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Vocabulary to Know

· Problem: a difference between the current condition and what you want to happen (desired condition)
· Attention to detail: the skill of making accurate observations that can be used to describe situations 
· Active listening: giving the speaker your full attention while thinking through information provided instead of interrupting or planning your response; thinking about meanings and feelings behind the words being said
· Pre-mortem evaluation: thinking through all the ways a solution or action could fail before it is used; a method of preventing problems from happening
· SMART goals: a method of writing goals that makes them more useful by including the elements/answers to questions below 
· Specific: What do you want to accomplish?
· Measurable: How can you test if the goal is complete?
· Achievable: Do you have enough resources to meet your goal?
· Relevant: Does your goal help solve the problem?
· Time-based: When will you start and stop and action, and how long will it take?
· Cost-benefit Analysis: a method of ranking possible solutions to a problem by examining the financial, time-related, and emotional benefits and costs of each 
· Fallacy: a mistaken belief or falsehood about something that reduces your ability to accurately evaluate options
· Bias: a preference for or against something that influences decision making
· Anchoring: a decision making fallacy; relying on one piece of information too much when making a decision, prioritizing it above all else
· Framing: a decision making fallacy used to push a decision maker toward or away from something; presenting information in different ways to make a certain option more or less attractive even though it may be equal to other options
· Confirmation Bias: a decision making fallacy that occurs when a decision maker seeks out information that confirms or agrees with their initial decision and ignores information that goes against it
· CRAAP: an acronym that refers to questions that can be asked to evaluate the reliability of an information source
· False Cause Fallacy: a decision making fallacy that occurs when the decision maker incorrectly identifies a problem’s cause, often using a generalization
· Generalization: assuming (sometimes incorrectly) that a situation or phenomenon is true all the time 
· False Dilemma: a decision making fallacy that occurs when you believe a decision has a limited number of options when there are actually more
· Ad Hominem Fallacy: when a person does not see the value in another person’s ideas because of their dislike for them or their personality
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