill the goose — your body, mind, heart, and spirit — to get more golden eggs today. Covey's
practice is a Daily Private Victory for the physical, spiritual, and mental dimensions, while the social/
emotional dimension is renewed in everyday interactions. Done consistently, renewal drives an
upward spiral of growth, change, and continuous improvement.

The through-line is sequence and character. You cannot skip stages of growth, fake
interdependence, or get lasting public results from private shortcuts. Change your paradigm, align it
with correct principles, win the private victories first — and effectiveness with other people follows

as a consequence, not a technique.

DO THIS WEEK

For the next 7 days, work only inside your Circle of Influence. Each morning, list what is worrying
you, cross out what you cannot control, and schedule one Quadrant Il action first — planning,
exercise, or time with a key person — before urgent tasks. Keep every small promise you make that
day. End the day with 20 minutes of renewal: a walk, serious reading, or quiet reflection.

By Stephen R. Covey, first published 1989. Read it if you want one complete operating
system for your whole life, not a quick tip.
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