Decision Making Skills and Techniques


We use our decision-making skills to solve problems by selecting one course of action from several possible alternatives.  Decision-making skills are also a key component of time management skills. 

 
Decision-making can be difficult.  Almost any decision involves some conflicts or dissatisfaction.  The difficult part is to pick one solution where the positive outcome can out weigh possible losses.


A significant part of decision-making skills is in knowing and practicing good decision making techniques.  

1. Identify the purpose of your decision.  What exactly is the problem to be solved?  Why should it be solved?

2. Gather information.  What factors does the problem involve?

3. Identify the principles to judge the alternatives.  What standards and criteria should the solution meet?

4. Brainstorm and list different possible choices. Generate ideas for possible solutions.   Brainstorming works best if you have a way to get your ideas out of your head.  Remember, write down all ideas!

5. Evaluate each choice in terms of its consequences.  Use your standards and criteria to determine the pros and cons of each alternative.

6. Determine the best alternative.  This is much easier after you go through the above preparation steps. 

7. Confer with Mentors and friends.

8. Put the decision into action.  Transform your decision into a specific plan of action steps.  Execute your plan.

9. Evaluate the outcome of your decision and action steps.  What lessons can be learned?  This is an important step for further development of your decision-making skills. 

