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Executive Function Skills

The mental processes that 

enable us to…

• Plan

• Focus Attention

• Remember Instructions

• Juggle Multiple Tasks 

Successfully

Executive Function
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Executive Skills Questionnaire
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Response Inhibition

The capacity to think 

before you act – this 

ability to resist the 

urge to say or do 

something allows us 

the time to evaluate 

a situation and how 

our behavior might 

impact it.

Executive Function Skills
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The ability to hold 

information in memory 

while performing 

complex tasks.

Incorporates the ability 

to draw on past learning 

or experience to apply to 

the situation at hand or 

to project into the future.

Working Memory

Executive Function Skills
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The ability to 

manage 

emotions to 

achieve goals, 

complete tasks, 

and direct 

behavior

Emotional Control

Executive Function Skills
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The ability to 

begin projects 

without undue 

procrastination, in 

an efficient or 

timely fashion.

Task Initiation

Executive Function Skills
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Sustained Attention

The capacity to keep 

attention on a 

situation or task in 

spite of distractibility, 

fatigue or boredom.

Executive Function Skills
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The ability to create 

a road map to reach 

a goal or to 

complete a task. It 

also involves being 

able to make 

decisions about 

what’s important to 

focus on and what’s 

not important.

Planning and Prioritizing

Executive Function Skills
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The ability to 

create and 

maintain systems 

to keep track of 

information or 

materials.

Organization

Executive Function Skills



>
Tom Wolf, Governor  
Pedro A. Rivera, Secretary of Education | Teresa D. Miller, Secretary of Human Services

The capacity to 

estimate how much 

time one has, how to 

allocate it, and how 

to stay within time 

limits and deadlines. 

It also involves a 

sense that time is 

important.

Time Management

Executive Function Skills
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The ability to revise 

plans in the face of 

obstacles, setbacks, 

new information, or 

mistakes. It relates 

to an adaptability to 

changing conditions.

Flexibility

Executive Function Skills
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Metacognition

The ability to stand back 

and take a bird’s-eye view 

of oneself in a situation. It is 

an ability to observe how 

you problem solve. It also 

includes self-monitoring 

and self-evaluative skills 

(for example, asking 

yourself, “How am I doing?” 

or “How did I do?”)

Executive Function Skills
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Goal Directed Persistence

The capacity to have 

a goal, follow 

through to the 

completion of the 

goal, and not be put 

off by or distracted 

by competing 

interests.

Executive Function Skills
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Stress Tolerance

The ability to thrive 

in stressful 

situations and to 

cope with 

uncertainty, change, 

and performance 

demands.

Executive Function Skills
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Neuroplasticity
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Brain Agility

BRAIN AGILITY



>
Tom Wolf, Governor  
Pedro A. Rivera, Secretary of Education | Teresa D. Miller, Secretary of Human Services

Mindset Mastery
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1. What are your three executive skills 
strengths and your three 
weaknesses?

2. What aspects of your job do you 
find easiest and hardest?

3. How can you use this information?

Worksheet 1

Dawson & Guare, 2016

Executive Function Skills
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• Draw on strengths 
more often and more 
effectively

• Use a strength to 
compensate for a 
weakness

Using Strengths More Effectively

Dawson & Guare, 2016

Executive Function Skills
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Worksheet 3

Dawson & Guare, 2016

1. Enter an area of weakness in the 
first column.

2. Answer the questions in the next 
three columns.

3. Make the last column an action step

“What will you do?”

Executive Function Skills
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Working with People Whose 

Profiles Differ from Yours

Dawson & Guare, 2016

Executive Function Skills
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• Divide job tasks 
based on executive 
skill strengths

• Talk things through 
using “I” statements

Working with People Whose 

Profiles Differ from Yours

Dawson & Guare, 2016

Executive Function Skills
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• Explore changes in responsibilities that are a 
better match

• Identify environmental supports that might 
minimize the impact

• Incorporate executive skills into annual 
performance reviews

Supervising Someone with Executive 

Skill Weaknesses That Interfere with Job 

Performance

Dawson & Guare, 2016

Executive Function Skills
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Executive Skills Questionnaire
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Resources

• The Smart but Scattered Guide to Success: How to Use Your Brain's Executive Skills 

to Keep Up, Stay Calm, and Get Organized at Work and at Home. Peg Dawson & 

Richard Guare, 2016. The Guildford Press.

• Center on the Developing Child Harvard University. www.developingchild.Harvard.edu

• The 4 Brain Superpowers You Need to Be a Successful Leader, According to 

Neuroscience, Leigh Buchanan http://bit.ly/2nISAXN

• Infographic: When Do Executive Function Skills Typically Emerge in Children? 

http://bit.ly/2B9mg3t
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