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DAILY PRACTICES

Define specific work hours

Designate an at home work space

List daily tasks and rank by importance

Complete high priority tasks first

Schedule regular short breaks

Step away from desk during lunch

Keep workspace clean and organized

Use a planner or digital calendar to track tasks

Take a few minutes for deep breathing or meditation
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Reflect on your day and set intentions for tomorrow

WEEKLY PRACTICES

Schedule work tasks and personal activities in advance
Allocate time for family, hobbies, and relaxation

Aim for at least 30 minutes of physical activity most days
Pursue interests that relax and rejuvenate you

Designate at least one day for no work-related activities
Turn off work notifications during personal time

Assess your achievements and areas for improvement
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Adjust your goals and tasks for the upcoming week
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MONTHLY PRACTICES

Outline personal and professional goals for the month

Break them down into weekly and daily tasks

Assess if your workload is manageable and delegate when possible
Schedule check-ins with mentors for guidance

Network with peers to share experiences and tips

Enroll in a course or workshop to enhance your skills

Read books or articles related to your field

Acknowledge and reward yourself for your accomplishments
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Share successes with friends or family

LONG-TERM PRACTICES

Monitor your physical and mental health
Schedule annual health check-ups

Review and adjust your budget as needed

Plan for savings and investments

Set long-term career goals

Seek opportunities for advancement and growth
Regularly connect with friends and family
Participate in community or social activities
Schedule time off for vacations and personal days
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Use vacation time to rest and recharge
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TIPS FOR MAINTAINING BALANCE

Stay Flexible: Be willing to adjust your plans as needed.
Communicate: Clearly communicate your boundaries and needs to
colleagues and family.

Practice Self-care: Make self-care a non-negotiable part of your
routine
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Seek Support: Don’t hesitate to seek help from mentors, coaches,
or counselors.

By following this checklist, you can create a more balanced lifestyle
that supports both your career ambitions and personal well-being.
Remember, achieving work-life balance is an ongoing process that
requires regular assessment and adjustment.



