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What is work-life balance?
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Flexibility
In:
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Create a balance lifestyle in the following:
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Time

>etting managemen

goals &
priorit

Personal oping with
organization stress
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What is time management?

> refers to all practices
individuals follow to make
better use of their time.

» the management of time in
order to make the most out of
it.



GO AFTER YOUR BIG, HIGH-
PAYOFF GOALS EVERYDAY &
MINIMIZE THE TIME YOU SPEND
STOMPING ON ANTS, OR
THOSE TRIVIAL DETAILS THAT
TAKE UP SO MUCH TIME.



Manage time by:

Reviewing your Taking advantage
long-term & of your natural
intermediate goals cycles, schedule
often. Keep a list the most difficult
where you will see activities when you
it often. are sharpest.

Continually trying to
eliminate
unnecessary tasks
that are not related
to your goals or to
maintaining a
balanced life style.



Manage time by:

Soliciting
cooperation from
those around you.

Let your spouse,
family members,
roommate, & others
know about your
efforts to manage
time.

Learning to say
“NO” to people,
including spouses,
friends, children, &
parents.

Rewarding yourself
for effective time
management.



Manage time by:

Not setting
yourself up to fail.
Be realistic & work

toward an

individualized
approach that
makes sense for
you.

Recording things-
the process of
putting schedules,
priorities, & plans
on paper.



How to make a habit of getting things

done?
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MANAGE

Short-Term Crises & Problems

IMPORTANT & URGENT

AVOID

Distractions & Interruptions

URGENT BUT NOT IMPORTANT

FOCUS

On Long-Term Strategic Goals

IMPORTANT BUT NOT URGENT

LIMIT

Time-Wasting Activites

NOT IMPORTANT & NOT URGENT




Setting Goals & Priorities
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A goal map is.....

a visual reminder of priorities; it
keeps the creator from becoming
distracted by unimportant issues;
it can also serve as a
documentation for past
accomplishments.
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An action plan

> identifies goals, objectives,
measurable targets, and
specific actions

> it provides a sense of
direction & purpose & allows
people to work towards their

own objectives
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Getting Started

What you want

to BE » Personal

What you want . -

to DO Farn.lly

What you want " Spiritual

\t/\(/)hHAVE » Professio
at you want

GIVE ”_a' |

What you don'’t = Financial

want to BE, DO,
HAVE, & GIVE
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PERSONAL ORGANIZATION
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Organize yourself by
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Organize yourself
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Organize yourself by.....

RAAsuncion, PhD 24



How to be Punctual

Acknowledge that
you have a hard time
being punctual.

Wake up when

you are

supposed to

wake up.

RAAsuncion, PhD

Be conscious of the time
by: keeping your watch
accurate; keeping a clock,
phone, computer or
anything that displays time
in each room of your
house; set all your clocks &
watches to the same time;
don’t be an optimist.
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How to be Punctual

Commit yourself
to being 15
minutes early
for everything.

Bring something
you can read in
short segments
almost everywhere
you go.
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Re-examine how
Ionﬂ your daily tasks
really take.

Watch yourself for a
few days where you
often waste the most
time.
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How to be Punctual

Make a note on
where you

should be with
regard to time.

Go to sleep on time.

Plan ahead.

Keep organized.
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® If you are five minutes early, you're
on time. If you're on time, you're
late. If you're late, then you've got a
[ot of explaining to do.
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The Mountain of Paperwork
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Coping with
Stress: 10
Commandmen
ts to Manage

Stress _
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Apply the CALM
Model

Change the situation when
you can

Accept the things you cannot
change

Let go

Manage your lifestyle
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Your work is going to fill a large part
of your life, and the only way to be
truly satisfied is to do what you
believe is great work. And the only
way to do great work is to love what
you do. If you haven't found it yet,
keep looking. Don't settle. As with all
matters of the heart, you'll know
when you find it.

Steve Jobs



http://quotesgram.com/steve-jobs-quotes/

