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Work-life balance to Work -Life Integration
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Work-Life Balance = Integration

Life/Family
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“Work vs Life, Forget About Balance - You

Ted Prodromou

What's important to you?
What are your work/life goals?




Strive for work-life effectiveness—not balance

» Define success in all categories of your life.
e Maintain control:

« Researchers sug%est that people may experience high
stress when they feel out of control

» Defining Success for Yourself

« Managing Technology

 No one can do it alone
 Building Support Networks
 Collaborating with Your Partner

 Life happens.

B


https://hbr.org/2014/03/manage-your-work-manage-your-life

Zone




2 mins — Self Test

* Value work sheet




.....

Value Clarification Exercise

Are your values aligned with how you spend your time?

List in order of
relative
iImportance

List in order of % of
time

you spend on each
value or priority

Who can help me
achieve this?
Who are the “stake
holders” to dialogue
with?

but meaningful
changes?




Strategies for work/life integration
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Time quadrant “Covey Concept”

* Make a list of at least 10 tasks,
responsibilities, jobs, projects etc.

that you are currently
doing/committed to or involved

with.....




Priority Management Matrix

Urgent Not Urgent

Important

Activities Activities:

Not Important




The Time Quadrant

Crises
Deadline-driven projects
Pressing Problems

Necessity

Some phone calls

Some emails interruption
Other people’s problem
Some Meetings

Deception

Planning/ Preparation

Exercise

True recreation/

relaxation

Building relationship
Productivi

Busy work

Junk Mail

Time wasters

Escape activities
Waste




RODUCTIVITY
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Productivity

- Organization is a major factor in productivity and
efficiency.

- It has been proven that daily scheduling can improve
productivity

« Schedule One Thing You Look Forward to Each Day

- Take advantage of high and low energy periods.
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Daily To-Do Lists
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Priority Setting/Scheduling

Covey Concept

> What is urgent and
important?

> What is the highest return
on your time investment?

Must be done today

Must be done within the next 5 working
days

When time permits.

“The key is not to prioritize what's
on your schedule, but to schedule
J;s  your priorities.”

i

- Stephen Covey
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One-minutes Desk test

_n
My desk is clear and unobstructed II

I can find anything I need on it, in seconds

Others can find what they need in my absence .....

All the paperwork on my desk is current

I have no excess duplicates of anything
All “Fileables” are filed

I use everything I have on, in and around my desk

All broken or inoperable things are gone

I do not waste any time looking for information I know is
on my computer

3| 2

Always= 5
Nearly Always= 4
Sometimes=3
Almost never= 2
Never=1



Honors

High pass




10 Ways to Clear Your Desk

Spend 15 minutes each day putting things away.
Plan at the end of each day/week/month.

Focus on one project at a time.

Keep frequently-used items close by.

File papers vertically, not horizontally

Code it (prioritize it).

File it (A, B, C folders).

Do it (take action on it).

Delegate it (up, down, across).

10. Throw it away (ask “Do | need this!?”)

SRS



Stop Time-Wasting Culprits

*People

* Telephone
Emaills
*Books




Read selectively!




Time Management — Self Management

Know What
Drains You and
What Sustains

oooooooooooooooooooooo
organization? Or/and your_
family ???



The "Have's" and the "Be's”

Egge%ifcle of Concern is filled with the The Circle of Influence is filled with the be's —

It's the character focus.




Performance
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Mental

Your mental energy — how
well can you focus on
something?

,,,,,,,,
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Emotion

Your emotional energy — how
happy are you?

Body | é‘

Your physical energy- how healthy a{re you?
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