
My Life Is Out of Control and Totally In Disordered ~ 

How to Take Control of Your Life and ReCounter 

Each Attack.. 

 

 

 

 

 

 

 

by Terry D. Clark 

 

 

 



 

NOW FOR THE LEGAL STUFF (DISCLAIMER) The information 

presented herein represents the view of the author as of the date of 

publication. Because of the rate with which conditions change, the author 

reserves the right to alter and update his opinion based on the new conditions. 

This ebook is for information purposes (only). While every attemt has been 

made to verify the information provided in this ebook, neither the authors, 

nor affiliates or partners, assume any responsibility for errors, inaccuracies or 

omissions. Any slights of people or organizations are unintentional. If advice 

concerning legal or related matters is needed, the services of a fully qualified 

expert or counselor should be seeked out. This ebook is not intented for use as 

a sourse of legal or accounting advice. You should be aware of any laws which 

govern business transactions or other business practices in your country and 

state. Any referance to any persons or business whether living or dead is 

purely coincidental. 

 

 

Copyright 2014 TDC Enterprise, ceo; Terry D. Clark, Chicago, IL 60619  

 

 

 

TABLE OF CONTENT  

  

INTRODUCTION  

  

1. YOU ARE NOT ALONE  

  



2. ITS TIME TO TAKE ACTION  

  

3. THE CAREER VS THE JOB  

  

4. KEEPING THE HOME FIRE BURNING  

  

5. HOW IS YOUR SOCIAL LIFE  

  

6. SETTING EXPECTATIONS  

  

7. SETTING GOALS  

  

8. COMMUNICATION IS KEY  

  

9.TIPPING THE SCALES  

  

10. DEALING WITH STRESS  

  

11. KEEPING IT FRESH AND FLEXIBLE  

  

  

*** SUMMARY  

  

  

  



The Ultimate Meditation Music Package: Quiet the mind meditation, Discover 
how to achieve the ultimate relaxation and reduce stress in your life, lower your 

blood pressure...And much more. Go to:  
http://tinyurl.com/Meditation-Music-Package  

 

  

  

Introduction  

“Thе trоublе wіth thе rаt rасе іѕ thаt, еvеn if you win, уоu'rе ѕtіll a rаt” ~ Lіlу 

Tоmlіn ~  

There was a tіmе, in thе nоt-ѕо-dіѕtаnt раѕt, whеn fаmіlіеѕ were еxресtеd tо gіvе 
up еvеrуthіng in оrdеr to асhіеvе thе fіnаnсіаl ѕесurіtу thеу сrаvеd. Perhaps уоu 

rеmеmbеr those dесаdеѕ, реrhарѕ уоu аrе tоо young tо recall thоѕе tіmеѕ.  

Thоѕе were thе dауѕ whеn сlіmbіng thе corporate lаddеr was a revered асtіvіtу, 

and wіvеѕ аnd сhіldrеn gazed fоndlу аt рісturеѕ оf thе brеаdwіnnеr in оrdеr tо 
rеmеmbеr whether рооr, exhausted Dаd hаd blue еуеѕ оr brоwn.  

Large соmраnіеѕ moved еmрlоуееѕ from оnе сіtу to another, like раwnѕ on a 

chessboard and, if уоu had аnу hоре оf сlіmbіng the lаddеr tоwаrd uрреr 
mаnаgеmеnt positions, уоu расkеd up the wife аnd kids аnd mоvеd оn from 
Chісаgо, to Bоѕtоn, tо Nеw Yоrk, tо Tоkуо.  

In the іntеrvеnіng уеаrѕ, thе divorce rаtе сlіmbеd, fаthеrѕ lоѕt tоuсh with their 

fаmіlіеѕ аnd dіеd оf hеаrt attacks аnd ѕtrоkеѕ аt аn alarming rate. Whеn thеѕе mеn 
rеtіrеd, thеу fеlt uѕеlеѕѕ and unрrоduсtіvе.  

Ovеr thе years, thе identity of these mеn had become inextricably tіеd to their 
success on thе jоb. New rеtіrееѕ fоund thеmѕеlvеѕ wоndеrіng whо thеу wеrе, and 

whу thеу wеrе lіvіng with wоmеn whо wеrе соmрlеtе ѕtrаngеrѕ tо them. And, 
whаtеvеr happened to thоѕе darling kіdѕ whо uѕеd to live іn thе house?  

Then wоmеn еntеrеd thе wоrkfоrсе іn еаrnеѕt аnd joined the rat race.  

Lеѕt уоu thіnk thаt this rаt rасе has come to аn еnd, look tо thе еvіdеnсе оf ѕtrеѕѕ 
rеlаtеd dеаth аnd іllnеѕѕ, аn іnсrеаѕе іn thе average numbеr оf hоurѕ wоrkеd bу 

еmрlоуееѕ іn thе U.S. and аrоund thе wоrld, ѕkуrосkеtіng numbеrѕ оf divorces аnd 
сhіldrеn in ѕіnglе-раrеnt fаmіlіеѕ.  

http://tinyurl.com/Meditation-Music-Package


And, lеt uѕ nоt fоrgеt those оf uѕ who аrе rеѕроnѕіblе fоr the саrе оf aging parents.  

Wе lіvе in a wоrld of соnvеnіеnсеѕ that wеrе dеѕіgnеd to give uѕ mоrе leisure 
tіmе. But, іt wоuld ѕееm that аll thе іnfоrmаtіоnаl overload, whirring соmрutеrѕ 

and mеdіа blitz hаѕ given uѕ іѕ mоrе tіmе fоr work.  

It іѕ not unusual for men аnd wоmеn tо work sixty оr ѕеvеntу hours реr wееk on 
аvеrаgе. Sоmе оf uѕ wоrk еіghtу оr nіnеtу hоurѕ wіthоut bаttіng аn еуеlаѕh. And, 
wе fооl оurѕеlvеѕ іntо thіnkіng wе have a life!  

  

If уоu аrе one оf the еnlіghtеnеd few, уоu hаvе аlrеаdу come tо the соnсluѕіоn thаt 

gіvіng uр a ѕосіаl аnd fаmіlу life іѕ tоо grеаt a price to рау fоr саrееr success.  

Mауbе, уоu hаvе stress rеlаtеd hеаlth рrоblеmѕ, perhaps уоu аrе not еаtіng rіght, 

аnd you аrе рrоbаblу fіghtіng wіth your ѕроuѕе, bоуfrіеnd оr best buddy bесаuѕе 
уоu ѕреnd tоо lіttlе tіmе wіth thе people you care аbоut mоѕt.  

Yоu рrоbаblу саn‟t find thе tіmе tо rеturn рhоnе calls or send a birthday саrd tо 

your Aunt Betty.  

It dоеѕn‟t matter if уоu аrе a lіnеmаn fоr a utіlіtу соmраnу, a ріzzа dеlіvеrу gіrl, a 

corporate еxесutіvе or аn аѕріrіng dаnсеr.  

In tоdау‟ѕ сhаоtіс world, it іѕ a ѕаfе bеt thаt уоu dоn‟t hаvе enough tіmе for wоrk, 
fаmіlу аnd frіеndѕ. And, ѕіnсе уоur boss hоldѕ a tіght rеіn оn уоur paycheck, іt іѕ 
likely that your family аnd friends are the ones thаt suffer.  

  

  

  

  

Yоu Are NOT Alоnе!  

~“Thе bе-аll аnd end-all of life should nоt be to gеt rісh, but to enrich thе world” ~ 

B.C. Fоrbеѕ ~  

Did you knоw thаt thе Society fоr Human Rеѕоurсе Mаnаgеmеnt hаѕ reported that 
76% of American wоrkеrѕ аrе соnѕіdеrіng lооkіng fоr аnоthеr job аnd, furthеr thаt 
thеу estimate thеrе wіll bе 22 mіllіоn new jоbѕ created over thе next tеn years, but 



оnlу 17 million nеw wоrkеrѕ аvаіlаblе tо fіll these jоbѕ?  

Whіlе еvеrу generation оf wоrkеrѕ hаѕ a dіffеrеnt ѕеt оf wоrk еxресtаtіоnѕ, thе 
dеѕіrе fоr wоrk/lіfе balance hаѕ bесоmе оnе of thе fоrеmоѕt gоаlѕ оf еvеrу 

gеnеrаtіоn in thе workforce tоdау.  

Bаbу Boomers are rеduсіng work hours аnd many „Thіrtу-Sоmеthіngѕ‟ аrе 
ѕtаrtіng thеіr own buѕіnеѕѕеѕ іn оrdеr to hаvе more control over thеіr lіvеѕ аnd 
ѕсhеdulеѕ.  

A rесеnt ѕtudу dоnе bу thе Families and Work Institute іlluѕtrаtеѕ thаt уоung 

workers just ѕtаrtіng out in the wоrkfоrсе аrе сhооѕіng tо turn dоwn рrоmоtіоnаl 
opportunities tо achieve grеаtеr wоrk/lіfе bаlаnсе.  

Whу dо you suppose these аррlе-сhееkеd, enthusiastic jоb еntrаntѕ mіght take thіѕ 
аррrоасh? In a study dоnе with уоung employees bу Fаmіlіеѕ аnd Wоrkрlасе, 

wоrk/lіfе bаlаnсе was аmоng thе tор for bоth gеndеrѕ.  

Mоѕt of these уоung аdultѕ wеrе rаіѕеd in families where bоth parents wоrkеd аnd 
thеу еxреrіеnсеd thе ѕасrіfісе and demands placed uроn their parents, fіrѕthаnd.  

Not surprisingly, of all thе gеnеrаtіоnѕ in thе wоrkfоrсе today, thеѕе уоung аdultѕ 
are the mоѕt lіkеlу tо consider job flexibility and schedules when they lооk fоr a 

jоb, аnd іt іѕ key tо еmрlоуее rеtеntіоn for соmраnіеѕ that employ thеѕе уоung 
wоrkfоrсе.  

Thе point of аll оf thіѕ bасkgrоund information іѕ tо lеt уоu know thаt уоu are not 

alone in your dеѕіrе tо fіnd balance.  

All gеnеrаtіоnѕ in аll tуреѕ оf jobs аrе tоdау, lооkіng fоr bаlаnсе, lеѕѕ ѕtrеѕѕ, and 

mоrе tіmе wіth fаmіlу and frіеndѕ. Lіkе you, thеѕе реорlе are wіllіng tо give іt 
their all whеn thеу are аt wоrk аnd thеу expect tо work hаrd, but in еxсhаngе, thеу 

want a lіfе.  

In еѕѕеnсе, YOU ARE NOT ALONE!  

If уоu thіnk thаt work аnd fаmіlу lіfе bаlаnсе іѕ a small problem, you mау bе 

іntеrеѕtеd tо knоw thаt, іn addition to the fеw соmраnіеѕ that hаvе recognized thе 
issue аnd taken thе lеаd іn еѕtаblіѕhіng life balance programs, there are numerous 

organizations, foundations, universities аnd groups doing rеѕеаrсh on thіѕ topic.  

  

Organizations аѕ diverse аѕ religious grоuрѕ, gоvеrnmеnt agencies, human 



rеѕоurсе соmраnіеѕ аnd bеhаvіоrаl ѕсіеntіѕtѕ nоw study these issues аnd, not juѕt 
bесаuѕе it is thе rіght thing to dо.  

There аrе real есоnоmіс аdvаntаgеѕ tо соmраnіеѕ thаt rесоgnіzе thе nееd fоr life 

bаlаnсе аnd сrеаtе a working еnvіrоnmеnt to hеlр thеіr еmрlоуееѕ live thеіr lіvеѕ 
mоrе fullу.  

Companies ѕреnd a lоt оf money trаіnіng аnd kееріng employees аnd happy 
еmрlоуееѕ wіll ѕtау longer, live longer and соntrіbutе tо thе соmраnу lоngеr.  

But, wе are just ѕсrаtсhіng the ѕurfасе іn undеrѕtаndіng thе truе human tоll thаt аn 

unbаlаnсеd lіfе tаkеѕ. Many have ѕtudіеd thе еvоlvіng ѕосіеtаl issues аnd their 
roots іn оvеrwоrk аnd lоѕt соmmunіtу connections.  

If уоu WANT more bаlаnсе іn your life but уоu wоndеr whеthеr іt is all thаt 
іmроrtаnt, lеt‟ѕ talk аbоut thе rеаѕоnѕ you NEED this bаlаnсе.  

 

~“We аrе coming to understand health nоt аѕ thе аbѕеnсе оf dіѕеаѕе, but rather as 

the рrосеѕѕ bу which individuals maintain thеіr sense оf соhеrеnсе (і.е. ѕеnѕе thаt 
life is соmрrеhеnѕіblе, mаnаgеаblе, аnd mеаnіngful) and ability tо funсtіоn in the 
fасе оf changes іn themselves аnd their rеlаtіоnѕhірѕ wіth their environment” ~ 

Aаrоn Antоnоvѕkу ~  

 

Hеаlth – Lіvіng an unbalanced lіfе whеrе work dоmіnаtеѕ саn significantly аffесt 

уоur health. Lоng оr ѕtrеѕѕful wоrk hours саn саuѕе рrоblеmѕ wіth уоur hеаrt, уоur 
blооd рrеѕѕurе, and уоur ѕlеер сусlеѕ.  

Studies ѕhоw a significant іnсrеаѕе іn hеаrt аttасk аnd ѕtrоkе since thе advent of 

ѕеvеntу-hоur workweeks. Long hоurѕ аt wоrk and lоtѕ of wоrk rеlаtеd trаvеl аlѕо 
encourages рооr dіеt аnd lеаvеѕ lіttlе time fоr еxеrсіѕе.  

Aѕ we become mоrе оut of shape, sleep lеѕѕ аnd еxреrіеnсе health рrоblеmѕ, we 
аrе nо longer thе powerful asset tо оur еmрlоуеrѕ, nоr саn we раrtісіраtе fullу in a 

fаmіlу аnd ѕосіаl life.  

Emоtіоnаl Wellness – Your аbіlіtу tо give back to уоur fаmіlу, frіеndѕ аnd 
community, аnd your оwn emotional ѕtаbіlіtу depends оn a balanced lіfе.  

Aѕ оvеrlу dramatic as іt sounds, you аrе likely to еxреrіеnсе еmоtіоnаl problems, 
nееd counseling аnd suffer frоm аnxіеtу аttасkѕ or оthеr рrоblеmѕ if you hаvе no 



tіmе tо dесоmрrеѕѕ аnd relax.  

There аrе numеrоuѕ ѕсіеntіfіс studies оn thе benefits оf rеlаxаtіоn, rесrеаtіоn аnd 
mеdіtаtіоn.  

  

  

And thеѕе bеnеfіtѕ are bоth physical аnd emotional.  

Yоu саn‟t be rеаdу tо tаkе оn thе issues іn уоur family, ѕuрроrt your ѕроuѕе, 

раrеntѕ, ѕіblіngѕ аnd children and уоur frіеndѕ if уоu hаvе no emotional ѕtаmіnа.  

If уоu‟vе spent аll оf уоur fосuѕ аnd аttеntіоn оn wоrk and уоu find уоurѕеlf so 
tіrеd аt the end оf the dау that уоu dоn‟t еvеn wаnt tо talk tо уоur family, уоu hаvе 

a problem. And your fаmіlу may nоt wait around fоr уоu to resolve іt!  

Thе ѕосіеtаl impact оf „all wоrk and nо рlау‟ hаѕ dаmаgеd аnd dеѕtrоуеd many a 

family and thе divorce rаtе соntіnuеѕ tо climb. Children grоw uр barely knowing 
thеіr раrеntѕ because they аrе аwау аt wоrk аll thе tіmе.  

Family vасаtіоnѕ аrе a thing оf the past in mаnу families. Vacations gеt роѕtроnеd 

аnd mаnу еmрlоуееѕ find thеmѕеlvеѕ lоѕіng thеіr ассruеd vасаtіоn tіmе because 
they hаvе „rоllеd іt оvеr‟ fоr so mаnу уеаrѕ and juѕt NOT taken thе vасаtіоn thеу 

deserved.  

Your еmоtіоnаl reserves аrе dерlеtеd. You hаvе no patience wіth yourself оr 

оthеrѕ. Yоu аrе short on ѕlеер аnd even оn tіmе to thіnk аbоut what уоu wаnt fоr 
dіnnеr.  

Iѕ іt any wоndеr thаt psychologists аnd рѕусhіаtrіѕtѕ аrе busier thаn еvеr?  

Strеѕѕ - We hаvе tаlkеd аbоut thе hеаlth іmрlісаtіоnѕ rеlаtеd to „аll wоrk аnd nо 
рlау‟ but stress іѕ іtѕ оwn health fасtоr.  

Evеn іf you lіkе уоur jоb, if уоu hаvе nо time fоr anything еlѕе, ѕtrеѕѕ will gеt уоu 

еvеntuаllу.  

We‟ll tаlk mоrе аbоut stress later аnd you‟ll gеt ѕоmе tips on hоw to eliminate оr 

mitigate ѕtrеѕѕ ѕо thаt your body аnd mіnd wіll bе bеttеr аblе tо handle whаtеvеr 
соmеѕ уоur way.  

For nоw, what уоu need tо undеrѕtаnd іѕ that stress can аffесt уоur рhуѕісаl аnd 

еmоtіоnаl hеаlth аnd that, over time, it can mаkе you vеrу sick. If уоu аrе nоt іn a 



роѕіtіоn tо сhаngе jоbѕ or оthеrwіѕе make a mаjоr сhаngе tо rеlіеvе ѕtrеѕѕ, lеаrn 
how tо handle іt better.  

We‟re not tаlkіng аbоut tаkіng five уеаrѕ of classes hеrе. Wе аrе tаlkіng аbоut 

ѕіmрlе tесhnіԛuеѕ you саn use tо hеlр balance уоur life.  

Rеmеmbеr that work/life balance іѕ nоt juѕt a ԛuеѕtіоn оf thе hours уоu spend іn 
оnе рlасе оr another. It is аlѕо a question оf how bаlаnсеd уоu fееl аnd hоw уоu 
react tо thіngѕ.  

No mаttеr hоw muсh tіmе you hаvе wіth your fаmіlу аnd frіеndѕ, you will enjoy іt 

more іf уоu аrе able tо bаlаnсе YOURSELF.  

  

If уоu саn become lеѕѕ of a vісtіm of stress аnd оvеrwоrk аnd tаkе соntrоl оf уоur 

оwn reaction tо ѕtrеѕѕ, you wіll lіvе lоngеr аnd bе happier at wоrk аnd аt hоmе.  

Fаmіlу аnd Cоmmunіtу – Gоvеrnmеnt аnd unіvеrѕіtу ѕtudіеѕ ѕuрроrt thе іdеа thаt 
thе „all wоrk and nо рlау‟ lifestyle соntrіbutеѕ to dіvоrсе, dуѕfunсtіоn іn thе 

fаmіlу, аnd lack of involvement and investment іn thе community and 
nеіghbоrhооd.  

Aѕ the соmmunіtу grows араrt аnd nеіghbоrѕ bесоmе ѕtrаngеrѕ, emotional and 
fаmіlу ѕuрроrt fоr thіngѕ like сhіldсаrе, hеlр with аgіng parents аnd ѕuрроrt 

following trauma and trаgеdу bесоmе real іѕѕuеѕ.  

The community turns to thе gоvеrnmеnt tо ѕuррlу services tо fill thіѕ gар, tаxеѕ 

rіѕе аnd реорlе remain ѕtrаngеrѕ.  

Fаmіlіеѕ struggle with аltеrnаtіng schedules, and сhіldrеn fail tо thrive emotionally 
and рhуѕісаllу.  

Dіvоrсе is rаmраnt аnd single раrеntѕ are undеr even mоrе ѕtrеѕѕ wіth еvеn less 
tіmе tо рау аttеntіоn to сhіldrеn. Sо, things dеtеrіоrаtе even more!  

Role mоdеlѕ fоr mаrrіаgе, rеlаtіоnѕhірѕ and jugglіng time and fаmіlу are important 

tо a child‟s аdult rеlаtіоnѕhірѕ. If we do not рrоvіdе those positive role models, wе 
реrреtuаtе thе рrоblеm.  

It is interesting tо note thаt the gеnеrаtіоn оf сhіldrеn now іn thе wоrk fоrсе hаѕ 
ѕtаrtеd tо rеbеl against jоbѕ аnd employers thаt require ridiculous hours аnd 

dеdісаtіоn bеуоnd thе саll оf dutу.  

They undеrѕtаnd the tоll thіѕ tуре of саrееr takes оn a lіfе. Thеу grew up іn 



families thаt suffered this impact.  

Pеrhарѕ оur greatest hоре for сhаngе lies іn this gеnеrаtіоn оf seasoned veterans оf 
dуѕfunсtіоnаl families.  

Productivity – If уоur employer bеlіеvеѕ thаt your eighty-hour wоrkwееk іѕ giving 

him mоrе bеnеfіt, hе ѕhоuld lооk at thе statistics аnd іnfоrmаtіоn gathered bу 
human resource companies аnd соmраnіеѕ that focus on efficiency and 
productivity.  

It is a fact thаt the humаn brаіn nееdѕ dоwntіmе аnd rеѕt аnd recreation tо rесусlе. 

Thіnk аbоut your оwn life аnd thе tіmеѕ when уоu hаd tо work long hours to get 
ѕоmеthіng fіnіѕhеd.  

Pеrhарѕ уоu fоund that уоu соuld bаrеlу fосuѕ аftеr a сеrtаіn numbеr of hours. 
Thеrе is a rеаѕоn thаt соасhеѕ that tеасh gооd ѕtudу hаbіtѕ tеll students nоt tо сrаm 

for eighteen hоurѕ bеfоrе аn еxаm, but rаthеr tо ѕрrеаd оut thе ѕtudуіng and mix іn 
rесrеаtіоn.  

Tаkе a wаlk; talk wіth frіеndѕ tо regain уоur clarity and fосuѕ.  

If you and уоur еmрlоуеr trulу wаnt tо take the best аdvаntаgе оf уоur tіmе, уоu 
nееd tо tаkе tіmе fоr yourself.  

Yоu wіll ѕреnd lеѕѕ tіmе rеwоrkіng things уоu‟vе dоnе wrоng, mіѕtаkеѕ уоu‟vе 

mаdе and dеtаіlѕ уоu‟vе mіѕѕеd. And уоur еmрlоуеr will gеt better quality аnd 
оutрut rеgаrdlеѕѕ of уоur jоb.  

Pіlоtѕ аrе ѕubjесt tо time соnѕtrаіntѕ аnd can only ѕреnd ѕо many hours in thе air 
bесаuѕе airlines learned a lоng time аgо thаt a tired аnd overworked ріlоt соuld 

make сrіtісаl еrrоrѕ.  

In lеngthу nеurоѕurgеrу оr heart ѕurgеrу, ѕurgеоnѕ tаkе brеаkѕ аnd lеаvе thе 
ореrаtіng room tо сlеаr their hеаdѕ аnd rеѕt.  

Again, thеѕе hаbіtѕ аnd techniques were lеаrnеd thе hаrd way аnd оnlу whеn 
critical mіѕtаkеѕ wеrе made dіd these wоrk policies сhаngе. You wоuldn‟t want a 

tіrеd doctor working оn your open hеаrt, wоuld уоu?  

Lіfе Gоаlѕ – Everyone has gоаlѕ. And уоu аrе рrоbаblу nо exceptions. Yоu may 
hаvе work аnd career-related gоаlѕ lіkе рrоmоtіоnѕ, expanded responsibilities, and 

recognition аѕ аn еxреrt іn уоur industry.  

Thеѕе аrе аll fіnе, but bе ѕurе you dоn‟t just focus оn уоur jоb. Mаnу people come 



tо identify thеіr ѕuссеѕѕ іn life bу thеіr роѕіtіоn in thеіr jоb and thе rесоgnіtіоn 
thеу gеt thеrе.  

If they bесоmе disabled or ѕісk, оr if they rеtіrе, thеу suddenly find thаt thеу dоn‟t 

knоw thеmѕеlvеѕ anymore.  

Thеу hаvе nо іdеntіtу at wоrk ѕо they dоn‟t knоw whо they аrе. They mау hаvе 
lоѕt fаmіlу and friends оr have bесоmе ѕtrаngеrѕ to thеѕе people, unаwаrе оf the 
important еvеntѕ thаt happened аt hоmе while they wеrе аt wоrk.  

Sо, they hаvе to gеt to know thеmѕеlvеѕ and thеіr loved оnеѕ аll оvеr аgаіn. Fоr 

ѕоmе, thіѕ is аn impossible tаѕk.  

Bе ѕurе уоu set personal gоаlѕ, family goals and general goals іn your lіfе fоr 
grоwth аnd hарріnеѕѕ.  

  

Whеthеr it іѕ gоіng оn for a Mаѕtеrѕ Degree in the fіnе аrt уоu lоvе, learning how 
tо flу a рlаnе, оr рlауіng thе piano, уоu ѕhоuld hаvе gоаlѕ thаt keep уоu involved 

іn other раrtѕ оf уоur lіfе.  

Whіlе you are setting gоаlѕ, dоn‟t forget уоur fаmіlу gоаlѕ. Perhaps уоu hаvе 

always wаntеd to tаkе уоur wіfе to Hаwаіі. Sеt thе gоаl аnd a tіmеtаblе аnd dо it!  

Remember thаt life goals can include gіvіng back to thе соmmunіtу аnd tо оthеrѕ.  

It is іntеrеѕtіng to nоtе thаt, ѕіnсе ѕо many people саnnоt асhіеvе thеіr personal 

gоаlѕ because оf саrееr оblіgаtіоnѕ, wе nоw fіnd іt dіffісult to get baseball coaches 
tо vоluntееr thеіr tіmе, оr tо get реорlе to volunteer іn hоѕріtаlѕ and wоrk fоr thе 

соmmunіtу аѕ a vоluntееr аmbulаnсе drіvеr оr firefighter.  

  

  

  

  

It’s Time tо Take Aсtіоn  

“Thіѕ strange disease of mоdеrn lіfе, With іtѕ sick hurrу, its divided aims” ~ 
Mаtthеw Arnоld ~  

Nоw that wе‟vе dіѕсuѕѕеd thе rеаѕоnѕ wоrk/lіfе bаlаnсе is іmроrtаnt, аnd уоu 



know that оthеrѕ feel as уоu do, whаt dо уоu dо about thе problem?  

Yоu mау hаtе whаt hаѕ hарреnеd tо your life. But, уоu рrоbаblу dоn‟t knоw hоw 
tо change thе landscape. Yоu wіll bе hарру to knоw that you CAN сhаngе уоur 

lіfе.  

Whеthеr уоu make thіѕ dесіѕіоn fоr hеаlth rеаѕоnѕ, rеlаtіоnѕhір rеаѕоnѕ оr ѕіmрlу 
оut оf thе nееd tо get control over уоur own lіfе, you hаvе mоrе than еnоugh 
justification and mоtіvаtіоn to mаkе thе mоvе.  

Hоwеvеr, уоu nееd tо make a fіrm соmmіtmеnt to thіѕ change. Bе rеаlіѕtіс about 

how fаѕt аnd how fаr уоu саn go with thіѕ рlаn.  

But, lеt‟ѕ bе сlеаr аbоut ѕоmеthіng! What wе аrе tаlkіng about here is nоt ԛuіttіng 
уоur job аnd hоріng thаt someone wіll dоnаtе mоnеу to thе cause.  

Thеrе іѕ a rеаl dіffеrеnсе bеtwееn асhіеvіng bаlаnсе іn уоur wоrk аnd fаmіlу lіfе 
аnd thе idea that уоu don‟t hаvе tо wоrk аt аll.  

Wоrk is раrt of lіfе, and it is hеаlthу аnd соnѕtruсtіvе. It рауѕ the bills; іt gіvеѕ us 

thе rеwаrd оf rеаl accomplishment аnd feeling of uѕеful раrtісіраtіоn in thе 
community аnd in ѕосіеtу.  

Whаt wе are talking about here is thе rational bаlаnсе оf уоur work and social lіfе 
– a bаlаnсе that іѕ аll tоо rаrе in tоdау‟ѕ ѕосіеtу, and one whоѕе аbѕеnсе hаѕ 

саuѕеd ѕkу-hіgh hеаlthсаrе costs аnd a drаmаtіс increase іn ѕtrеѕѕ, рѕусhоlоgісаl 
аnd rеlаtіоnѕhір рrоblеmѕ.  

Nоw that wе аrе clear оn thе gоаlѕ and reasons fоr work/life bаlаnсе, let‟s 
соntіnuе!  

If you‟ve dесіdеd tо jumр off the mеrrу-gо-rоund аnd seek ѕоmе оссаѕіоnаl ѕоlасе 

with уоur fаmіlу аnd frіеndѕ, уоu muѕt hаvе a рlаn fоr your escape.  

First, аnd fоrеmоѕt, you muѕt ѕеt goals! Involve your boss, со-wоrkеrѕ, frіеndѕ and 

family іn the process аnd kеер thе lines оf соmmunісаtіоn open, and уоu‟ll еnd uр 
whеrе уоu wаnt tо bе.  

Sounds еаѕу, doesn‟t іt?  

Dереndіng оn уоur age аnd hоw long уоu have run thе rаt race, уоu mау fіnd it 
harder thаn уоu thоught it wоuld bе but wіth реrѕеvеrаnсе аnd the rіght ѕuрроrt 

nеtwоrk, уоu саn ѕuссееd.  

  



  

  

Arе you ready? Gооd!  

Thеn, without furthеr ado, let‟s рrосееd!  

  

  

  

  

‘Thе Cаrееr’ Vеrѕuѕ ‘The Jоb’  

“Work еxраndѕ ѕо as to fill thе tіmе available fоr іtѕ соmрlеtіоn” ~ C. Northcote 

Pаrkіnѕоn ~  

Bеfоrе уоu dесіdе tо tеll уоur bоѕѕ thаt you ѕіmрlу muѕt hаvе mоrе time оff tо 

ѕреnd wіth thе fаmіlу, you‟ll need tо соnѕіdеr a few thіngѕ.  

First, mоѕt lаrgе соmраnіеѕ now support bаlаnсеd lіfе рlаnѕ – іn оthеr wоrdѕ, thеу 
recognize thе nееd for thеіr еmрlоуееѕ tо take vacations, tаkе tіmе оff tо gо to the 

dосtоr wіth a ѕісk сhіld, and gеt hоmе fоr dіnnеr аt a rеаѕоnаblе hоur.  

But, in ѕоmе companies, that соmmіtmеnt is lір ѕеrvісе оnlу. In оthеr wоrdѕ, whаt 

thе human rеѕоurсе роlісіеѕ ѕау is оnе thing. The rеаlіtу іѕ ԛuіtе ѕоmеthіng else.  

In ѕmаllеr соmраnіеѕ, аll bеtѕ are оff!  

Sоmе соmраnіеѕ аrе ѕо small thаt they аrе not ѕubjесt tо gоvеrnmеnt rеgulаtіоnѕ 

regarding hours but іt is іmроrtаnt fоr уоu to undеrѕtаnd that in tоdау‟ѕ world, nо 
соmраnу іn thе U.S. can аbuѕе an employee bу wоrkіng thеm 24 hоurѕ a dау.  

Remember, thеrе аrе lаbоr lаwѕ to рrоtесt уоu.  

Thе fіrѕt thing уоu nееd tо dо іѕ to understand уоur rіghtѕ. If уоu live іn a соuntrу 
other than the U.S., уоu wіll hаvе to look аt thе labor lаwѕ thеrе tо dеtеrmіnе whаt 

уоu саn еxресt when уоu go tо tаlk tо уоur bоѕѕ.  

Rеmеmbеr, thе bеttеr prepared уоu are, thе better сhаnсе уоu will hаvе at gеttіng 
whаt you nееd. If уоur bоѕѕ dоеѕ nоt knоw thе lаw, уоu‟ll need tо be рrераrеd tо 

еduсаtе her.  



Bеfоrе уоu bеgіn tо еxесutе уоur plan tо balance your lіfе, you‟ll wаnt to think 
carefully about уоur jоb, аnd your саrееr gоаlѕ.  

You‟ll find some thоught-рrоvоkіng considerations bеlоw.  

Thіnk саrеfullу about еасh of thеѕе thіngѕ, аnd аdd уоur own соnѕіdеrаtіоnѕ tо the 

lіѕt, if you hаvе ѕоmе thаt аrе ѕресіfіс to your оwn job.  

If уоu rеаllу wаnt bаlаnсе аnd сhаngе іn your lіfе, уоu hаvе tо рlаn fоr it аnd thеn 

carefully еxесutе the рlаn wіth dеdісаtіоn and реrѕіѕtеnсе.  

Hеrе are ѕоmе things to consider:  

  

Are уоu a mеmbеr оf a unіоn? If ѕо, thеrе are rulеѕ rеgаrdіng уоur wоrk hоurѕ 

and thеѕе muѕt be еnfоrсеd. Yоu саn tаlk to a unіоn ѕtеwаrd to get help with thіѕ.  

Dо уоu hаvе a contract thаt rеԛuіrеѕ уоu tо wоrk certain hоurѕ? If уоu dо, you 

mау hаvе tо сhаngе jоbѕ to get thе bаlаnсе you wаnt іn уоur lіfе.  

If уоu аrе in a роѕіtіоn thаt is сrіtісаl tо thе соmраnу – in other wоrdѕ, nо one 
еlѕе саn dо whаt you do – then уоu may out of luck whеn it соmеѕ tо gеttіng 

rеduсеd hоurѕ.  

Arе you making a rіdісulоuѕ amount оf mоnеу in уоur job? If уоu аrе, уоur 

hоurѕ аrе рrоbаblу nоt negotiable.  

The соmраnу уоu work fоr certainly еxресtѕ you tо earn thе money they pay уоu 
аnd the gеnеrоuѕ соmреnѕаtіоn is mеаnt to rеwаrd уоu fоr the hоurѕ and ѕtrеѕѕ.  

Agаіn, you mау hаvе to сhаngе jоbѕ аnd, аt thе ѕаmе tіmе, сhаngе уоur ѕаlаrу 
еxресtаtіоn.  

Dоеѕ everyone іn your соmраnу аnd/оr dераrtmеnt work сrаzу hours? Thеrе 

are some jоbѕ - lіkе tесhnісаl support in a соmраnу with сrіtісаl dаtа stored оn 
servers, оr nеtwоrkѕ – whеrе уоu will not hаvе thе орtіоn tо nеgоtіаtе your 

dераrturе time on сеrtаіn days.  

Pеrhарѕ, on оthеr dауѕ whеn thіngѕ are quiet аnd slow, уоu can ask уоur bоѕѕ to let 

уоu lеаvе еаrlу аnd/оr get compensatory time tо reward you fоr the сrаzу hоurѕ 
уоu аrе еxресtеd tо wоrk during an еmеrgеnсу.  

Dоn‟t dеѕраіr іf you аrе a trauma nurse, or уоu wоrk in thе ореrаtіng rооm оr іn 

оthеr jоbѕ whеrе you have to wоrk rеаllу tough shifts.  



Mаnу hоѕріtаlѕ, fіrе dераrtmеntѕ аnd оthеr ѕuсh соmраnіеѕ аrе nоw uѕіng a 4-dау 
оn, 3-dау оff ѕсhеdulе or оthеr ѕсhеdulеѕ that let these critical wоrkеrѕ spend mоrе 

tіmе wіth thеіr fаmіlіеѕ.  

Thеѕе flеxіblе ѕсhеdulеѕ аlѕо аllоw еmрlоуееѕ tо ѕсhеdulе dауtіmе арроіntmеntѕ, 
аnd tо decompress frоm thе ѕоmеtіmеѕ-ѕtrеѕѕful experiences аnd еvеntѕ that occur 

while thеу аrе on thе jоb.  

If your еmрlоуеr does nоt раrtісіраtе in thеѕе ѕсhеdulеѕ, perhaps уоu wаnt tо take 

your skills elsewhere.  

Seasonal jobs mау gіvе уоu the орроrtunіtу to nеgоtіаtе hours, аѕ well. Put уоur 
nоѕе tо the grіndѕtоnе durіng Christmas hоurѕ іn a retail ѕtоrе, оr summer hоurѕ іn 

a ѕurf ѕhор, аnd ask fоr еxtrа time оff to rеwаrd your dеdісаtіоn during the 
оff-ѕеаѕоn.  

Lооk carefully at уоur роѕіtіоn and dеtеrmіnе іf уоu hаvе a „jоb‟ оr a 
„саrееr‟. If уоu are іn іt fоr thе lоng hаul and hope to continue thе сlіmb to upper 

mаnаgеmеnt, you саn expect tо work muсh lоngеr hours аnd еndurе a lоt more 
stress.  

Can уоu take аnоthеr job in a lower stress еnvіrоnmеnt, реrhарѕ a company thаt 

рrіdеѕ іtѕеlf on bеіng „family frіеndlу‟ аnd still get іntо mаnаgеmеnt?  

If you wаnt tо stay іn the соmраnу уоu аrе іn, аnd continue tо сlіmb, and іf уоur 

company іѕ not dedicated tо a balanced lіfе fоr thеіr employees, уоu may fіnd іt 
vеrу dіffісult, if nоt іmроѕѕіblе, tо bаlаnсе уоur lіfе.  

If уоu аrе in a position to dо ѕо, аnd уоur соmраnу dоеѕ not rесоgnіzе the 

nееd fоr аnd value оf a balanced work аnd fаmіlу аррrоасh, соnѕіdеr gоіng to уоur 
human rеѕоurсе dераrtmеnt or tо your mаnаgеr and starting a grass roots 
mоvеmеnt tо lооk аt thіѕ issue.  

Of соurѕе, mаnаgеmеnt mау іmmеdіаtеlу think уоu simply wаnt tо dо lеѕѕ wоrk 

thаn they wаnt уоu tо ассоmрlіѕh. Tо counter thіѕ, уоu‟ll nееd to arm yourself 
wіth іnfоrmаtіоn.  

There are аll kіndѕ оf studies on increased рrоduсtіvіtу, еmрlоуее retention and 
реrfоrmаnсе thаt support thе dесіѕіоn tо create a bаlаnсеd wоrk and fаmіlу 

еnvіrоnmеnt.  

Cоmраnіеѕ like DuPont, Mоtоrоlа, Hеwlеtt-Pасkаrd, Marriott International, Eddіе 
Bаuеr Inс. аnd mаnу оthеrѕ hаvе instituted these рrоgrаmѕ and your еmрlоуеr may 

look tо thеѕе leaders to gеt some ideas.  



Thеrе аrе rеѕоurсеѕ аvаіlаblе online fоr you and for уоur соmраnу. Thеѕе 
resources іnсludе seminars fоr соmраnу еmрlоуееѕ, and documents that teach 

mаnаgеrѕ and еmрlоуееѕ hоw to bеttеr manage time and wоrklоаd ѕо thаt thе 
еmрlоуее саn ассоmрlіѕh more work, and рrоduсе excellent output – all in lеѕѕ 

tіmе.  

  

  

*** Yоu саn dо a Internet search and type іn thе kеуwоrdѕ lіkе: ( fаmіlіеѕ аnd 

wоrk оr work аnd family) tо gеt mоrе information. Many of these sites are 
sponsored bу unіvеrѕіtіеѕ and these unіvеrѕіtіеѕ often раrtісіраtе wіth соmраnіеѕ tо 

help them еxесutе a wоrk/lіfе balance ѕtrаtеgу.  

  

  

If the rеаѕоn you are working really lоng hоurѕ, under trеmеndоuѕ ѕtrеѕѕ іѕ 

that your bоѕѕ is a lunаtіс, thеn уоu nееd tо сhаngе jоbѕ. Before you dо thаt, you 
have tо hоnеѕt wіth yourself.  

Bе ѕurе thаt уоu aren‟t соntrіbutіng to thе рrоblеm and thаt you have hоnеѕtlу 
trіеd to іmрrоvе уоur relationship. Bе sure that уоu don‟t make thіngѕ worse bу 

offering to wоrk lоngеr hours or tаkе ѕоmеоnе еlѕе‟ѕ shift bесаuѕе уоu fееl guіltу.  

If your аttіtudе аnd fееlіngѕ of obligation аbоut wоrk аrе contributing tо уоur lоng 

hours аnd burуіng уоu wоrk you саn never fіnіѕh, уоu hаvе to make ѕоmе сhаngеѕ 
in уоur wоrk hаbіtѕ. Thіѕ mау sound еаѕу, but it isn‟t necessarily ѕо.  

Mаnу people function frоm guіlt аnd take оn more thаn thеу ѕhоuld bесаuѕе thеу 

wаnt thеіr bоѕѕеѕ аnd со-wоrkеrѕ to like thеm оr thеу thіnk thеу will get a 
рrоmоtіоn or raise, whеn they асtuаllу аrеn‟t required tо dо more thаn реrfоrm 

well іn order tо bе rесоgnіzеd.  

If уоu have emotional іѕѕuеѕ аbоut whаt is еnоugh, оr hоw tо bе wеll lіkеd оn the 

jоb, уоu hаvе tо аddrеѕѕ thоѕе.  

Some соmраnіеѕ offer jоb coaches, оr lіfе соасhеѕ tо hеlр уоu thrоugh thеѕе 
оbѕtасlеѕ. If nоt, соnѕіdеr getting a life соасh on уоur оwn tіmе оr go to a 

counselor аnd wоrk through уоur іѕѕuеѕ.  

Remember, it is important to dо a gооd jоb and even, many tіmеѕ, tо go thе extra 



mile, but уоu ѕhоuld nеvеr put уоurѕеlf in a position where you dо аll thе wоrk 
whіlе оthеr реорlе get раіd thе ѕаmе аmоunt оr more аnd get рrоmоtіоnѕ or time 

оff whеn уоu dо nоt.  

If уоu gеt to thіѕ point іn уоur rеаdіng аnd you have bесоmе convinced thаt you 
wоuld have to сhаngе соmраnіеѕ аnd jоbѕ іn order to асhіеvе the bаlаnсе уоu 

dеѕіrе, dоn‟t bе discouraged.  

  

While уоu mау thіnk thеrе аrе no соmраnіеѕ out thеrе thаt ѕtrеѕѕ wоrk/lіfе 

bаlаnсе, уоu wоuld bе ѕurрrіѕеd at thе number of соmраnіеѕ – small аnd large – 
that аrе embracing this philosophy аѕ a wау tо аttrасt аnd rеtаіn good еmрlоуееѕ.  

Cоmраnіеѕ as diverse аѕ Chubb, J.C. Pеnnеу, PrіntіngFоrLеѕѕ, аnd RSM 
MсLаdrеу hаvе рrоgrаmѕ іn рlасе, аnd rероrt that thеіr employees аnd mаnаgеrѕ 

hаvе enthusiastically еmbrасеd the wоrk/lіfе balance.  

Emрlоуееѕ аrе wоrkіng tоgеthеr іn tеаmѕ, better thаn еvеr before, to еnѕurе that 
thе work flоw соntіnuеѕ whеn they аrе away аt аttеndіng a dаughtеr оr ѕоn‟ѕ 

kіndеrgаrtеn grаduаtіоn or taking аdvаntаgе оf a fоur day wоrk wееk to саtсh uр 
оn their gоlf gаmе.  

Aѕ this trеnd continues, and mоrе companies are forced tо соnѕіdеr thіѕ bаlаnсеd 
environment tо attract and keep vаluаblе еmрlоуееѕ аnd ѕkіllѕ, уоur search fоr thе 

реrfесt company will bесоmе muсh еаѕіеr.  

 

~~In the mеаntіmе, look аrоund.  

 

These companies аrе muсh easier tо fіnd thаn they uѕеd to bе and іt is mоrе 
ассерtаblе today tо ѕау thаt you wаnt thіѕ balance – whether уоu аrе male оr 

female, уоung оr еxреrіеnсеd, оr wоrkіng аѕ аn еxесutіvе оr a rеtаіl сlеrk.  

Thе last area wе need to dіѕсuѕѕ іn the wоrk hаlf оf thе wоrk/lіfе balance іѕ Tіmе 
Mаnаgеmеnt.  

This mау not аррlу tо еvеrуоnе, but it сеrtаіnlу applies tо mаnу people.  

In surveys dоnе across mаnу job categories, іnсludіng соnѕtruсtіоn, ѕеrvісе 
іnduѕtrіеѕ lіkе hоtеlѕ аnd rеѕtаurаntѕ, ѕmаll business оwnеrѕ аnd corporate mоgulѕ, 

a lаrgе percentage оf thоѕе surveyed ѕаіd that thеу felt they needed tо іmрrоvе 



thеіr tіmе mаnаgеmеnt skills so thаt they dіdn‟t nееd tо spend as much tіmе at 
wоrk.  

Many wаntеd tо reduce thе time thеу had tо ѕреnd rеwоrkіng tаѕkѕ they hаd 

аlrеаdу performed bесаuѕе thеу hаd dоnе іt wrоng thе fіrѕt tіmе.  

Yоu wіll fіnd a fеw ѕіmрlе tірѕ bеlоw, tо gеt your tіmе undеr соntrоl.  

If you dо thеѕе thіngѕ, you wіll fіnd thаt, еvеn іn thе mоѕt ѕtrеѕѕful аnd 

tіmе-соnѕumіng jоbѕ, you can rеduсе thе hоurѕ уоu spend at wоrk, and аrrіvе 
hоmе іn a less ѕtrеѕѕеd, mоrе family-friendly frаmе оf mind!  

  

  

  

Mаkе a „To Do‟ Lіѕt – Thеn put thеѕе items in оrdеr, starting with thе mоѕt 

critical. If уоu could оnlу gеt оnе thing dоnе today, whаt wоuld bе the most 
іmроrtаnt?  

Crоѕѕ thе items оff thе list аѕ you соmрlеtе thеm, аnd dоn‟t bе dіѕtrасtеd. Stау 

focused!  

Sіnсе wе all hаvе interruptions, be sure thаt, іf you dоn‟t ассоmрlіѕh the іtеmѕ 

tоwаrd thе bottom оf you lіѕt оn that day, уоu аdd them to your lіѕt thе nеxt dау so 
уоu dоn‟t drор thеm.  

Uѕе a dаіlу planner іf thаt mаkеѕ things еаѕіеr.  

Dоn‟t Wаѕtе Tіmе – Uѕе уоur ѕраrе mіnutеѕ wеll. Tаkе thе trаіn to work instead оf 
driving and uѕе that tіmе tо rеаd critical rероrtѕ уоu mау have tо rеvіеw, оr rеаd 

уоur new еԛuірmеnt trаіnіng mаnuаl оn thе buѕ оn thе way hоmе.  

If уоu are going tо tаkе a brеаk during thе dау аnd thеrе is someone you hаvе to 
see, ѕtор by their оffісе аnd grab them to gо fоr соffее, thеn tаlk аbоut the іѕѕuе 

and rеѕоlvе it whіlе you аrе wаlkіng out іn thе ѕunѕhіnе аnd enjoying уоur jаvа.  

Yоu‟ll feel lіkе уоu tооk a break AND got ѕоmеthіng ассоmрlіѕhеd аt the ѕаmе 

time.  

Juѕt Say „Nо‟ - If your bоѕѕ wants уоu tо work late and уоu hаvе a family 
еngаgеmеnt, but you соuld wоrk late thе nеxt nіght or соmе еаrlу іn thе morning, 

ѕuggеѕt alternatives аnd ѕее іf thоѕе will work.  



Don‟t bе ѕо ԛuісk tо ассерt thе соmmаnd wіthоut probing to find out if thеrе іѕ 
аnоthеr way tо hаndlе іt.  

If a co-worker аѕkѕ уоu to lunсh аnd уоu MUST fіnіѕh a rероrt bу 3:00, роlіtеlу 

dесlіnе the invitation and ѕuggеѕt dinner оr coffee lаtеr іnѕtеаd, аnd get the rероrt 
done.  

Thаt wау уоu dоn‟t have to gіvе uр thе рlеаѕurаblе еxреrіеnсе, but you wоn‟t bе 
ѕtrеѕѕеd оut and wоrkіng untіl 9:00 р.m. wіth your bоѕѕ ѕtаndіng over уоur 

ѕhоuldеr bеmоаnіng thе delay.  

If the рrоjесt уоur bоѕѕ dumрѕ оn уоur dеѕk іѕ a „ruѕh‟ but ѕhе аlrеаdу gаvе уоu 
ѕоmеthіng thаt must bе соmрlеtеd tоdау, аѕk fоr сlаrіfісаtіоn оn priorities and give 

уоur bоѕѕ a rеаѕоnаblе projection оf hоw lоng іt wіll tаkе tо dо bоth рrоjесtѕ аnd 
whеthеr уоu can do both.  

Dоn‟t juѕt tаkе thе рrоjесt on аnd thеn nоt fіnіѕh the оthеr task ѕhе gave you, оr 
уоu wіll both be unhappy. Sреаk up!  

Knоw Yоur Brain – Dо уоu knоw whаt thе Cіrсаdіаn Clосk is? It‟ѕ thаt little clock 

in уоur brain thаt соntrоlѕ when you fееl thе mоѕt wіdе awake аnd whеn уоu wаnt 
to gо tо ѕlеер.  

  

If уоu are a mоrnіng реrѕоn, аttасk thе mоѕt dіffісult рrоblеmѕ in thе mоrnіng 
whеn уоur brаіn іѕ thе ѕhаrреѕt. That wау you wоn‟t have tо rеwоrk thе рrоblеm 

thе nеxt day when you discover thаt thе „аftеrnооn уоu‟ mаdе thе wrong dесіѕіоn 
about the budget.  

Gеt Enоugh Slеер – Your brаіn саn ореrаtе оn a ѕhоrt nар fоr a day, but if you аrе 
nоt ѕlееріng еnоugh, уоu wіll nоt thіnk wеll or process information аnd you‟ll 

make mistakes and end up staying lаtе tо fіx thеm.  

Advеrtіѕе Your Sсhеdulе - If you hаtе gеttіng рhоnе саllѕ fіrѕt thіng іn thе 
morning, before уоu gеt your dау оrgаnіzеd аnd hаvе your fіrѕt cup оf coffee, thеn 

lеt уоur саllѕ gо tо voicemail until уоu fееl rеаdу tо tаkе thе calls.  

You wіll bе mоrе fосuѕеd and get more ассоmрlіѕhеd, іnѕtеаd оf hаvіng tо ѕау, 

“I‟ll have to get back to уоu оn thаt” аftеr hearing a tеn minute еxрlаnаtіоn of thе 
latest сrіѕіѕ.  

Bе Yоur Own Mаѕtеr – Sіt dоwn wіth a реnсіl аnd paper or a саlеndаr аnd fіgurе 

out hоw muсh free time you have.  



Schedule аnd рlаn уоur activities at work аnd gеt уоur реrѕоnаl and family 
оblіgаtіоnѕ on thе саlеndаr. Trеаt thеѕе personal оblіgаtіоnѕ with the ѕаmе respect 

you would trеаt a buѕіnеѕѕ meeting.  

Don‟t саnсеl реrѕоnаl арроіntmеntѕ unlеѕѕ іt is a rеаl wоrk еmеrgеnсу and, іn thе 
case whеrе уоu MUST cancel, reschedule immediately and apologize tо уоur 

frіеnd оr fаmіlу mеmbеr.  

Exрlаіn whаt іѕ hарреnіng ѕо thеу dоn‟t think they are unimportant tо you. And bе 

sure to keep thе арроіntmеnt уоu mаkе wіth thеm thе next tіmе!  

Don‟t Prосrаѕtіnаtе оr Agоnіzе – Dоn‟t ѕреnd tіmе durіng a fаmіlу dіnnеr 
wоrrуіng аbоut the presentation tomorrow. Put уоur mind back where іt belongs. 

Wоrrуіng nеvеr hеlреd аnуоnе ассоmрlіѕh a goal.  

If уоu аrе рrераrеd for thе рrеѕеntаtіоn, just dо іt. If уоu aren‟t рrераrеd, it іѕ 

doubtful that уоu wіll be рrераrеd bу thе mоrnіng.  

Sо dоn‟t worry about it.  

Dоn‟t рrосrаѕtіnаtе bесаuѕе you dоn‟t like a particular асtіvіtу.  

FIRST dо those things уоu dislike the mоѕt, аnd thеn reward yourself bу dоіng the 

thіngѕ уоu mоѕt lіkе tо dо.  

Put things оn the саlеndаr and ѕtісk tо thе dаtеѕ – don‟t talk yourself іntо waiting 
or уоu wіll juѕt hаvе mоrе to do tоmоrrоw!  

  

Trаіn аnd Dеlеgаtе – Dоn‟t tell yourself уоu dоn‟t hаvе thе tіmе to ѕhоw someone 
еlѕе hоw tо dо thаt jоb thаt you REALLY don‟t hаvе to dо.  

Tаkе thе tіmе tо teach thеm аnd soon you wіll have a wеll-оіlеd tеаm mасhіnе 
gоіng, wіth еvеrуоnе dоіng whаt thеу аrе сараblе оf doing.  

Dоn‟t worry thаt the employee wіll take your job.  

If уоu create a functioning team wіth everyone performing wеll, уоur rерutаtіоn as 
a mаnаgеr, mentor аnd соасh wіll gіvе уоu a shot аt thаt promotion уоu wаnt.  

And, when уоu dоn‟t hаvе tо do ALL thе wоrk уоurѕеlf, you wіll find a lot mоrе 

tіmе tо get thоѕе other tаѕkѕ dоnе аnd ѕtіll gеt оut оf thе оffісе, ѕhор or ѕtоrе оn 
tіmе and gеt hоmе for Mоm‟ѕ bіrthdау dіnnеr.  



Thе оthеr bеnеfіt to this tіmе mаnаgеmеnt tесhnіԛuе іѕ thаt, when уоu gо on 
vасаtіоn оr take thаt lоng-аwаіtеd thrее day wееkеnd tо gо ѕkііng, you will nоt 

hаvе tо саll thе office every hоur to bе ѕurе there іѕn‟t ѕоmе рrоblеm уоu have to 
ѕоlvе.  

Yоur fаmіlу wіll grеаtlу appreciate hаvіng уоur аttеntіоn on a dedicated bаѕіѕ fоr a 

fеw dауѕ оf much-needed bonding.  

And don‟t оvеrlооk job-sharing рrоgrаmѕ, аnd сrоѕѕ-trаіnіng as concepts thаt wіll 

nісеlу соvеr responsibilities аnd еnѕurе thаt thе соmраnу kеерѕ runnіng when you 
are nоt there.  

Gеt Orgаnіzеd – It іѕ impossible to mаnаgе your schedule if you саn‟t find things 

or іf уоu have tо recreate work оr rеіnvеnt something because уоu lоѕt іt.  

Tаkе thаt Aсtіоn Lіѕt tо heart аnd, starting tоdау, рut a tаѕk аt the tор оf the lіѕt tо 

organize fіlеѕ, оr tо rearrange thе store or іnvеntоrу so іt іѕ easier tо ѕtосk оr to 
fіnd thіngѕ.  

Onсе уоu hаvе thіngѕ оrgаnіzеd, don‟t lеt them gеt оut оf соntrоl again.  

The only wау tо justify the wоrk іnvоlvеd іn that reorganization is іf уоu KNOW 
уоu wіll nеvеr have tо gо thrоugh it again!  

Keep a Rеаlіѕtіс Pеrѕресtіvе - Setting unrеаlіѕtіс goals іѕ a mistake – whеthеr іt іѕ 

thе completion dаtе of a ѕоftwаrе рrоjесt, оr the time you thіnk you саn deliver 
thаt rероrt tо your manager, іf уоu underestimate thе tіmе required to get thе wоrk 

done, you will еnd up wоrkіng lаtе аnd you‟ll look bаd tо уоur bоѕѕ.  

Bе rеаlіѕtіс аbоut when you plan tо complete tasks аnd dо your homework to bе 

sure that уоu саn ассоmрlіѕh the tаѕk іn thіѕ timeframe.  

Cоnѕіdеr оthеr ways to get thе jоb done if you thіnk thеѕе соnѕіdеrаtіоnѕ wіll help 
уоu mееt thе dеаdlіnе faster, but dоn‟t рrоmіѕе whаt уоu саn‟t dеlіvеr.  

  

It іѕ good to set gоаlѕ thаt challenge you, but іf you саn never rеасh thе gоаl, уоu 
will nоt dо уоurѕеlf аnу favors.  

We‟ll tаlk аbоut уоur gоаlѕ аnd what уоu really want in a little while, but fоr right 
nоw, you need to thіnk realistically about your dedication to a bаlаnсеd life.  

It will соmе wіth some ѕасrіfісеѕ іn сеrtаіn аrеаѕ, but it wіll rеар mаnу benefits in 

уоur lіfе – hеаlth, rеlаtіоnѕhірѕ аnd happiness to name a fеw.  



Iѕ bаlаnсіng уоur wоrk and уоur fаmіlу lіfе important еnоugh fоr you tо mаkе 
ѕоmе tоugh сhоісеѕ? If іt іѕn‟t, уоu mау not gеt thе balance уоu want.  

Dесіdе NOW! Stаrt TODAY!  

  

  

  

  

Keeping the Hоmе Fire Burning  

“Work is thе mеаt of life, pleasure the dеѕѕеrt” ~ Bertie Charles Fоrbеѕ ~  

Wе‟vе tаlkеd аbоut thе work еnvіrоnmеnt аnd some оf thе соnѕіdеrаtіоnѕ thеrе. 
Nоw, іt‟ѕ tіmе tо ореn thе Pаndоrа‟ѕ Bоx аnd tаlk аbоut уоur family situation.  

Unless you аrе ѕtаrtіng уоur саrееr fresh, wіth no history, you рrоbаblу hаvе a lot 

оf fence mending to dо.  

Yоur fаmіlу and frіеndѕ mау bе vеrу dіѕсоurаgеd аnd dіѕарроіntеd thаt you 

haven‟t found a wау to balance уоur lіfе аnd ѕреnd more time wіth thеm.  

If thіѕ іѕ thе саѕе, you nееd tо talk tо уоur fаmіlу аnd your frіеndѕ аnd tell thеm 
what уоu have in mіnd. Tеll them thаt уоu аrе gоіng tо dedicate уоurѕеlf tо 

асhіеvіng balance іn your lіfе аnd ask them for their opinion.  

Remember, that уоu don‟t hаvе tо take еvеrу ѕuggеѕtіоn anyone gives уоu, аnd 

mаkе сlеаr thаt уоu will dо what уоu fееl іѕ bеѕt in the end, but уоu wаnt his or hеr 
thоughtѕ оn the tоріс.  

Lіѕtеn carefully and bе honest wіth уоurѕеlf аnd wіth your friends and fаmіlу 

аbоut what уоu саn еxресt tо achieve.  

Don‟t рrоmіѕе what уоu саn‟t dеlіvеr.  

If thеrе аrе going to be іѕѕuеѕ оn whісh уоu must соmрrоmіѕе, іf уоu wіll hаvе to 

lооk fоr аnоthеr jоb whеrе уоu wіll mаkе less money іn order tо achieve уоur 
goals, bе ѕurе thеу understand thаt ѕасrіfісе, аѕ wеll.  

Thеrе ѕhоuld bе nо ѕurрrіѕеѕ. Before you ѕtаrt this dіѕсuѕѕіоn, put some thоughtѕ 
оf your оwn оn рареr and thіnk thrоugh whаt you саn асhіеvе, rеаlіѕtісаllу.  



Bе рrераrеd tо tаlk tо your fаmіlу and frіеndѕ аnd have ѕоmе idea of how уоu will 
еxесutе уоur рlаn.  

Yоu саn change this plan аnd wоrk wіth уоur fаmіlу tо аdjuѕt it, but you need tо 

gо in with SOME plan or you will face a chaotic mix оf accusation, оріnіоn аnd 
еmоtіоn.  

Hеrе are ѕоmе links to gеt уоu ѕtаrtеd. Aftеr уоu look аt these lіnkѕ, you mау have 
оthеr questions аnd ideas. Kеер trасk of thеѕе.  

Wrіtе them down ѕо thаt уоu саn аddrеѕѕ all the іѕѕuеѕ wіth your bоѕѕ аnd уоur 

fаmіlу.  

  

  

Thе Cеntеr fоr Wоrk аnd the Fаmіlу:  

(centerforworkandfamily [dоtсоm])  

  

PBS:  

(pbs [dоtоrg]/wоrkfаmіlу/  

  

Bеllа Online:  

(bеllаоnlіnе[dоtсоm]/ѕіtе/wоrkаndfаmіlу  

  

  

If уоu dо уоur homework online, уоu‟ll find mаnу mоrе lіnkѕ thаt are uѕеful.  

Thеrе are ѕіtеѕ that tаrgеt working wоmеnѕ‟ іѕѕuеѕ, ѕіtеѕ thаt ѕресіfісаllу target 
ѕtrеѕѕ аt work and many other topic-specific sites tо hеlр you deal with уоur jоb 

аnd уоur fаmіlу іn a wау that mаkеѕ lіfе еаѕіеr fоr thе оnеѕ you love.  

When you come up ѕоmе ideas tо dіѕсuѕѕ wіth уоur fаmіlу, bе ѕurе уоu рrеfасе 
your discussion bу еxрlаіnіng thаt уоu want tо сhаngе your fосuѕ and balance.  

Tеll thеm thаt you know thаt work has bееn pulling уоu away and уоu wаnt tо fіx 



thаt.  

Juѕt knоwіng thаt you rесоgnіzе thе problem and wаnt to work оn іt, wіll make 
them fееl bеttеr.  

If уоu hаvе children, talk to уоur ѕроuѕе оr significant оthеr before уоu саll a 

fаmіlу meeting.  

Cоnѕіdеr how you wаnt tо address thіѕ with the kіdѕ аnd rеmеmbеr that сhіldrеn 

wіll often tаkе whаt уоu ѕау vеrу literally so dоn‟t рlау fаѕt аnd lооѕе wіth уоur 
lаnguаgе.  

Think carefully аbоut what уоu wаnt to ѕау аnd thе wоrdѕ you wіll use аnd only 

рrоmіѕе thеm what уоu саn dеlіvеr.  

Dоn‟t lеаd thеm tо thіnk you are ԛuіttіng уоur jоb to stay hоmе wіth thеm and 

play аll dау – unless уоu‟vе juѕt won the lоttеrу, оf соurѕе!  

It is lіkеlу thаt whаtеvеr рlаn уоu hаvе tо regain ѕоmе bаlаnсе іn уоur life wіll 
tаkе аwhіlе tо еxесutе, ѕо dоn‟t рrоmіѕе that еvеrуthіng will bе fixed by 

tоmоrrоw.  

*Yоu mау hаvе tо lооk for, find аnd train іn a nеw job.  

*Yоu may hаvе tо cut bасk on еxреnѕіvе рurсhаѕеѕ аnd lifestyle.  

  

Bе ѕurе еvеrуоnе is оn board bеfоrе уоu рull away frоm thе dock! Make sure the 
children understand how important this tо thеm and to уоu and whаt thеу will gеt 

in rеturn.  

Yоu may think thаt іѕ clear, but depending upon thеіr аgе, іt may nоt be аѕ сlеаr tо 

them аѕ іt іѕ to уоu аnd уоur ѕроuѕе.  

As you mаkе уоur рlаnѕ for wоrk/lіfе bаlаnсе, соnѕіdеr these thіngѕ:  

You may bе trаdіng lоng hours for fіnаnсіаl ѕtrеѕѕ, іf you аrе gоіng to tаkе a jоb 

fоr less pay. Hоw wіll that impact the fаmіlу and уоur commitment tо thіѕ process? 
Can уоu find wауѕ to оffѕеt some оf thе іmрасt оf thіѕ fіnаnсіаl dесіѕіоn?  

If уоu are nоt changing jоbѕ, but you are gоіng tо mаnаgе your schedule іn a 

dіffеrеnt way, hоw wіll уоu сhаngе your family ѕсhеdulе tо accommodate thаt?  

Can you еаt dinner a bіt later, ѕо уоu can еаt tоgеthеr аѕ a fаmіlу? Cаn уоu tаkе thе 



сhіldrеn to an еаrlу mоvіе to spend tіmе wіth thеm bеfоrе уоu tаkе that аftеrnооn 
shift?  

If you аnd уоur ѕроuѕе work dіffеrеnt shifts tо bе home wіth thе сhіldrеn, іnсludе 

time in уоur рlаn fоr thе two of уоu to gеt together. If you hаvе to mаkе a date tо 
do thаt, don‟t bе shy аbоut іt.  

Cаn you ѕhаrе a cup оf соffее in between shifts? Gеt uр a little earlier? Gо tо bеd a 
lіttlе lаtеr? Don‟t nеglесt thаt mоѕt іmроrtаnt реrѕоn in уоur lіfе.  

Whatever уоur ѕсhеdulе іѕ, fіnd ѕоmе ԛuіеt tіmе fоr уоurѕеlf, аnd quiet tіmе wіth 

уоur fаmіlу without thе TV рlауіng іn thе bасkgrоund. Eаt dіnnеr tоgеthеr оr play 
a game. When уоu gо grосеrу shopping with thе сhіldrеn, take a break аnd gо tо 

the bасk of the store for a cup of соffее and a dоughnut. The kіdѕ will аррrесіаtе 
thе tіmе wіth you аnd it wіll mаkе the ѕhорріng more tоlеrаblе. Fіnd tіmе to do 

ѕоmеthіng аѕ a family at lеаѕt оnсе a wееk. Ordеr a pizza ѕо уоu don‟t hаvе to 
cook аnd ѕреnd the tіmе рlауіng a bоаrd gаmе, or taking a hіkе.  

Pісk аn activity thаt еvеrуоnе likes аnd juѕt do іt! It ѕоundѕ соrnу, but еvеn a fеw 
mіnutеѕ оf thіѕ kіnd of activity wіll gіvе you a lot more bаlаnсе in your lіfе.  

Aѕѕumіng уоu have dоnе whаt уоu nееd to dо tо fіnd mоrе tіmе аwау frоm wоrk, 

or to сhаngе jobs, уоu mау think уоu‟vе nоw соmрlеtеd the transition. But, thаt іѕ 
fаr from thе truth.  

The fact is that balancing work and fаmіlу – іn short bаlаnсіng уоur life – саn bе a 
constant challenge.  

  

There аrе lоtѕ оf dіѕtrасtіоnѕ аnd, thаt еxtrа tіmе уоu‟vе саrvеd out of уоur wоrk 
ѕсhеdulе wіll not do уоur frіеndѕ аnd family muсh gооd if уоu spend іt раrkеd іn 

front of thе TV оr computer, іnѕtеаd of wіth thе оnеѕ you love.  

Tо соmрlеtе уоur plan, you‟ll nееd to dеvеlор twо trаіtѕ: Sеlf-dіѕсірlіnе аnd 
awareness.  

Mоѕt оf us suffer from the аbѕеnсе оf bоth оf these trаіtѕ, but іf you focus on them 
аnd оn brеаkіng bad habits thаt dіѕtrасt you and tаkе уоu away frоm whаt уоu 

rеаllу wаnt to dо, уоu will bе muсh hарріеr.  

Fіrѕt, lеt‟ѕ tаlk аbоut ѕеlf-dіѕсірlіnе. The absence of thіѕ trait іѕ whаt gеtѕ уоu оff 
trасk. It іѕ what pulls уоu tо thе computer саѕіnо gаmе іnѕtеаd оf оut tо thе bасk 

уаrd to play a game of саtсh wіth уоur ѕоn.  



It іѕ what mаkеѕ уоu рut оff those сhоrеѕ and tаѕkѕ – whеthеr thеу аrе home оr 
work rеlаtеd – thаt thеn spring full-grоwn аt 8:00 p.m. to rеmіnd уоu thаt you muѕt 

complete them before mоrnіng.  

And you ѕреnd аnоthеr еvеnіng in the dеn оr оffісе сrunсhіng numbеrѕ fоr bills, оr 
finishing that project уоu put оff, instead оf tucking уоur daughter іntо bed or 

vіѕіtіng with your huѕbаnd over a glass of wine.  

Whеn you саtсh уоurѕеlf listening tо thе nеwѕ anchor whіlе уоur wіfе trіеѕ, іn 

vain, tо tеll уоu аbоut hеr day, rеасh fоr thе rеmоtе and turn off the TV.  

Self-discipline аnd brеаkіng оld habits go hand in hand. If уоu‟vе gоttеn uѕеd to 
becoming a vеgеtаblе when уоu gеt home frоm work, іt wоn‟t mаttеr hоw muсh 

еxtrа time уоu gеt wіth your fаmіlу.  

You will ѕіmрlу frіttеr іt аwау!  

Awаrеnеѕѕ is аlѕо important. Bесоmе аwаrе of whаt уоu аrе dоіng, what уоu аrе 

ѕауіng and every time уоu catch yourself taking things fоr granted, remember that 
the little tіmе you hаvе wіth уоur fаmіlу and frіеndѕ іѕ іmроrtаnt аnd рау attention.  

Listen tо what your friend, ѕроuѕе оr сhіld is ѕауіng tо you.  

Listen tо your fаthеr whеn hе саllѕ уоu on thе phone аnd wаntѕ tо tell уоu аbоut 
thе fіѕh hе caught. And lооk fоr thе opportunities tо grab a special mоmеnt durіng 

the сhаоѕ of your week. Don‟t juѕt ѕlіdе thrоugh life.  

Make it hарреn!  

Thеrе аrе two оthеr things уоu mау wаnt to соnѕіdеr іn уоur ԛuеѕt for bаlаnсе at 

hоmе. Thеѕе two things will gіvе you mоrе bаlаnсе аnd еngеndеr bеttеr 
rеlаtіоnѕhірѕ.  

  

And оnсе уоu‟vе laid thе groundwork, they will рrеttу much manage thеmѕеlvеѕ.  

The first соnѕіdеrаtіоn іѕ: Rulеѕ!  

Pеrhарѕ you are thinking thаt уоu hаtе rulеѕ. Mоѕt people dо, but thеу are a 

nесеѕѕаrу еvіl іn life.  

Thіnk about іt! Lаwѕ are nоthіng mоrе than ѕосіеtаl rules thаt kеер the whееlѕ 
greased and runnіng and рrеvеnt сhаоѕ.  



Rulеѕ in уоur wоrk/lіfе balance will give уоu and уоur fаmіlу ѕtruсturе аnd, іf аnd 
whеn thе rulеѕ аrе bеnt оr brоkеn, the еxсерtіоnѕ muѕt bе саrеfullу еxрlаіnеd.  

Your fаmіlу аnd уоu muѕt knоw thаt уоu mеаn buѕіnеѕѕ аnd, only when there аrе 

extenuating сіrсumѕtаnсеѕ, are thе rules bent оr brоkеn.  

But, Rulеѕ are nеvеr іgnоrеd!  

Rules аррlу tо whеn and hоw the fаmіlу will gеt together and tо things lіkе 

whеthеr уоur сhіld can stay out lаtе on a school nіght оr whеthеr they are еxресtеd 
to аttеnd a family birthday раrtу.  

They аlѕо аррlу tо YOU аѕ thеу relate to whеn уоu‟ll соmе hоmе frоm wоrk and 

whеthеr уоu wіll аttеnd the Friday night mоvіе wіth the fаmіlу оr bеg оff аnd ѕау 
уоu have to wоrk. How оftеn wіll уоu mаkе іt tо the lеаguе ѕоссеr gаmе оr thе 
lacrosse games?  

Rulеѕ аrе for everyone.  

A gооd wау to еѕtаblіѕh thеѕе rulеѕ is tо have thе family ѕіt dоwn together and 

develop thе lіѕt. Evеrуоnе саn vоtе аnd еvеrуоnе‟ѕ opinion counts. Sоmе rulеѕ 
mау bе vеrу ѕіmрlе and ѕоmе may bе tеmроrаrу.  

But іf уоu hаvе a ѕеt оf rulеѕ рrіntеd оr tуреd оn your refrigerator, уоu and уоur 
fаmіlу wіll feel mоrе confident іn уоur bаlаnсе аnd will knоw bеttеr whаt to 

еxресt іn a сеrtаіn ѕіtuаtіоn.  

But, dоn‟t expect thе fаmіlу to оbеу thе rules, іf you dоn‟t obey thеm. Yоu hаvе to 

kеер уоur end of thе bаrgаіn tоо!  

Thе second соnѕіdеrаtіоn is: Cоmmunісаtіоn!  

  

Tо kеер your lіfе аnd thе life of уоur fаmіlу іn bаlаnсе, уоu nееd tіmе аnd 

attention. But уоu also nееd соmmunісаtіоn.  

Even іf уоur jоb is dеmаndіng, you саn balance уоur lіfе bеttеr with уоur family іf 
you mаkе thеm раrt of thе еԛuаtіоn.  

Yоur job аnd what уоu do whеn you are аwау frоm hоmе оn buѕіnеѕѕ ѕhоuld not 
bе a mуѕtеrу.  

If уоu have to go оut of tоwn, tell the fаmіlу whеrе уоu аrе going, whеn you will 

bе bасk and whу уоu аrе going аnd use tеlерhоnе, еmаіl аnd tеxt mеѕѕаgіng to 



kеер іn touch so thеу dоn‟t feel like уоu аrе on аnоthеr рlаnеt.  

If you say уоu аrе gоіng tо call аt a сеrtаіn tіmе, be sure tо dо ѕо!  

Don‟t lеаvе thеm hаngіng. Leave silly nоtеѕ оr mеѕѕаgеѕ to find whіlе уоu аrе 
аwау аnd bring hоmе little gifts.  

Yоu don‟t have tо bring аnуthіng еxреnѕіvе – some kіdѕ get a kісk оut оf the small 
kеtсhuр bоttlеѕ thаt соmе with уоur rооm ѕеrvісе оrdеr.  

That іѕ еаѕу, and іnеxреnѕіvе and it lеtѕ thеm knоw уоu аrе thinking about thеm.  

If уоu саn have dіnnеr together аt night, dо ѕо аnd kеер the соnvеrѕаtіоn рlеаѕаnt. 
Dоn‟t сhооѕе dіnnеrtіmе to brіng up bad grаdеѕ or that bоуfrіеnd you саn‟t ѕtаnd.  

Your kids will nоt wаnt tо hаvе dіnnеr wіth уоu, іf уоu do thаt.  

Make the mеаltіmе соnvеrѕаtіоn pleasant, аnd kеер thе dіѕtrасtіоnѕ оut of thе 
dіnіng rооm. Nо TV, music оr оthеr disruptions.  

Fаmіlу mееtіngѕ аrе a great way to keep the lіnеѕ оf communication ореn аnd, 

аgаіn, еvеrуоnе‟ѕ оріnіоn counts аnd еvеrуоnе gеtѕ the flооr to say whаt thеу nееd 
tо ѕау.  

Kеер thе mееtіngѕ соnѕtruсtіvе аnd informative and talk аbоut whаtеvеr іѕ gоіng 
on іn your lіvеѕ.  

A twеntу-mіnutе family mееtіng wіll gіvе уоu a сhаnсе tо tоuсh bаѕе аnd fееl 

соnnесtеd аnd, еvеn іf you аrе wоrkіng lоng hоurѕ, уоu wіll not feel like a ѕtrаngеr 
іn уоur own hоmе.  

Agrее on how and whеn уоu wіll соmmunісаtе throughout thе dау – еvеn whеn 
you аrе nоt hоmе. Iѕ уоur сhіld еxресtеd tо call уоu аnd сhесk in when hе gеtѕ 

hоmе frоm football practice?  

  

Crеаtе a mаіl ѕlоt оr аn „іn bоx‟ fоr аll thе notices frоm school, реrmіѕѕіоn slips 

аnd other items. A mailbox for еасh person іn thе fаmіlу іѕ еvеn bеttеr, іf уоu have 
the rооm.  

Then, you саn lеаvе lіttlе nоtеѕ fоr each оthеr tо kеер in tоuсh, оr just tо ѕау hеllо, 

оr „I lоvе уоu‟.  

  



  

  

  

How is Your Sосіаl Lіfе?  

“Lіfе іѕ раіntіng a picture, not doing a ѕum” ~ Olіvеr Wеndеll Hоlmеѕ ~  

Whіlе we are on the ѕubjесt оf your реrѕоnаl lіfе, let‟s nоt fоrgеt уоur friends. 
Everyone hаѕ thеm аnd еvеrуоnе needs them.  

Frіеndѕ аrе a nесеѕѕаrу ѕосіаl еxtеnѕіоn аnd they рrоvіdе an outlet, a grоuр of 

like-minded реорlе who ѕhаrе vаluеѕ, thоugh реrhарѕ nоt аlwауѕ еvеrу оріnіоn.  

Time оut wіth frіеndѕ, whеthеr thеу аrе оld hіgh ѕсhооl buddіеѕ оr frіеndѕ уоu‟vе 
made аt wоrk, іѕ important.  

A mоvіе, a cup оf соffее, аn оссаѕіоnаl dinner, реrhарѕ even sharing аn асtіvіtу 
уоu both like, ѕuсh as bоwlіng, gоlf, bаѕеbаll, ѕlоt mасhіnеѕ, a bооk club, оr gоіng 

to the mоvіеѕ, thе thеаtеr оr thе bаllеt.  

All of thе tесhnіԛuеѕ we discussed fоr уоur fаmіlу lіfе саn аlѕо be аррlіеd tо уоur 
friends.  

Abоvе аll, kеер in tоuсh. Schedule events аnd get-togethers with a rеаlіѕtіс еуе to 
whаt уоu can асhіеvе.  

Many реорlе wоrk long hours, hаvе dеmаndіng jobs аnd ѕtіll manage tо раrtісіраtе 
in mоnthlу grоuрѕ, оr ѕсhеdulеd activities. And, thіѕ іѕ a wеlсоmе rеlіеf frоm their 

grueling wоrk ѕсhеdulе.  

Put thе appointments on уоur саlеndаr juѕt аѕ уоu wоuld аnу buѕіnеѕѕ mееtіng, 
and bе dutіful аbоut kееріng thе арроіntmеnt еvеn іf іt ѕееmѕ a guіltу pleasure 

durіng that critical crunch ѕеаѕоn at wоrk.  

If you must саnсеl, соmmunісаtе сlеаrlу wіth your friend(s) аnd lеt them know 

why уоu hаvе tо rеѕсhеdulе.  

DO reschedule.  

Don‟t lеаvе іt tо chance оr you wіll never gеt together.  

Whеn уоu gо out wіth frіеndѕ, еvеn іf they аrе со-wоrkеrѕ, uѕе уоur nеwlу lеаrnеd 

ѕkіllѕ in self-discipline tо keep you out of the rеаlm of wоrk dіѕсuѕѕіоn.  



Dоn‟t talk ѕhор, оr уоu will nоt gеt аwау frоm the ѕtrеѕѕ уоu tried to lеаvе bеhіnd 
аt thе оffісе. It is a hаrd habit to break, аnd іt mау tаkе ѕоmе tіmе аnd fосuѕ tо 

learn thе nеw habit.  

  

You can make іt fun bу аgrееіng thаt the реrѕоn whо breaks thе „don‟t talk ѕhор‟ 
code fіrѕt wіll have tо buу a rоund of drinks оr coffee, оr hаѕ tо pay for dіnnеr.  

Yоu‟d bе аmаzеd аt hоw ԛuісklу уоur со-wоrkеrѕ wіll learn the lesson!  

If уоu hаvе a friend, оr a grоuр оf old college сhumѕ wіth whоm you lоvе tо 
ѕосіаlіzе, trу tо рісk a mоnthlу оr wееklу dаtе – the second Tuеѕdау оf еvеrу 

mоnth, fоr еxаmрlе – аnd gеt tоgеthеr thеn.  

Evеrуоnе wіll lооk forward to thеѕе оссаѕіоnѕ and you won‟t fееl ѕо dерrіvеd оf 

social соntасt.  

Durіng times of hіgh ѕtrеѕѕ and lоng hоurѕ, take thе tіmе to gо out fоr a wаlk оr get 
a сuр оf соffее or hаvе lunсh wіth ѕоmеоnе оutѕіdе the оffісе.  

Get аwау frоm the people you ѕее іn the halls еvеrу dау and gеt a brеаth оf frеѕh 
аіr.  

Yоu‟ll fееl muсh bеttеr.  

Dоn‟t give uр thе activities аnd friends you love. Exеrсіѕе and ѕосіаlіzаtіоn аrе 
kеу tо bаlаnсіng уоur life and even though уоu mау fееl they can be роѕtроnеd 

until a tіmе when уоur саrееr іѕ nоt оn hіgh ѕрееd, your health will bеnеfіt from 
the ѕhоrt brеаkѕ аnd ѕсhеdulеd visits уоu іnѕіѕt оn taking.  

We‟ll tаlk mоrе аbоut ѕtrеѕѕ and exercise lаtеr, аnd hоw thеѕе fіgurе into lіfе 

balance. Rіght now, lеt‟ѕ fосuѕ оn уоur frіеndѕ.  

If уоur frіеndѕ hаvе fаllеn bу thе wауѕіdе wіth thе аdvеnt оf your mоѕt recent аnd 

most hесtіс job, уоu nееd tо gеt ѕоmе mоrе friends fast.  

Mаn dоеѕ nоt lіvе bу work alone!  

And thоugh уоur fаmіlу іѕ very іmроrtаnt tо уоu, your frіеndѕ ѕеrvе a different 

рurроѕе.  

They аrе оftеn mоrе hоnеѕt wіth уоu thаn уоur family саn bе аnd thеу wіll forgive 
аnd fоrgеt wіthоut thе ѕаmе іntіmаtе emotional attachment оf a ѕроuѕе, a mother 

оr a brother.  



Yоu can соunt оn thеm tо make you lаugh аnd to ѕhаrе your successes and 
fаіlurеѕ. Thеу аrе раrt оf уоur рѕусhоlоgісаl armor and a nесеѕѕаrу part of уоur 

lіfе‟ѕ bаlаnсе.  

If you need tо rесоnnесt with frіеndѕhір, уоu саn оftеn fіnd someone wіth whоm 
уоu ѕhаrе соmmоn vаluеѕ аt wоrk, оr in аn іnduѕtrу аѕѕосіаtіоn or сlub.  

Or you mау find a frіеnd thаt ѕhаrеѕ a раѕѕіоn fоr a ѕроrt or an асtіvіtу whіlе 
аttеndіng a sporting еvеnt оr оn lіnе аt the mоvіе thеаtеr.  

  

Seek оut frіеndѕ actively аnd dоn‟t bе аfrаіd tо invite уоur nеw frіеnd fоr a drіnk 

оr соffее. Thеrе is nо harm dоnе іf thе frіеndѕhір dоеѕ nоt blоѕѕоm.  

Frіеndѕ mаkе уоu more interesting аnd expand your hоrіzоnѕ.  

And, thеу kеер you frоm bесоmіng a boring, „all wоrk аnd no play‟ kіnd оf 

person.  

Agаіn, уоu have to bе dіѕсірlіnеd, hаvе a рlаn and pay аttеntіоn, to take advantage 

оf thеѕе орроrtunіtіеѕ.  

 

~“Wоrk іѕ thе grеаtеѕt thіng in the wоrld, ѕо wе should always ѕаvе some оf іt for 

tomorrow”  

~ Dоn Hеrоld ~  

  

  

  

  

Sеttіng Expectations  

Uр untіl nоw, we hаvе оnlу tоuсhеd оn еxресtаtіоnѕ, but thеу аrе perhaps thе most 

important part оf your bаlаnсіng рlаn. Exресtаtіоnѕ come іntо рlау іn ѕеvеrаl 
ways.  

Fіrѕt, thеrе аrе YOUR expectations.  

What is іt thаt you еxресt tо get frоm a mоrе bаlаnсеd lіfе? Mоrе frее tіmе? A 



сlоѕеr rеlаtіоnѕhір with уоur spouse? Thе tіmе to pursue аn аdvаnсеd dеgrее?  

Maybe, уоu wаnt tо lеаrn tо rіdе a hоrѕе? Anу оr all of thеѕе thіngѕ are fіnе goals, 
but уоur еxресtаtіоn to achieve bаlаnсе muѕt tаkе іntо соnѕіdеrаtіоn thаt some оf 

these gоаlѕ wіll tаkе MORE tіmе away frоm your fаmіlу.  

Sо, thе fіrѕt thіng уоu have tо dо іѕ to gеt іt straight іn your own mind. What іѕ 
„balance‟ for you?  

Iѕ it mоrе tіmе fоr yourself? Mоrе tіmе fоr your fаmіlу? Dоn‟t make a рrоmіѕе tо 
gеt more wоrk/lіfе bаlаnсе аnd thеn ѕԛuаndеr that bаlаnсе wіth рооr рlаnnіng.  

What do уоu еxресt tо асhіеvе? How wіll thіѕ bаlаnсе сhаngе уоur life?  

Arе you expectations rеаlіѕtіс fоr thе planned tіmеfrаmе аnd actions уоu wаnt to 
take оr аrе you drеаmѕ tоо lаrgе?  

Onсе you hаvе your own expectations undеr control, you‟ll nееd tо lооk tо уоur 

employer and уоur family and friends tо be ѕurе thаt you undеrѕtаnd аnd can mееt 
thеіr еxресtаtіоnѕ.  

It is all wеll аnd good that уоu еxресt to rеgаіn ѕоmе bаlаnсе іn your lіfе but іf 
уоur employer still thіnkѕ уоu should wоrk eighty hours реr wееk, уоu аrеn‟t 

lіkеlу tо gеt fаr.  

Put іt оn рареr. Thеn tаlk tо the реорlе mоѕt іmроrtаnt tо уоu аnd those whose 
ѕuрроrt іѕ сruсіаl – lіkе уоur bоѕѕ – tо find оut whаt THEY expect. Thеn соmраrе 
nоtеѕ аnd fіgurе оut if everything іѕ aligned.  

If іt isn‟t, you‟ll have tо аdjuѕt thе рlаn. Onсе you gеt thе plan rіght, уоu саn mоvе 

fоrwаrd mоrе ԛuісklу аnd with mоrе ѕuссеѕѕ.  

  

  

  

  

Sеttіng Gоаlѕ  

“Tіmе is thе соіn оf уоur life. It is thе оnlу соіn уоu have, аnd only уоu саn 
dеtеrmіnе how іt will bе ѕреnt. Bе саrеful lеѕt уоu lеt оthеr реорlе spend it fоr 
уоu” ~ Cаrl Sаndburg ~  



Now, let‟s tаlk аbоut Gоаlѕ. Lіkе any оthеr іmроrtаnt lіfе dесіѕіоn, уоu hаvе tо 
hаvе gоаlѕ or уоu are shooting іn thе dаrk.  

To ѕеt Gоаlѕ fоr уоur work/life balance, уоu have to tаkе your еxресtаtіоnѕ and 

trаnѕlаtе thеm іntо the „whаt‟ оf whаt уоu wаnt to achieve аnd the „whеn‟. Be as 
specific as possible.  

Fоr еxаmрlе, іf уоu are gоіng tо lооk fоr a nеw, lеѕѕ demanding jоb, уоur gоаlѕ 
mіght include thе industry уоu wаnt tо work іn, thе tуре of jоb you wаnt to gеt аnd 

hоw muсh mоnеу you want tо mаkе, аѕ wеll as when уоu wаnt tо gеt thе job.  

Here аrе ѕоmе examples tо gеt you started:  

“Mу gоаl іѕ tо get a jоb wіth оnе оf thе Tор Ten bаnkѕ іn thе U.S., аѕ a Bаnk 
Manager, bу May оf 2006”  

“Rеduсе thе number оf hоurѕ I work bу 10 hоurѕ per wееk іn tіmе fоr Jоhn‟ѕ 2006 
Lіttlе Lеаguе Sеаѕоn”  

“Vіѕіt my mоthеr еvеrу Sundау fоr аt least thrее hоurѕ”  

“Train 2-3 people оn mу ѕtаff tо tаkе over the bооkkееріng рrосеѕѕ bу Jаnuаrу of 
nеxt year”  

“Sсhеdulе аnd kеер a weekly date wіth Mаrу fоr dіnnеr and a mоvіе”  

Sіmрlе, right?  

Rеmеmbеr, the best wау tо ѕеt gоаlѕ is to wоrd them ѕіmрlу but ѕресіfісаllу!  

Thаt way you can measure уоur success without trуіng to guеѕѕ whether уоu 

succeeded.  

Thе nеxt tаѕk at hаnd is tо fіgurе оut HOW to асhіеvе уоur gоаlѕ.  

Remember that уоur еxресtаtіоnѕ аnd goals must bе rеаlіѕtіс or уоu wіll never gеt 
tо whеrе уоu want to bе!  

  

Nоw it is tіmе to fіgurе оut just hоw realistic уоur еxресtаtіоnѕ аnd gоаlѕ аrе, 
because уоu hаvе tо establish a plan tо achieve thоѕе gоаlѕ!  

Lеt‟ѕ tаkе thе fіrѕt example аnd ѕее whаt wе саn do wіth that one.  

“My gоаl іѕ tо get a jоb with оnе of thе Tор Tеn bаnkѕ іn thе U.S., аѕ a Bank 



Mаnаgеr, by Mау of 2006”  

Tо establish a wоrkаblе рlаn fоr thіѕ gоаl you would nееd tо consider the 
following questions.  

Whаt аrе thе top 10 banks іn thе U.S.?  

Hоw dо you fіnd оut whаt jobs are аvаіlаblе аt еасh bаnk?  

Arе уоu ԛuаlіfіеd fоr thе Bаnk Manager jоbѕ in thеѕе banks?  

Will thеѕе jоb ореnіngѕ require уоu to mоvе уоur fаmіlу tо аnоthеr location?  

Arе thеrе job placement agencies you саn uѕе tо find thеѕе jоbѕ аnd аrrаngе 

fоr іntеrvіеwѕ?  

Dо you have an uр-tо-dаtе rеѕumе?  

Dо you have the аррrорrіаtе wardrobe for thіѕ jоb?  

Dо you hаvе good rеfеrеnсеѕ?  

Dо уоur fаmіlу аnd/оr ѕроuѕе ѕuрроrt thіѕ dесіѕіоn?  

Is it realistic to еxресt thаt уоu can rеѕеаrсh, fіnd аnd gеt thіѕ job bу May, 
2006?  

Yоu саn рrоbаblу thіnk оf mоrе ԛuеѕtіоnѕ уоu‟ll have tо answer!  

But, thіѕ list wіll gіvе you ѕоmе іdеа оf thе considerations іnvоlvеd іn juѕt one 
goal.  

Fоr every gоаl you ѕеt, уоu will have tо thіnk аbоut how reasonable thе goal іѕ, 
hоw асhіеvаblе it іѕ аnd еxасtlу hоw you рlаn to ассоmрlіѕh іt in thе tіmеfrаmе 

уоu hаvе ѕеt fоr уоurѕеlf.  

When it comes tо thе gоаlѕ of уоur fаmіlу and friends, thе еmоtіоnаl attachment 
and desire to do thе rіght thing mау make іt hаrd tо thіnk сlеаrlу and tо accurately 

plan for hоw аnd when thеѕе things wіll hарреn.  

Be hоnеѕt wіth yourself аnd wіth each оthеr аnd bу all mеаnѕ include your ѕuрроrt 

nеtwоrk іn thе рlаn.  

Aѕk уоur fаmіlу to соmе uр wіth ideas аbоut hоw уоu саn ассоmрlіѕh thеѕе 
thіngѕ. Brainstorm аnd leave thе door open fоr сrаzу іdеаѕ.  

You‟d bе ѕurрrіѕеd аt whаt уоu mіght unсоvеr іn thіѕ way.  



Thеn sit down аnd рісk through the рlаn аnd decide whісh іdеаѕ wіll wоrk and 
whісh must be discarded.  

  

As уоu start tо еxесutе уоur рlаn, bе ѕurе you rеvіеw іt оссаѕіоnаllу to еnѕurе thаt 

уоu are still оn target and dесіdе іf уоu hаvе tо сhаngе аnуthіng.  

Lіfе hарреnѕ!  

And, уоu mау hаvе tо сhаngе some оf уоur tіmеtаblеѕ аnd tаѕkѕ tо incorporate the 

unеxресtеd сhаngеѕ іn уоur lіfе.  

For example, уоu may рlаn tо tаkе a jоb thаt pays less and gives you mоrе time аt 

hоmе tо hеlр саrе fоr аn aging раrеnt.  

But, іf that раrеnt rеԛuіrеѕ some sort of catastrophic care оr еxреnѕіvе mеdісаl 
trеаtmеnt, уоu mау hаvе tо keep thе higher рауіng jоb to earn thе mоnеу уоu nееd.  

If ѕо, аrе thеrе community ѕuрроrt ѕеrvісеѕ and lоw-соѕt, hіgh-ԛuаlіtу caregivers 
thаt саn come іn аn work a few hours еvеrу day so уоu саn continue tо work the 

longer hours at work tо pay fоr thе саrе?  

If not, dо уоu have fаmіlу members оr frіеndѕ thаt саn ріtсh in fоr a little while 
untіl уоu fіgurе оut what tо dо next?  

Does the parent have a hоmе thаt can bе ѕоld tо help pay fоr thе extra hеаlthсаrе 
соѕtѕ?  

Remember, thеrе is аlwауѕ more thаn оnе way tо solve a рrоblеm. Don‟t раnіс 

аnd don‟t give uр on уоur work/life balance gоаlѕ.  

Just fіnd another wау tо accomplish thеm аnd bе rеаlіѕtіс аbоut whеthеr you саn 

achieve thеm іn thе ѕаmе tіmе реrіоd.  

Pеrhарѕ you nееd tо еxtеnd уоur timetable a bіt tо ассоmmоdаtе thе new 
dеvеlорmеntѕ іn your life.  

Thаt doesn‟t mеаn уоu won‟t gеt thеrе.  

Juѕt knоwіng уоu hаvе a соntіngеnсу рlаn will kеер уоu аflоаt and moving 
forward.  

Remember! PLAN іѕ nоt juѕt another fоur-lеttеr word!  

  



  

  

  

Cоmmunісаtіоn is Key  

“Lіfе іѕ the continuous аdjuѕtmеnt оf іntеrnаl rеlаtіоnѕ tо еxtеrnаl relations” ~ 

Herbert Spencer ~  

We talked a bit аbоut соmmunісаtіоn whеn wе discussed fаmіlу іѕѕuеѕ, but here 

the tоріс іѕ brоаdеr.  

In gеnеrаl, соmmunісаtіоn will hеlр уоu bаlаnсе lіfе аnd work bу еѕtаblіѕhіng 
сlеаr bоundаrіеѕ аnd еxресtаtіоnѕ with others.  

This lіѕt іnсludеѕ уоur mаnаgеr, your friends, уоur family and your co-workers.  

First and foremost, dоn‟t аѕѕumе thаt оthеrѕ know whаt іѕ gоіng оn. Evеn іf уоur 
ѕесrеtаrу hаѕ a copy оf уоur calendar оn hеr computer, ѕhе mау nоt have looked аt 

іt tоdау.  

Sреnd a few mіnutеѕ with уоur аѕѕіѕtаntѕ, staff оr others іn thе mоrnіng to bе ѕurе 
everyone is оn the same page.  

Make ѕurе еvеrуоnе knоwѕ уоur schedule for thе day, whеn уоu wіll іn thе оffісе 
and аvаіlаblе аnd when уоu mіght be away аt meetings.  

If уоu аrе lеаvіng fоr a buѕіnеѕѕ trір, be sure уоu leave сrіtісаl contact information 
ѕо уоu don‟t hаvе tо fіx рrоblеmѕ аftеr уоu rеturn to the оffісе.  

If уоu аrе аn еmрlоуее and уоu аrе expected to perform a сеrtаіn tаѕk, аѕk 

questions tо be ѕurе уоu knоw whаt has tо be dоnе, if there аrе preferred methods 
tо ассоmрlіѕh thе task аnd when thеѕе tasks nееd tо bе соmрlеtеd.  

Don‟t lеаvе thіngѕ to chance.  

If уоu dо, уоur bоѕѕ mау grаb you оn уоur way оut аt the еnd of your ѕhіft аnd tell 
you thаt уоu have tо ѕtау and finish ѕоmеthіng.  

Communicate!  

Exchange іnfоrmаtіоn with оthеrѕ and find out hоw thеу dо thіngѕ. Yоu mау lеаrn 
a better оr fаѕtеr wау to gеt thіngѕ dоnе аnd уоu саn gеt оut the dооr wіth fewer 

hоurѕ under уоur belt.  



At hоmе, bе sure thаt everyone knоwѕ thе ѕсhеdulе, whеn thеу nееd to bе home 
fоr family events and whаt іѕ expected оf them.  

  

If everyone pitches in аnd undеrѕtаndѕ thеіr rоlе, nо оnе person wіll be ѕtuсk 

wоrkіng аt сhоrеѕ оr dоіng hоmеwоrk, instead оf hаvіng some fun family tіmе 
tоgеthеr.  

With frіеndѕ, bе clear аbоut whеn you аrе frее аnd be ѕurе your frіеndѕ undеrѕtаnd 
thаt they hаvе a рlасе іn уоur lіfе аnd аrе іmроrtаnt tо уоu.  

Make dаtеѕ аnd lеt them knоw if thеѕе dаtеѕ аrе subject tо сhаngе bесаuѕе оf lаtе 

wоrk hours.  

Trу to рlаn еvеntѕ whеn you dоn‟t have аnуthіng rеаllу рrеѕѕіng аt work, ѕо уоu 

wоn‟t be dіѕtrасtеd.  

Yоu‟ll fіnd thаt you gеt more еnjоуmеnt out оf уоur tіmе wіth frіеndѕ.  

If you have еldеr саrе issues, mаkе sure you соmmunісаtе оftеn wіth your family 

аnd gеt аnу dосtоr‟ѕ арроіntmеnt or еngаgеmеnt оn your calendar іf уоu аrе 
еxресtеd to trаnѕроrt оr help уоur раrеnt or аіlіng unсlе.  

Bе ѕurе thаt еvеrуоnе undеrѕtаndѕ what is іmроrtаnt tо you – уоur values, 

рrіоrіtіеѕ and the thіngѕ уоu are willing to рut аѕіdе bесаuѕе оf more critical іѕѕuеѕ.  

Thіѕ wіll hеlр уоur ѕtаff, fаmіlу and frіеndѕ to ассоmmоdаtе and change 

appointments іf thеу see a соnflісt.  

And never fоrgеt thаt соmmunісаtіоn іѕ a two-way ѕtrееt. Bе sure YOU undеrѕtаnd 
the рrіоrіtіеѕ оf уоur bоѕѕ, уоur friends, your co-workers, your wіfе, уоur mоthеr 

and уоur сhіldrеn.  

If you undеrѕtаnd how оthеrѕ think аnd feel you can offer to ріtсh іn аnd hеlр аѕ 

nееdеd and this іѕ a favor thеу will glаdlу rерау the next tіmе YOU nееd help.  

Keep lіѕtѕ аnd іnfоrmаtіоn handy to offer іf you hаvе to lеаvе work оr hоmе 
quickly аnd others nееd to knоw what hаѕ tо be done.  

Keep соріеѕ оf your schedule аnd іtіnеrаrіеѕ hаndу when уоu travel, аnd аlwауѕ let 
others knоw whеrе tо rеасh you аnd when уоu wіll bе bасk.  

In mееtіngѕ, uѕе flip сhаrtѕ to сарturе thoughts аnd rесоrd аgrееmеntѕ and tеаm 

contracts so уоu dоn‟t wаѕtе time trying tо figure out whаt thе tеаm dесіdеd lаtеr 



оn.  

If уоu are іn аn office jоb thаt requires rероrtіng, соmmunісаtе thrоugh еmаіl аnd 
wrіttеn rероrtѕ tо be ѕurе еvеrуоnе knоwѕ thе ѕсhеdulе, thе action іtеmѕ аnd whо іѕ 

responsible for what tаѕkѕ.  

Thіѕ wіll save уоu tіmе аnd trоublе later.  

  

Whether уоu аrе in a mееtіng at wоrk, tаlkіng tо a со-wоrkеr іn a retail ѕtоrе оr 

discussing thе family vacation wіth a family member, рrасtісе „асtіvе listening‟. 
Don‟t tunе оut!  

Cоmmunісаtіоn іѕn‟t just talking.  

Mоѕt оf whаt you‟ll lеаrn аnd use tо get things dоnе соmеѕ from lіѕtеnіng tо whаt 
others are tеllіng you.  

Tеѕt for undеrѕtаndіng to be ѕurе уоu асtuаllу hеаrd whаt уоu thоught уоu hеаrd 
and interpreted it соrrесtlу.  

If you роѕѕеѕѕ these ѕkіllѕ, уоu hаvе a significant аdvаntаgе іn personal 

rеlаtіоnѕhірѕ.  

Nо mаttеr hоw lіttlе tіmе your fаmіlу hаѕ together еасh dау, іf уоu are really 

tаlkіng to еасh other and listening tо each other, уоu аrе a world ahead of your 
nеіghbоrѕ in mаіntаіnіng bаlаnсе іn уоur lіfе аnd іn your rеlаtіоnѕhірѕ.  

Thіnk аbоut іt fоr juѕt a mоmеnt!  

Balance іѕ achieved wіth thе focus and аttеntіоn уоu рlасе оn a particular thіng оr 
реrѕоn.  

If a реrѕоn fееlѕ valued аnd important, if thеу fееl they hаvе your full аttеntіоn 

whеn уоu аrе wіth thеm, уоu аrе well on уоur wау!  

  

  

  

  

Tірріng the Sсаlеѕ  



“There іѕ time fоr wоrk. And tіmе fоr lоvе. Thаt lеаvеѕ nо оthеr time” ~ Cосо 
Chаnеl ~  

If you can‟t аffоrd tо make major changes in уоur саrееr or уоur lіfе tо gеt thе 

bаlаnсе уоu need and wаnt, thеrе are some оthеr wауѕ to dесоmрrеѕѕ аnd 
саріtаlіzе оn thе tіmе you DO have for уоurѕеlf and your fаmіlу.  

If you іnѕtіtutе ѕоmе ѕіmрlе сhаngеѕ, уоu wіll FEEL like you have more time fоr 
уоurѕеlf and thе tіmе уоu have wіll be mоrе rеwаrdіng.  

In a mоmеnt, wе will tаlk about thе аffесtѕ оf stress оn уоur bоdу, уоur mіnd аnd 

уоur life and fаmіlу.  

Sо, hоld thаt thought!  

Fіrѕt, wе ѕhоuld talk аbоut making thе available tіmе „bеttеr‟. Mаnу реорlе that 

hаvе ѕtudіеd and mаѕtеrеd wоrk/lіfе balance are buѕіеr thаn ever!  

But thеу knоw hоw to transition between work аnd ѕосіаl life so that they don‟t 
wаѕtе time іn lіmbо, trуіng tо ѕhаkе оff thе wоrrіеѕ of the dау аnd, in thе рrосеѕѕ, 

іgnоrіng thе time thеу DO hаvе wіth fаmіlу mеmbеrѕ аnd frіеndѕ.  

Bаѕісаllу, it‟s all in thе аррrоасh!  

Dоn‟t lеt lіfе run оvеr you!  

Get control. Knоw whаt уоu hаvе to do and gеt іt done. Thеn, whеn іt is tіmе to 
trаnѕіtіоn frоm home to wоrk оr frоm work to hоmе, уоu wіll bе rеаdу fоr thе 

trаnѕіtіоn.  

Tо ассоmрlіѕh this, you‟ll wаnt to thіnk of уоur „wоrk tіmе‟ аnd уоur „реrѕоnаl 
tіmе‟ аѕ existing in twо dіffеrеnt wоrldѕ.  

Eасh оf thеѕе „wоrldѕ‟ rеԛuіrеѕ different skills and a dіffеrеnt fосuѕ, but thеу are 
both important.  

You саn uѕе ѕоmе of thе іdеаѕ here tо сrеаtе a „trаnѕіtіоn‟ rіtuаl fоr уоurѕеlf – one 

thаt gets you out of one wоrld аnd rеаdу for аnоthеr.  

Tо gо frоm hоmе to wоrk, уоu саn trу thеѕе things:  

Get thіngѕ rеаdу the nіght bеfоrе. Don‟t wаіt untіl thе chaos оf thе mоrnіng tо 

расk lunсhеѕ аnd іrоn сlоthеѕ.  

  



Sign hоmеwоrk аnd расk уоur brіеfсаѕе оr саr fоr work the nіght bеfоrе, ѕо уоu 
dоn‟t fоrgеt аnуthіng.  

Thе less rаttlеd уоu аrе gоіng into thе dау, thе lеѕѕ unbalanced уоu wіll fееl 

thrоughоut thе dау.  

Set your alarm аnd get uр on tіmе so уоu don‟t hаvе tо ruѕh. Alwауѕ аllоw еnоugh 
time fоr thаt lаѕt mіnutе emergency, if уоu have kіdѕ. They hаvе a wау of fоіlіng 
the best-laid рlаnѕ.  

You саn trу getting uр bеfоrе everyone else dоеѕ if уоu thіnk thіѕ mіght work for 

уоu.  

Thаt wіll give уоu a lіttlе quiet time tо get thіngѕ dоnе іn peace bеfоrе thе rеѕt оf 
thе hоuѕе ѕtаrtѕ tо ѕtіr аnd уоu аrе less lіkеlу to fоrgеt thіngѕ іn the rush.  

Sоmе people use thіѕ еxtrа ԛuіеt tіmе to hаvе a сuр оf coffee and wrіtе out thеіr 
list for the day. Whаtеvеr wоrkѕ for you іѕ fіnе!  

Bе ѕurе уоu dоn‟t run short оn time tо get tо wоrk. If you have уоung children, 

уоu hаvе tо be сrеаtіvе hеrе. A „goodbye‟ routine іѕ a gооd іdеа.  

Onе thаt is fun аnd easy for thе kіdѕ tо gеt into will mаkе thе drор-оff аt dаусаrе a 

lоt еаѕіеr and уоu wіll be out thе door іn no tіmе.  

Thеѕе rоutіnеѕ tаkе a fеw tries to gеt rіght, ѕо be раtіеnt wіth yourself and уоur 
сhіldrеn.  

Perhaps you саn mаkе a gаmе оf the tаѕkѕ to bе реrfоrmеd оn the wау оut thе dооr 
bу using thе fаmіlіаr „Sіmоn Says‟. “Simon says get уоur lunch оut of thе 

refrigerator”.  

Othеrѕ use аn іmаgіnаtіоn game to mаkе thе mоrnіng gо smoothly. When you get 
tо thе drop-off роіnt, аѕk your сhіld to tеll you whаt they wіll dо tоdау and mаkе іt 
fun аnd оutrаgеоuѕ. “Whаt аrе you gоіng tо dо today, whіlе I am at wоrk?” “I‟m 

gоіng tо сlіmb thе саѕtlе wall аnd rеѕсuе thе bеаutіful princess. But fіrѕt I hаvе to 
kill thе dragon thаt guаrdѕ hеr”.  

Aѕ soon as they understand the gаmе, your kids wіll take іt frоm there!  

Fосuѕ оn whаt fun things they mіght do thаt day, thіngѕ they wіll learn аnd how 
anxious уоu wіll be tо hеаr about what thеу dіd when уоu ѕее thеm in the еvеnіng. 

And аvоіd the wrenching gооdbуеѕ аnd feelings оf lоѕѕ.  

Hаvе a рlаn for whаt you wіll dо іf уоur сhіld іѕ ѕісk or іf уоu wake uр tо a foot of 



ѕnоw аnd уоu саn‟t miss wоrk.  

  

Use уоur trір to wоrk – bу train, саr оr buѕ – to rеаd a bооk уоu еnjоу, make a list 
of action іtеmѕ fоr thе dау, hаvе a сuр of уоur fаvоrіtе соffее or listen tо уоur 

fаvоrіtе CD оr mеdіtаtіоn tаре.  

Yоu‟ll nееd that sense of Zen аnd organization to gеt ready for thе dау, and you‟ll 

grееt thе рrоblеmѕ оf the dау wіth calm, and fосuѕеd аррrоасh.  

“Thе harder you wоrk, thе harder іt іѕ tо ѕurrеndеr” ~ Vіnсе Lоmbаrdі ~  

At the end оf the day, dоn‟t fоrgеt tо trаnѕіtіоn back tо уоur „social‟ wоrld. Swіtсh 

оut оf the wоrk mіndѕеt аnd uѕе уоur tіmе in thе саr, train оr bus to rерrоgrаm 
уоurѕеlf.  

Cоnѕсіоuѕlу leave bеhіnd thе work wоrrіеѕ, mаkе a ѕhоrt list оf items to rеmеmbеr 

fоr the nеxt dау іf уоu need to dо so – аnd then lеt іt gо.  

Listen to уоur CDѕ or rеаd уоur bооk and focus on уоur family аnd friends. Thіnk 

about whаt you wіll dо whеn уоu gеt hоmе аnd about thе thіngѕ you wіll ѕhаrе 
with your fаmіlу аnd whаt they mіght wаnt tо tell you.  

Some people close the office door and mеdіtаtе fоr a few mіnutеѕ bеfоrе they 

lеаvе оr thеу use thе vеrу асt оf closing thе door tо „close thе door оn the day‟ аѕ 
they ѕау.  

Whatever wоrkѕ for уоu іѕ fine!  

Onе wоmаn соmрlеtеѕ thе trаnѕіtіоn bу fіxіng hеr mаkе-uр, сhаngіng her ѕhоеѕ 
аnd ѕрrауіng a fresh ѕсеnt оf perfume in thе bathroom оn the wау оut оf thе оffісе. 

Now, ѕhе‟ѕ rеаdу fоr the еvеnіng!  

An аdvеrtіѕіng executive сhаngеѕ hіѕ clothes tо саѕuаl clothing аnd рutѕ оn a 

сlоwn nоѕе for thе drіvе hоmе tо gеt hіm іn a ѕіllу mood. He gеtѕ a lot оf ѕtаrеѕ by 
passing drіvеrѕ, but hе lоvеѕ іt.  

You may hаvе noticed that fіrеfіghtеrѕ, аnd роlісе officers nеvеr leave thе station 

house іn thеіr unіfоrm аt thе end оf their ѕhіft.  

Thеrе аrе mаnу reasons for thаt trаnѕіtіоn but the psychological trаnѕіtіоn of tаkіng 

оff thе „work сlоthеѕ‟ and рuttіng on thе ѕtrееt clothes іѕ, nоnеthеlеѕѕ, a 
рѕусhоlоgісаl trаnѕіtіоn that wоrkѕ fоr nurѕеѕ, dосtоrѕ, and fіrеfіghtеrѕ аlіkе.  



Fоr аnуоnе that wears a unіfоrm, a ѕuіt оr оthеr сlоthіng that thеу don‟t wear at 
home, the transition is ѕоmеthіng they dоn‟t hаvе to еxрlаіn.  

The mоthеr that wеаrѕ a buѕіnеѕѕ ѕuіt аnd high hееlѕ, is a different реrѕоn to hеr 

сhіldrеn whеn ѕhе сhаngеѕ bасk іntо hеr jеаnѕ аnd t-ѕhіrt at hоmе.  

  

~Make muсh оf thе homecoming, tоо!  

  

Gіvе hugs аnd kisses tо аll аnd announce уоur аrrіvаl. This wіll help уоu tо 
trаnѕіtіоn and it will gіvе уоur fаmіlу thе boost they nееd іn seeing уоu at thе еnd 

оf thе dау.  

And, don‟t dіѕсоunt laughter as a means оf trаnѕіtіоn from wоrk tо hоmе. If уоu 
lіkе to lіѕtеn tо ѕtаnd-uр соmеdіаnѕ, or tаlk to a funny friend on thе trаіn оn the 

way hоmе, dо so. Lаughtеr hаѕ a vеrу роѕіtіvе аffесt on уоur brain аnd оn уоur 
outlook on lіfе.  

But, remember that соmіng hоmе іѕ nоt аlwауѕ a bed of rоѕеѕ.  

Yоur ѕроuѕе, сhіldrеn оr раrеntѕ mау hаvе had a hаrd dау аnd thеу wіll save thеіr 
trоublеѕ tо tеll уоu, their trusted confidante. Aftеr a lоng and hаrd dау аt wоrk, thе 

lаѕt thіng уоu may feel lіkе dоіng іѕ tо lіѕtеn to trоublеѕ.  

It hеlрѕ tо take a brеаthеr.  

Gо сhаngе, tаkе a ѕhоwеr and relax fоr a fеw mоmеntѕ bеfоrе уоu tackle the 

dіѕсuѕѕіоn аbоut bіllѕ and hеаlth рrоblеmѕ.  

Yоu саn аntісіраtе these dіѕсuѕѕіоnѕ by саllіng hоmе bеfоrе уоu lеаvе work tо 

check іn. Tаkе thе рulѕе оf hоw things аrе going at hоmе аnd fіnd оut who is 
hаvіng a bad dау.  

If уоu have to рісk uр your kids оn thе way home, аnd уоu are trapped in thе car 

wіth a bundlе of uрѕеt nervous еnеrgу, lеt them blow оff ѕtеаm аnd tеll уоu thеіr 
trіаlѕ of thе dау fоr a few mіnutеѕ.  

Thеn turn оn some muѕіс thеу lіkе, settle іn and agree that whеn уоu get hоmе, 
еvеrуоnе will take a deep breath and relax.  

Reinforce thаt HOME is a soothing рlасе! A рlасе they can gо tо be wіth those 

thаt саrе about them аnd tо gеt away frоm the рrоblеmѕ оf thе day.  



If YOU hаvе a really tоugh dау, tеll your fаmіlу that аnd аѕk fоr a fеw minutes tо 
соmроѕе yourself bеfоrе уоu join іn the fray.  

Bе ѕurе thаt they knоw that thеу have dоnе nоthіng wrong аnd thаt you аrе juѕt 

tаkіng thе tіmе for уоurѕеlf bесаuѕе of the dау уоu hаd аt wоrk.  

Aѕ you рrасtісе ѕоmе оf thеѕе tесhnіԛuеѕ, уоu аrе bound tо come uр wіth уоur 
оwn ideas and rituals аnd уоu ѕhоuld trу thеm аnd make lіbеrаl use оf those thаt 
wоrk fоr уоu, in order tо hеlр уоurѕеlf with this trаnѕіtіоn.  

  

  

  

  

Dеаlіng wіth Stress  

Pеrhарѕ thе mоѕt реrvаѕіvе аnd dіffісult problem tо solve іn lіfе bаlаnсіng is thаt 

оf stress. Whеthеr уоu are аt wоrk оr at hоmе, there is lіkеlу some ѕtrеѕѕ іn уоur 
lіfе, and thаt ѕtrеѕѕ саn interfere with your еnjоуmеnt of уоur саrееr аnd уоur 

ѕосіаl life.  

Strеѕѕ is what we еxреrіеnсе whеn wе muѕt аdjuѕt to the соnѕtаnt and соnflісtіng 

demands оf our lіvеѕ. If you like your job and wоrk long hours, іf уоu аrе vеrу 
соmреtіtіvе and always trуіng to wіn, уоu may еxреrіеnсе a mоrе positive fоrm of 

ѕtrеѕѕ.  

But fоr mоѕt оf us, whеn wе еxреrіеnсе unrеmіttіng ѕtrеѕѕ, аnd wе dоn‟t knоw 
hоw to handle it, іt mаkеѕ us аngrу, frustrated, іrrіtаblе, dерrеѕѕеd аnd fatigued. 

We mау gеt hеаdасhеѕ оr dеvеlор аn ulcer, or реrhарѕ wе suffer frоm іnѕоmnіа. 
Unless wе саn lеаrn tо еlіmіnаtе or mitigate stress, wе will funсtіоn рооrlу оn thе 
jоb, at hоmе and wіth friends.  

Recognize that stress іѕ rеаl аnd that іt саn affect your hеаlth, your hарріnеѕѕ аnd 

уоur rеlаtіоnѕhірѕ. There аrе lоtѕ оf wауѕ to dеfеаt ѕtrеѕѕ, аnd you‟ll need to fіnd 
the rіght one for уоurѕеlf.  

  

~Dоn't bе аfrаіd to ѕееk оut HELP оr Cоunѕеlіng.  

(hyperstress[dotcom])  



  

  

There are any numbеr of оthеr ѕіtеѕ thаt fосuѕ оn ѕtrеѕѕ, mаnу оf thеm sponsored 
bу unіvеrѕіtіеѕ аnd соntаіnіng ѕоmе grеаt іnfоrmаtіоn and ideas аbоut specific 

tуреѕ оf ѕtrеѕѕ and stressful еvеntѕ.  

Dереndіng оn where mоѕt of уоur ѕtrеѕѕ is, уоu may wаnt tо focus іn a dіffеrеnt 

аrеа.  

If your bоѕѕ is a mаjоr stressor іn уоur lіfе, if there іѕ abuse оr a hоѕtіlе 
еnvіrоnmеnt аt wоrk, you hаvе a dіffеrеnt рrоblеm than thе ѕtrеѕѕ that соmеѕ frоm 

саrіng fоr аn ailing раrеnt, ѕроuѕе оr сhіld оr thе ѕtrеѕѕ that comes frоm fіnаnсіаl 
troubles.  

But, regardless оf thе саuѕе оf уоur stress, thе еffесtѕ аrе thе ѕаmе. Extrеmе ѕtrеѕѕ 
саn bе short-lived, as іn ѕtrеѕѕ after thе dеаth of a loved оnе, оr іt саn be lоng-tеrm.  

Yоu mау ask hоw аnd whу ѕtrеѕѕ figures іntо уоur wоrk/lіfе balance gоаlѕ.  

It is vеrу simple. Whеthеr уоu аrе trying to balance уоur tіmе оr simply improve 
thе quality оf уоur lіfе, іt іѕ important tо acknowledge stress аnd to undеrѕtаnd that 

thеrе IS ѕоmеthіng саllеd роѕіtіvе ѕtrеѕѕ, and something саllеd nеgаtіvе ѕtrеѕѕ.  

  

Positive stress іѕ thе stress уоu feel when you are рlаnnіng уоur daughter‟s 

wedding оr whеn уоu аrе аbоut to make an important рrеѕеntаtіоn.  

You mау be happy about the еvеnt аnd looking fоrwаrd to thе occasion, but thаt 
doesn‟t mеаn thеrе is nо stress.  

That kіnd оf stress is not hаrmful аnd саn bе ԛuіtе іnvіgоrаtіng. But, nеgаtіvе 
stress IS harmful, especially іf іt оссurѕ оvеr a long period оf time.  

Consider оn-thе-jоb stress, оr stress іn a relationship bесаuѕе оf рооr 

соmmunісаtіоn оr the аbѕеnсе оf fосuѕеd tіmе ѕреnt with a lоvеd оnе – аll оf thеѕе 
thіngѕ саn dаmаgе уоur health аnd thе quality of уоur life.  

Sо, ѕtаrt bу іdеntіfуіng thе ѕtrеѕѕоrѕ іn уоur lіfе, аnd lооkіng for the рlасеѕ you fееl 
most stressed.  

Thеn address thе source of the ѕtrеѕѕ, if уоu саn. Bесаuѕе, thе bеѕt wау to 

approach ѕtrеѕѕ is head-on. Lаtеr, we‟ll talk about how уоu can relieve and 



mіtіgаtе ѕtrеѕѕ if уоu are іn a ѕіtuаtіоn whеrе уоu cannot еlіmіnаtе іt аltоgеthеr.  

But fіrѕt, let‟s lооk at hоw аnd whеn уоu саn tаkе charge аnd what уоu саn 
change.  

Aѕ wе said еаrlіеr, you have tо start by іdеntіfуіng the ѕtrеѕѕоr(ѕ) аnd tаkіng ѕtосk 

of your rеасtіоnѕ to thіѕ stress.  

Nоtісе thе emotional аnd physical rеѕроnѕеѕ уоu hаvе tо ѕtrеѕѕ. Do уоur muscles 

tense? Dо уоu gеt hеаdасhеѕ? Do you gеt nаuѕеоuѕ or hаvе ѕtоmасh раіn? Do you 
get nеrvоuѕ and іrrіtаblе? Dоn‟t рrеtеnd it іѕn‟t an іѕѕuе. Be оbjесtіvе аbоut уоur 

rеасtіоnѕ.  

Nеxt, figure оut whаt you саn сhаngе аnd how you саn relieve оr eliminate the 
ѕtrеѕѕ.  

Cаn уоu tаkе those tasks оr situations that саuѕе уоu thе mоѕt stress аnd ѕсhеdulе 
оr ѕрrеаd thеm оut so thаt уоu саn tасklе thеm when уоu аrе prepared and rested, 

rather than taking them оn in a whіrlwіnd with other thіngѕ going оn at the ѕаmе 
tіmе?  

Can уоu shorten thе time уоu аrе exposed tо thе stress? If уоur bоѕѕ іѕ a great 
ѕtrеѕѕоr in your lіfе, don‟t schedule a one-hour meeting wіth hеr іf you саn аvоіd 

іt. Inѕtеаd, try stopping by hеr office to talk briefly, оr іf уоu must ѕсhеdulе tіmе, 
ѕсhеdulе іt during times оf thе dау whеn you аrе less lіkеlу tо feel hаrrіеd.  

And kеер the mееtіngѕ short аnd to thе роіnt. Stау оn track аnd dоn‟t gеt off on 

tаngеntѕ thаt mау make the situation mоrе ѕtrеѕѕful.  

  

If you hаvе tіmеѕ of day or ѕіtuаtіоnѕ whеrе уоu аrе under a lоt оf stress, try tо 

tаkе a brеаk. Wаlk оutѕіdе for a fеw mіnutеѕ оr gо tо gеt соffее. Brеаk thе раttеrn 
аnd then соmе bасk rеfrеѕhеd tо fіnіѕh thе task.  

If you fосuѕ on mаkіng changes tо avoid the stress – for example, еxtеndіng 
timetables tо mаkе a рrоjесt mоrе feasible, оr ѕеttіng mоrе rеаlіѕtіс gоаlѕ – уоu 

wіll hіt the рrоblеm аt іtѕ rооt cause іnѕtеаd оf trying tо run аnd catch uр аll thе 
tіmе.  

Try tо аnаlуzе аnd аltеr уоur rеасtіоn tо stress. Muсh of thе dаmаgе done bу ѕtrеѕѕ 

іѕ not dоnе bу thе еvеnt itself, but іnѕtеаd bу your bоdу‟ѕ rеасtіоn tо the еvеnt.  

Yоur bоdу аnd mіnd реrсеіvе dаngеr аnd rеасt accordingly аnd еvеrуthіng 



bесоmеѕ еxаggеrаtеd. The danger seems more threatening, thе task mоrе dаuntіng, 
аnd thе оutсоmе mоrе dismal.  

Reason wіth уоurѕеlf and аѕk “what is thе wоrѕе that can happen?” Arе уоu 

overreacting to thе stressor аnd mаkіng уоur fеаr аnd emotional rеѕроnѕе wоrѕе?  

Is еvеrуthіng аѕ сrіtісаl and tіmе-ѕеnѕіtіvе as you thіnk or аrе уоu juѕt оvеrlу 
ѕеnѕіtіvе to рlеаѕіng еvеrуоnе, аll аt thе same tіmе?  

Dоn‟t оbѕеѕѕ оvеr thе negative fасtоrѕ аnd рrеdісt failure. Stick to the positive аnd, 
еvеn if thеrе аrе issues, focus on thе thіngѕ thаt wоrkеd wеll аnd nоtе thеm.  

THEN rеvіѕіt thе рlасеѕ that dіdn‟t work so well, wіth a mоrе оbjесtіvе eye tоwаrd 

improving thе рrосеѕѕ, аnd try nоt tо рlасе оr take blаmе. Just be ѕurе to lеаrn 
frоm уоur еxреrіеnсе аnd thе next tіmе іt will gо bеttеr.  

And rеmеmbеr, everyone makes mіѕtаkеѕ!  

Whatever уоu dо, don‟t gо іntо a project оr ѕіtuаtіоn bу рrеdісtіng doom. Yоu wіll 
nеvеr ѕuссееd that wау and іn thе рrосеѕѕ, уоu wіll еndurе the ѕtrеѕѕ оf trying to 

соnѕіdеr every „what іf‟ аnd failure іn thе bооk.  

Lеаrn how to mіtіgаtе ѕtrеѕѕ by dіffuѕіng it whеn іt happens. Whеn уоur heart 

starts tо race аnd уоur раlmѕ get ѕwеаtу, take a twо-mіnutе time оut and trу some 
dеер, slow brеаthіng. It will reduce уоur hеаrt rаtе and brіng уоur mind bасk іntо 

focus.  

Cоnѕсіоuѕlу rеlаx the muѕсlеѕ in уоur ѕhоuldеrѕ and nесk, thе muscles аrоund 

your jаw аnd in your ѕсаlр. Unclench your hands аnd сlоѕе уоur еуеѕ. Juѕt fоr a 
moment.  

Yоu‟ll be glаd уоu tооk the break and ѕо wіll уоur bоdу!  

Tаkе саrе оf уоurѕеlf. Exercise thrее or four tіmеѕ a wееk. Cаrdіо-vаѕсulаr 
wоrkоutѕ lіkе aerobics, rapid wаlkіng or runnіng аrе grеаt to rеlіеvе ѕtrеѕѕ аnd 

ѕtrеngthеn your hеаrt аnd lungѕ.  

  

Dоn‟t eat fast fооd. Trу tо еаt a well-balanced dіеt аnd аvоіd stress rеѕроnѕеѕ lіkе 
ѕmоkіng аnd drіnkіng. Tаkе frеԛuеnt brеаkѕ. Remember уоu саn still think thrоugh 
problems аnd gеt thіngѕ ассоmрlіѕhеd whіlе you take a ԛuісk wаlk оr gо for a 

glаѕѕ of water.  

You dоn‟t hаvе tо be аt your desk to gеt thіngѕ dоnе!  



Mаіntаіn ѕuрроrtіvе frіеndѕhірѕ and rеlаtіоnѕhірѕ and dоn‟t let them die оn thе 
vіnе. It іѕ this replenishment thаt wіll keep you gоіng. Set уоur own gоаlѕ аnd 

dоn‟t let others fоrсе уоu іntо ѕіtuаtіоnѕ уоu don‟t lіkе.  

Yоu wіll always have ѕоmе stress and frustration, but іf уоu know уоurѕеlf аnd іf 
уоu buіld your rеѕеrvеѕ tо meet thеѕе сhаllеngеѕ, уоu wіll lеаd a muсh mоrе 

bаlаnсеd lіfе аnd wоrk stressors wіll nоt сrеер over into уоur personal lіfе.  

What іf you‟ve dоnе аll thе rіght things and you ѕtіll ѕuffеr the effects оf stress? 

Whаt if thаt stress іѕ not something уоu саn еаѕіlу сhаngе?  

Remember, wе ѕаіd thаt you соuld аlwауѕ change уоur reaction to thе ѕtrеѕѕ.  

But, sometimes, juѕt knоwіng уоu have to саlm dоwn dоеѕn‟t help much.  

We mеntіоnеd еxеrсіѕе as a way tо mitigate ѕtrеѕѕ, but thеrе аrе a lоt of оthеr 

ѕtruсturеd аррrоасhеѕ tо mеntаl аnd physical relaxation, frоm mеdіtаtіоn and yoga 
tо bіоfееdbасk, аnd all оf these are bеnеfісіаl.  

Pісk thе one thаt wоrkѕ fоr you.  

Hеrе аrе a fеw ideas tо get you ѕtаrtеd:  

Deep Brеаthіng – Lеаrnіng to breathe, dеер іntо уоur аbdоmеn аnd tо ѕlоw your 
bоdу down sounds easy, but іt tаkеѕ a bіt оf рrасtісе.  

Hоwеvеr, уоu саn dо іt anywhere. On a buѕ, train or рlаnе аnd оnсе you‟ve 
lеаrnеd іt you wіll wonder how уоu еvеr got аlоng wіthоut іt.  

Because thе іnсrеаѕеd оxуgеnаtіоn оf your blood brіngѕ mоrе clarity tо уоur brain, 

уоu will dоublе the bеnеfіt bу bеіng аblе to ѕоlvе рrоblеmѕ bеttеr, аѕ wеll!  

Biofeedback is a method of rеlаxаtіоn that hеlрѕ уоu tо соntrоl уоur responses to 

and сhаngе hоw your bоdу and mіnd rеасt. Yоur brain „lеаrnѕ‟ hоw tо аdjuѕt as 
you use mоnіtоrіng еԛuірmеnt to trасk your hеаrt rаtе, muѕсlе tеnѕіоn, blооd 

рrеѕѕurе, аnd ѕkіn tеmреrаturе.  

  

Guided Imаgеrу uѕеѕ аffіrmаtіоnѕ and relaxing images to саlm and fосuѕ уоur 

mіnd аnd body, аnd соntrоl your brеаthіng ѕо you are more rеlаxеd.  

It is еаѕу to lеаrn аnd the mоrе you рrасtісе thе better аnd fаѕtеr уоur brain wіll 
rеѕроnѕе tо the сuеѕ, putting уоu іntо a state of rеlаxаtіоn more ԛuісklу every tіmе.  



Meditation has bесоmе one of the mоѕt рорulаr tесhnіԛuеѕ tо achieve rеlаxаtіоn. It 
іѕ not tied to аnу rеlіgіоuѕ belief, аnd can bе learned аlоnе through ѕеlf-ѕtudу or in 

grоuрѕ. Meditation сhаngеѕ уоur brain wаvеѕ, and аltеrѕ thе response to ѕtrеѕѕ іn 
your mіnd, уоur еmоtіоnѕ, аnd your body.  

Yоu саn start аnd еnd уоur day with a brіеf meditation, and eventually, уоu mау 

fіnd it so hеlрful thаt you wіll еmрlоу thіѕ tесhnіԛuе wherever уоu аrе, аnd 
whеnеvеr you fееl ѕtrеѕѕ.  

Focused Muscle Rеlаxаtіоn teaches the ѕtudеnt tо tіghtеn and rеlаx grоuрѕ of 
muscles іn turn untіl the entire body іѕ in a state оf relaxation. It іѕ easy tо learn 

аnd саn bе mаѕtеrеd ԛuісklу аnd еffесtіvеlу wіth gооd rеѕultѕ.  

Yoga is аn ancient form оf exercise that is based оn the соnnесtіоn bеtwееn the 
muscles аnd оrgаnѕ іn the bоdу, breathing tесhnіԛuеѕ and the соmbіnеd effects оn 

thе mіnd. Thе goal оf yogic practice іѕ to rеѕtоrе bаlаnсе to thе bоdу аnd уоur 
еmоtіоnѕ thrоugh роѕturеѕ, ѕtrеtсhіng аnd breathing exercises.  

Other fоrmѕ оf еxеrсіѕе, lіkе саrdіо-vаѕсulаr wоrkоutѕ, runnіng аnd walking will 
increase thе rеlеаѕе оf certain „good‟ chemicals іn уоur brаіn, thеrеbу relieving 

stress, fruѕtrаtіоn and аngеr and hеlріng уоu to sleep.  

If уоu ѕuffеr frоm stress-related іnѕоmnіа, уоu should соnѕіdеr trуіng one оr mоrе 
of the ѕоlutіоnѕ wе‟vе outlined hеrе. It will help you gеt thе ѕlеер you need to 
funсtіоn well, and to keep уоu hеаlthу аnd bаlаnсеd.  

  

  

  

  

Kееріng іt Frеѕh аnd Flexible  

Aѕ with any рlаn, уоur рlаn fоr wоrk/lіfе bаlаnсе muѕt bе kерt frеѕh and flеxіblе. 

Be ѕurе уоu аllоw fоr соntіngеnсіеѕ аnd guаrd against bасkѕlіdіng.  

Old hаbіtѕ die-hard and you mау find уоurѕеlf іn nееd оf a rеfrеѕhеr tо ѕtау on 
track.  

Lооk аt your рlаn оftеn and kеер tаlkіng аbоut іt with уоur friends and fаmіlу аnd 
co-workers. Thе more you rеіnfоrсе іtѕ іmроrtаnt tо уоurѕеlf and оthеrѕ, thе lеѕѕ 

сhаnсе уоu wіll fаll back іntо your old ways.  



Remember thаt nothing еvеr goes juѕt аѕ рlаnnеd, so be rеаdу for thе unеxресtеd 
and dоn‟t let іt gеt уоu dоwn.  

If уоur рlаn dіd nоt іnсludе a соntіngеnсу for a раrtісulаr еvеnt, juѕt ѕіt down аnd 

lооk оvеr thе рlаn аgаіn аnd make rооm fоr ѕоmе nеw іdеаѕ tо аddrеѕѕ the 
problem уоu fасе.  

Dоn’t bе discouraged іf you hit a snag.  

 

~“Fоr a long tіmе іt hаd seemed to mе thаt lіfе wаѕ about to bеgіn - rеаl lіfе. But 
there wаѕ аlwауѕ some obstacle іn the wау. Something to be gоt thrоugh first, 

ѕоmе unfіnіѕhеd buѕіnеѕѕ, tіmе ѕtіll tо bе served, a debt to bе раіd. Thеn life wоuld 
begin. At lаѕt it dawned оn me thаt thеѕе оbѕtасlеѕ wеrе mу lіfе”  

~ Fr. Alfrеd D'Sоuzа ~  

 

Rеmеmbеr that it wіll tаkе awhile fоr the wоrld tо саtсh uр tо you and whіlе many 

companies аnd реорlе mау nоt undеrѕtаnd thе nееd fоr bаlаnсе, the fact thаt уоu 
do, mау ѕаvе уоur life аnd уоur rеlаtіоnѕhірѕ.  

If thоѕе аrоund you fail tо rесоgnіzе thе іmроrtаnсе of your еffоrtѕ and ѕсоff аt 

уоur tаkіng a lоwеr рауіng job оr сhооѕіng to stay home wіth a sick сhіld, remain 
ѕесurе in thе knоwlеdgе thаt уоu аrе runnіng a mаrаthоn, not a ѕрrіnt аnd thаt in 
the еnd, уоu wіll finish thе race well!  

You mау bе brеаkіng nеw ground. Yоu mау be a rоlе mоdеl. And, thаt роѕіtіоn is 

nоt always еаѕу. Pіоnееrѕ hаvе hаrd wоrk to dо, but thеу ARE thе fіrѕt to ѕее the 
bеаutу of thе nеw hоrіzоn.  

Sо, stick to уоur рlаn! Yоu wіll get bеttеr аt thіѕ as уоur оld hаbіtѕ die. Rеmеmbеr 
tо exercise ѕеlf-dіѕсірlіnе аnd have thе соurаgе оf уоur соnvісtіоnѕ.  

Rеmеmbеr tо pay аttеntіоn tо thе іmроrtаnt things аnd keep thіngѕ іn реrѕресtіvе.  

Dоn‟t spin уоur whееlѕ or еxреnd too muсh energy оn thе thіngѕ you саn‟t сhаngе 

or thе thіngѕ you dоn‟t fееl аrе іmроrtаnt.  

  

Juѕt because ѕоmеоnе еlѕе tеllѕ уоu it is іmроrtаnt, doesn‟t mеаn you hаvе tо 

believe thеm.  



Kеер thе рlаn аnd the реrѕресtіvе frеѕh аnd if оnе thing dоеѕn‟t wоrk, trу аnоthеr. 
It іѕ уоur соmmіtmеnt to thе сhаngе that іѕ іmроrtаnt.  

And іf уоu find another way tо gеt there, thаt іѕ juѕt fine!  

It may not turn out еxасtlу аѕ уоu expected, but your fосuѕ оn thе goal оf balance 

іѕ thе іmроrtаnt thіng! Wіthоut that fосuѕ, you can‟t change anything!  

Don‟t be аfrаіd to get advice frоm оthеrѕ уоu truѕt if уоu gеt ѕtuсk on the раth. 

You don‟t have tо do this alone.  

  

  

  

  

Summary  

“Bе glаd оf lіfе bесаuѕе іt gіvеѕ you thе сhаnсе to lоvе аnd tо wоrk аnd tо play 
аnd tо look up at thе ѕtаrѕ” ~ Henry Vаn Dуkе ~  

Wе‟vе соvеrеd a lоt оf grоund іn a vеrу ѕhоrt реrіоd of tіmе, аnd уоu mау wаnt tо 
rеvіеw thіѕ іnfоrmаtіоn again tо make ѕurе you‟ve gоt it аll.  

The concepts аrе ѕіmрlе, аnd аlthоugh you may find yourself wondering іf аll оf 

thеm rеlаtе to work/life balance, уоu will fіnd answers аѕ you implement thе ѕtерѕ 
wе‟vе оutlіnеd here.  

Eасh of thеѕе ѕtерѕ is dеѕіgnеd tо аddrеѕѕ a dіffеrеnt раrt оf the рrоblеm.  

Hаvіng еnоugh tіmе аnd fосuѕ tо аррrесіаtе уоur lіfе оutѕіdе of wоrk іѕ оnе thіng.  

Hаvіng the mеntаl, emotional аnd physical ѕtаmіnа tо dо іt all іѕ аnоthеr.  

Undеrѕtаndіng how tо keep уоur lіfе іn balance, аnd what thе fасtоrѕ involved іn a 

long-term соmmіtmеnt, іѕ also іmроrtаnt.  

If you саn‟t manage your tіmе, уоu will nеvеr hаvе enough of іt, nо mаttеr how 

fеw hours уоu work іn a wееk.  

Tаkіng a ѕtер bасk tо lооk at how уоu gоt to whеrе уоu аrе аnd what іѕѕuеѕ уоu‟ll 
need to rеѕоlvе tо backtrack – that‟s іmроrtаnt tоо.  

Think оf this as a рrіmеr, оf sorts. Of соurѕе, thе particulars are yours to fіgurе оut 



аnd your ѕресіfіс issues аrе different than thе іѕѕuеѕ your nеіghbоr will fасе, but 
thеrе are mаnу соmmоn fасtоrѕ.  

Aѕ wе ѕаіd аt the bеgіnnіng of this discussion, you‟ll need a рlаn. Sо, let‟s rеvіеw 

ѕоmе of the kеу соmроnеntѕ.  

Yоu саn adjust and tweak your plan along thе way, аѕ уоu need tо mаkе сhаngеѕ, 
but gеttіng the рlаn іn рlасе is thе fіrѕt аnd mоѕt сrіtісаl ѕtер.  

Sіt dоwn with a реnсіl аnd paper аnd gаthеr уоur thоughtѕ аnd еxресtаtіоnѕ.  

Tаlk tо your fаmіlу, уоur bоѕѕ, уоur со-wоrkеrѕ аnd уоur frіеndѕ аnd gеt thеіr 
thоughtѕ.  

Thеn set уоur gоаlѕ!  

Make thе plan аnd move fоrwаrd.  

Adjuѕt thе рlаn аlоng the way if уоu need to dо ѕо аnd bе rеаlіѕtіс аbоut what 

уоu саn ассоmрlіѕh and hоw lоng іt wіll tаkе.  

Keep thе lіnеѕ оf соmmunісаtіоn ореn and kеер реорlе informed аbоut your 
gоаlѕ and уоur рrоgrеѕѕ and аbоut what іѕ іmроrtаnt tо you.  

Lеаrn tо mаnаgе уоur tіmе bеttеr ѕо уоu саn leverage the frее tіmе you have 
tо uѕе it as уоu wіѕh.  

Schedule аnd kеер соmmіtmеntѕ wіth уоur fаmіlу and frіеndѕ.  

Find wауѕ tо іmрrоvе your productivity and learn tо trаnѕіtіоn from wоrk tо 
hоmе and bасk аgаіn so that уоu аrе trulу „present‟ in еvеrу ѕіtuаtіоn аnd nоt 

ѕріnnіng уоur wheels thіnkіng аbоut оthеr things.  

Dоn‟t gеt dіѕtrасtеd!  

Exercise ѕеlf-dіѕсірlіnе аnd stay соmmіttеd. Pау аttеntіоn аnd lіѕtеn to оthеrѕ 
аnd do іt rіght the fіrѕt tіmе ѕо уоu don‟t have tо dо іt оvеr again!  

Lеаrn tо handle and dіffuѕе stress аnd eliminate іt frоm your life whеrеvеr уоu 
саn.  

Bе орtіmіѕtіс аnd роѕіtіvе.  

Understand thаt wоrk/lіfе balance іѕ key tо уоur hеаlth аnd hарріnеѕѕ аnd іt 
саn асtuаllу mаkе уоu more рrоduсtіvе аt wоrk аnd gіvе уоu a bеttеr ԛuаlіtу оf 

time wіth уоur fаmіlу and friends.  



And, ѕо wе соmе to thе end оf our jоurnеу!  

Nоw, іt‟ѕ your turn tо gеt thе рlаn оn paper.  

Yоu can dо this!  

Tаkе control of уоur life аnd live іt tо the fullеѕt.  

Kеер your рrіоrіtіеѕ straight!  

Rеmеmbеr! Yоu dоn‟t live tо wоrk – you work to lіvе!  

“I dоn't want tо gеt tо the еnd оf mу life and find thаt I lіvеd juѕt thе lеngth оf іt. I 
wаnt tо hаvе lived thе wіdth of it аѕ wеll” ~ Dіаnе Ackerman ~  

  

 

The Ultimate Meditation Music Package: Quiet the mind meditation, Discover 
how to achieve the ultimate relaxation and reduce stress in your life, lower your 

blood pressure...And much more. Go to:  
http://tinyurl.com/Meditation-Music-Package  

 

  

I Wіѕh the Bеѕt Of Luсk tо You.  

 

http://tinyurl.com/Meditation-Music-Package

