
MAKING DECISIONS

We make decisionsevery single day. Somedecisionsare simple, others are
difficult. This may be becausesometimeswe ŘƻƴΩǘhave all the facts at our
disposal. Other timesƛǘΩǎbecausewe lack the confidenceto makethe decision
on our own. Whateverthe reason,when you start work you haveto become
good at making decisions. This involves consideringall the facts, comparing
different options, thinking on our feet, taking risks,and finally committing to a
decisivecourseof action. Theseare all skills we can learn, even if it takes a
lifetime to master.

The good news is that this Faceworkchallengewill help you improve this
important skill. Who knows, taking the time to become better at making
decisionscouldbe the bestdecisionyou make!

FACEWORK SKILLS CHALLENGE 

AREYOUUPFORTHECHALLENGETOIMPROVE?



Everydaythose who run businesseshave to make hundredsof decisions. Sometimes
theseare very simpleones,other times they are more complex. Employersneed staff
who understandthat decisionsneed to be made,who will contribute to the decision
makingprocessand who are supportiveoncedecisionsare made. Indeedasyou grow
in yourcareeryoutoo will haveto makedecisions. Sohow do we improve?
Hereare5 tips:

2) DECISIONSAREMADEON DATA. When makinga decisiongather all the
factsand considerthe situation in detail. LǘΩǎimportant that you can support your
decisionwith factsςespeciallyif the decisionis divisive. If you can demonstrate
how you have made a decision based on facts it will give you authority and
confidence. άLƴmaking this decisionI have reviewed the facts and the evidence
all points toΧέA warning; we live in an ageof falsenewsand information socheck
yoursources.

1) DISCOVERYOURVOICE. Sometimeswe struggleto makedecisionsbecause
we maynot havestrongopinions,or if we do weŘƻƴΩǘfeel anyonewill listen to us.
When you begin work you can develop confidenceand discover your voice by
expressingyour views. Buildingconfidencecan take time, but thesequestionswill
help you on your journey to discoveryour passionand your voice. What angers
you? What gives you hope? Who inspiresyou? If you had one day left, how
would you spendit?

3) EXPLOREYOUR OPTIONS. Sometimes people make decisions on an
emotional,orΨƎǳǘΩlevel. Beforeyou rush into makinga decision,askyourselfwhat
are the other choices? It can take time but ƛǘΩǎgood to ask other people and
exploreother options. Couldyou sayάLΩƳhaving to makea decisionbetween two
options. I think I know what is the best one, but can I ask you to play ŘŜǾƛƭΩǎ
advocateand critique my decisionand think about the otherƻǇǘƛƻƴǎΚέ

4) COMMUNICATE,COMMUNICATE,COMMUNICATE!Makingdecisions
canbe stressful. Whenwe becomestressedwe canretreat andfail to communicate,
maybethe decisionseemstoo difficult to discuss! However,when peoplefind out
about the decisionafter it has been made, it can lead to tension especiallyif a
decisionaffectsa team. Consultandtakepeoplewith you whenyouhaveto makea
decision,What about,άI am having to make a big decision,but I want all those
affectedby the decisionto havetheir say.έ

5) REVIEWYOURDECISIONAND LEARNFROMMISTAKES. We learn
from mistakesbut as someoneonce said,άaƻǊŜpeople would learn from their
mistakesif theyǿŜǊŜƴΩǘso busydenyingǘƘŜƳΗέSoƛǘΩǎvital that asyou grow in
your career that you can recognise,accept and admit when you have made
mistakes.άLrealisedI madea mistakein my decision,but I cannow seeΧ..έ
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Getting better at making decisions can help you in your personal life.  

Think of a time when you have had to make a big personal decision 
and complete  this exercise in the table below. 

What was the personal decision 
you had to make?  ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

What helped you make the 
decision? ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ

Was it the right decision? 
Why ? ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦ

What did you learn from having 
to make this decision? ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ

What would you do differently if 
you had to make the same 
decision again today? 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ

One of the most powerful ways of getting good at making a decision is in 
imagining you have made the decision. How do you feel ?  

Now imagine how you would feel if you avoided making this decision.  
Remember making no decision is a decision. 



TRY NOT TO WORRY THAT YOU WILL MAKE THE WRONG DECISION  

Youwill not know whether you havemade the wrong decisionuntil you have
made it. Worrying is the thief of progress. Yes be cautious, but ŘƻƴΩǘ
procrastinateandŘƻƴΩǘlet fear be your enemy. Rememberif youŘƻƴΩǘmakea
decision,that isa decision.

RECOGNISE WHAT YOUR DEFAULT POSITION IS.

Asyou developyour careeryou will begin to notice what your default position
is. We all haveone. Somepeoplecall it theirάŎƻƳŦƻǊǘȊƻƴŜέ. Thinkabout which
way you usuallydecidethings?Do you play safe,or take a risk, do you try to
pleaseother people,or saywhat you really want? Onceyou haverecognised
that your natural default, make sure you account for it when you make
decisions,ƛǘΩǎnot to saythat it iswrong,but it maybeundulyinfluencingyou.

STUDYTHEPROSANDCONSBEFOREYOUMAKEA DECISION
Whentrying to makea decisionƛǘΩǎhelpful to list the thingswhicharegoodand
which are bad about the options. LǘΩǎalso important to think about the
ΨƻǇǇƻǊǘǳƴƛǘȅŎƻǎǘΩof makingone decisionover another. An opportunity cost is
what you losebymakinga decisionin oneway.

TALK TO GOOD DECISION MAKERS
Do you havea family friend, a previousteacher,or someoneyou haveworked
for in the pastwho youknowisa gooddecisionmaker?Whynot askthem;
What tips do you useto help you makedecisions?Haveyou evermadea bad
decision?What advicewould give me asI try to get more confident in making
decisions?

There are lots of articles and resources online which can help you master this skill.  
Here are 6 activities which can help you master the skill of making decisions. 

LEARN TO TRUST YOUR INSTINCTs
Asyou grow in confidenceandexperienceyou canstart to recognisewhen you
havemadea gooddecision. Thinkaboutwhat it wasthat helpedyoumakethat
decision. Sometimesit is your own instinct or insight. SomepeoplecanΨǊŜŀŘΩ
other peoplewell, canidentify a trend or a newopportunity. Learnto trust your
instinct but also remain humble and open to being wrong. ¢ƘŀǘΩǎa powerful
combinationfor beinga goodleader.

SHAREYOURADVICEABOUTMAKINGDECISIONSWITHOTHERS
Whenyou becomegoodat makingdecisionsthere are lots of peoplewho will
benefit from your insight,experienceand skills. Indeedthere are lots of jobs
which require helping people make decisions. For example, counsellors,
financialplanners,careercoachesand teachers. Whenyou get goodat making
decisions,a whole world can open up to you and helping other people with
decisionscangiveyouenormousjob satisfaction.



The Facework Challenge for this skill is to help someone make a decision.

Wladyslawhasbeeninvited to attend an interview for a job
in a town 2 hoursaway. Hehasenoughmoneyto get there
by tube and train, but not by cab. Theinterview takesplace
at peaktravel times and he is concernedthat if he goesby
rail he may be late, may arrive hot and sweaty and be
exhausted.

Healsofacesthe challengethat he hasto look after hislittle
sisteron the dayof the interviewandneedsto get a relative
to look after her for the full day. Hehasa relative who says
shecando it, but needsto bepaid for travel to hishome.

Wladyslawalso has to tell his current employer that he
needsthe dayoff sohe cantravel for the interview. HeƛǎƴΩǘ
surewhether to tell hiscurrent employerabout the new job
interview,or to tell him that he hasto look after hissister.

You have to help Wladyslaw make a decision.  Would you advise him to: 

a) Take the train there and back so he can save more of his money and thereby pay his 
relative. However he risk being late for the interview? 

b) Borrow some money to take the cab there, and the train back, and pay his relative 
some of her travel costs so she can look after his sister. (Promising to pay the rest later). 

c) Ask his employer if he can have a wage advance so he can afford everything, and 
tell his current boss he is needing the funds to travel to an interview? 

Which option would you advise him to take? 
Å Each of the decisions has a potential positive and negative consequence.
Å Can you think of other options?  If it was you what decision would you make?  
Å How this advice might help your friend.

Think that was challenging, try this online one!
www.youtube.com/watch?v=RlYxBdNxi-A

There are lots of other online videos 
which help you think about decision 
making skills.   For example: 

www.youtube.com/watch?v=pPIhAm_WGbQ

www.youtube.com/watch?v=XT0Awg-Fpxw

http://www.youtube.com/watch?v=pPIhAm_WGbQ
https://www.youtube.com/watch?v=XT0Awg-Fpxw


Finally, remember: 

Making decisions can be very 
hard to make, especially when 
you are facing challenging 
personal circumstances.  
.ǳǘ ŘƻƴΩǘ ƎƛǾŜ ǳǇΦ

Could you send this picture to a 
friend who you know is having to 
make a big decision?  

(Right click on the image with 
your mouse, save and then send) 

Remember too, that making bold 
decisions takes courage.
5ƻƴΩǘ ƭŜǘ ŀƴȅƻƴŜ ǇƻǳǊ ǎŎƻǊƴ ƻƴ ȅƻǳǊ 
courage.  The easiest thing to do is 
to not make a decision. 

Could you send this picture to a 
friend who you know is having to 
make a courageous decision?   

Now return to the rating card you scored yourself at the start ςhow would 
you rate yourself now ? 

Finally we all make mistakes.  Yes 
these can be serious and difficult to 
ƎŜǘ ƻǾŜǊΣ ōǳǘ ǘƘŜȅ ŘƻƴΩǘ ŘŜŦƛƴŜ ǳǎΦ

Could you send this picture to a 
friend who you know is feeling a 
failure?   


