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Emotional Intelligence Action Plan 
Template 

 
Build Your Emotional Intelligence: Set Goals, Track Progress, and 

Transform Your Team Dynamics.  
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Purpose: 
 

This Emotional Intelligence (EI) Action Plan is designed to help individuals 

improve their emotional intelligence in a structured and intentional way.  

It allows for self-assessment, goal-setting, progress tracking, and actionable 

steps to develop key emotional intelligence competencies.  

Whether you're looking to improve leadership, team dynamics, or 

communication, this plan provides the necessary framework for achieving 

those goals. 

 

Section 1: Self-Assessment 

Start by taking a moment to reflect on your current emotional intelligence 

across the key competencies.  

Self-awareness is the first step toward improving EI.  

The more you understand your emotional tendencies, the better you can 

regulate and use your emotions to enhance relationships and work 

performance. 

 

1. Self-Awareness 

Self-awareness is the ability to recognize and understand your emotions 

and their effect on your thoughts and behavior. This also involves 

recognizing how your emotions affect others and being conscious of your 

emotional triggers. 

 

• Questions to reflect on: 

o How often do I notice when I am upset, stressed, or happy? 
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o Do I understand how my emotions affect my behavior, work, or 

relationships? 

o How aware am I of my emotions during challenging or high-

stress situations? 

• Self-Rating Scale: 

[ ] 1 (Very Low) 

[ ] 2 (Low) 

[ ] 3 (Moderate) 

[ ] 4 (High) 

[ ] 5 (Very High) 

 

2. Self-Regulation 

Self-regulation is the ability to manage your emotions in healthy ways, 

especially in challenging situations. It involves staying calm and controlled, 

thinking before acting, and adapting to changing circumstances. 

 

• Questions to reflect on: 

o How well do I handle stress or frustration in the workplace? 

o Can I stop myself from reacting impulsively when I'm upset? 

o Do I maintain composure during difficult conversations or 

conflict situations? 

 

• Self-Rating Scale: 

[ ] 1 (Very Low) 

[ ] 2 (Low) 

[ ] 3 (Moderate) 
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[ ] 4 (High) 

[ ] 5 (Very High) 

 

3. Motivation 

Motivation refers to your internal drive to achieve goals, even when faced 

with setbacks. It includes maintaining a positive attitude, setting ambitious 

goals, and working diligently to achieve them. 

 

• Questions to reflect on: 

o How motivated am I to achieve both short-term and long-term 

goals? 

o Do I remain positive even when facing obstacles or challenges? 

o Am I proactive in seeking opportunities for growth and 

improvement? 

 

• Self-Rating Scale: 

[ ] 1 (Very Low) 

[ ] 2 (Low) 

[ ] 3 (Moderate) 

[ ] 4 (High) 

[ ] 5 (Very High) 

 

4. Empathy 

Empathy is the ability to understand and share the feelings of others. It 

plays a crucial role in building strong relationships, enhancing 

communication, and resolving conflicts effectively. 
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• Questions to reflect on: 

o How well do I listen to others when they share their thoughts 

and emotions? 

o Do I understand when my colleagues or team members are 

feeling stressed, happy, or frustrated? 

o How often do I put myself in others' shoes to understand their 

perspective? 

 

• Self-Rating Scale: 

[ ] 1 (Very Low) 

[ ] 2 (Low) 

[ ] 3 (Moderate) 

[ ] 4 (High) 

[ ] 5 (Very High) 

 

5. Social Skills 

Social skills involve the ability to manage relationships and navigate social 

situations. This includes effective communication, conflict resolution, 

collaboration, and teamwork. 

 

• Questions to reflect on: 

o How effectively do I communicate with my colleagues and team 

members? 

o How well do I resolve conflicts within the team or workplace? 

o Do I collaborate effectively and motivate others to achieve 

common goals? 
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• Self-Rating Scale: 

[ ] 1 (Very Low) 

[ ] 2 (Low) 

[ ] 3 (Moderate) 

[ ] 4 (High) 

[ ] 5 (Very High) 
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Section 2: Goal Setting 
 

Now that you’ve assessed your emotional intelligence, it’s time to set 

specific and measurable goals.  

Use the SMART criteria—Specific, Measurable, Achievable, Relevant, and 

Time-bound—to create realistic goals for EI improvement. 

Focus on areas you rated the lowest during the self-assessment. 

 

Example Goal 1: Improve Self-Awareness 
 

• Action Steps: 

o Practice mindfulness for 10 minutes every morning to center 

your emotions and increase awareness. 

o Keep an emotional journal to track your daily emotions, 

triggers, and reactions. 

o Reflect at the end of each week to identify patterns in your 

emotional responses. 

• Expected Outcome: 

o Increase emotional self-awareness by 25% within 3 months, 

and be able to identify emotional triggers in real-time. 

• Timeline: 3 months 

• Resources Needed: Mindfulness app, journal 

 

Example Goal 2: Improve Empathy 
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• Action Steps: 

o Practice active listening in every conversation by focusing 

entirely on the speaker, repeating back what you’ve heard, and 

asking clarifying questions. 

o Schedule weekly one-on-one meetings with colleagues to 

understand their perspectives and emotions. 

o Read books or attend webinars on emotional intelligence and 

empathy. 

• Expected Outcome: 

o Increase your empathy rating by 30% within 2 months. 

o Build stronger relationships and trust within your team. 

• Timeline: 2 months 

• Resources Needed: Active listening training materials, online 

courses 
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Section 3: Action Plan and Timeline 
 

Outline your goals, the steps you will take, and the timeline to accomplish 

them. This table will help keep you on track and provide clarity. 

 

Goal Action Steps Timeline 
Measurable 

Outcome 

Resources 

Needed 

Improve 

Self-

Awareness 

Practice 

mindfulness, 

journal emotions, 

reflect weekly 

3 months 

Increase 

emotional 

awareness by 

25% 

Mindfulness 

app, journal 

Improve 

Empathy 

Active listening, 

one-on-one 

meetings, training 

2 months 

Increase 

empathy by 

30% 

Training 

materials, 

feedback tools 

Improve 

Self-

Regulation 

Implement stress 

management 

techniques, daily 

breathing 

exercises 

2 months 

Better manage 

stress in 75% 

of situations 

Stress 

management 

resources, time 

management 

tools 

Enhance 

Social Skills 

Practice conflict 

resolution, join 

team-building 

activities 

3 months 

Resolve 80% 

of conflicts 

effectively 

Conflict 

resolution 

training, team-

building 

workshops 

Strengthen 

Motivation 
Set weekly goals, 

celebrate 
2 months 

Complete 90% 

of weekly 

goals 

Task 

management 
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Goal Action Steps Timeline 
Measurable 

Outcome 

Resources 

Needed 

achievements, 

track progress 

tool, reward 

system 
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Section 4: Measuring Progress 
 

It’s essential to track your progress toward each goal. Regular reflection 

and measurement will keep you accountable and allow you to adjust 

strategies if needed. 

 

Progress Review (every 2 weeks) 

• What actions did I take in the past two weeks to improve my EI? 

• What successes or challenges have I encountered in reaching my 

goals? 

• How can I adjust my approach moving forward? 

 

End-of-Month Reflection 

• How do I feel my emotional intelligence has improved since starting 

the plan? 

• In what areas have I seen the most growth? 

• What areas still need more attention? 
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Section 5: Accountability & Support 
 

Having an accountability partner or mentor can make all the difference in 

staying motivated and on track. Consider the following options: 

• Accountability Partner: [Name of person] 

• Check-In Frequency: Bi-weekly 

• Support Resources: Coaching sessions, group EI workshops, online 

EI courses 

 

Section 6: Final Reflection 
 

At the end of the action plan’s timeline, reflect on your journey. Have you 

met your goals? How have your relationships and work performance 

changed? Use this space to set new goals or focus on areas for further 

improvement. 

 

• What new EI competencies have I developed? 

• How has my emotional intelligence improved my relationships 

and work performance? 

• What additional steps can I take to further enhance my EI? 

 

  

http://www.gsdcouncil.org/


 
 
 
 

www.gsdcouncil.org                                                     13 
 

Final Tips and Conclusion 
 

This Emotional Intelligence Action Plan Template provides a 

comprehensive, structured approach to improving emotional intelligence.  

By setting SMART goals, tracking progress, and seeking support from 

others, you can enhance your emotional intelligence, develop stronger 

interpersonal relationships, and foster greater team success. 

Remember, developing emotional intelligence is an ongoing process.  

The more you invest in building these skills, the more effective you will 

become in managing your emotions, connecting with others, and achieving 

professional and personal success. 

 

http://www.gsdcouncil.org/


Enroll Now
Enroll now with the
code LEARN20 To

avail 20% discount

CERTIFIED
EMOTIONAL
INTELLIGENCE
PROFESSIONAL

LIFETIME VALIDITY
GSDC Certification is an globally
accreditted certification with lifetime
validity.

CREATED BY EXPERTS
GSDC certifications are created and
authored by world’s leading experts in the
field. 

EBOOK
Extensive and exclusive Ebook created by
world’s experts to help you with
understanding core concepts.

LEARNING MATERIALS
Get access to learning materials such as videos,
ebooks, templates, and practice exams, which
will help you clear the certification exam.

LEARNING
OBJECTIVE

www.gsdcouncil.org

ABOUT GSDC CERTIFICATION

Manage stress and emotions for better well-being.
Foster collaboration through heightened interpersonal skills
Strengthen leadership abilities by cultivating emotional intelligence.
Navigate conflicts and challenges with emotional resilience.

Get global recognition and stand out as a leader
in the field of emotional Intelligence

https://www.gsdcouncil.org/certified-emotional-intelligence
https://www.gsdcouncil.org/

