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Juggling the demands of your work and personal life is an ongoing challenge you’ll face throughout your 

career.  Finding the work-life balance that works best for you can increase your productivity and satisfac-

tion both at work and at home. 

 

Striking a Better Balance 

Here are some tips for finding your own work-life balance: 

Focus on what’s important to you.  Take a look at your work and personal activities and identify the 

essential ones as well as those you find the most rewarding.  Next look at the remaining things you do 

and pinpoint those that are most important.  Keep in mind your personal and career goals and whether 

or not each activity helps you achieve these.  Consider cutting out or delegating commitments that 

aren’t necessary or don’t help you reach your goals.  By eliminating some of those obligations, you will 

leave yourself with more time and energy for the ones that really matter. 

Delegate effectively.  Don’t make the mistake of trying to accomplish everything on your own.  It can  

be tempting to just do a task yourself to make sure it gets done the right way and on time.  However, 

it’s worth the time and effort to delegate responsibilities and provide training to staff if necessary.  

Learning to let go and appropriately assign tasks to your staff will result in more effective use of your 

time. 

Manage your schedule.  Look at revamping your work activities for optimum efficiency.  List the 

things you need to accomplish in order of importance and try to complete more difficult tasks first.  

Tackling complicated assignments earlier in your shift while your mind is fresh will cut down on the 

time it takes to complete them.  Before you leave work each day, plan your schedule for the next day so 

that you can hit the ground running.  Communicating your schedule to family, friends, and colleagues 

is also important to avoid wasting time on misunderstandings. 
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Balancing Work and 

Personal Life 



 

Set time limits.  Decide on the amount of time you should reasonably dedicate to a project or task before 

you start.  Otherwise, you may find yourself immersed in an assignment for long hours before noticing 

how much time has passed, especially if you are detail-oriented.  You can prevent yourself from getting 

carried away and losing track of time by setting specific time frames and sticking to your established 

boundaries. 

Let technology help you, not rule you.  Technology can be an important tool for achieving work-life bal-

ance, but if you’re not careful it can also tip the scales.  With the ability to connect to anyone at any time 

from just about anywhere, it’s up to you to establish a boundary between work and home.  Make a con-

scious decision to separate your work time from your personal time. 

Create a support system.  Identify people at work and home who are willing and able to pitch in and help 

out in a crunch.  Make sure you’re willing to return the favor before enlisting people in your support sys-

tem.  Your network of colleagues, family, and friends can also help you rethink how you complete simple 

tasks and errands.  Try exchanging services, offering to perform tasks you enjoy.  For example, if you love 

to garden you can trade those services with a neighbor in exchange for another service, like babysitting. 

Be a supportive supervisor.  Your staff is juggling the demands of their work and personal lives just as 

you are, and it’s in your best interest to support their efforts.  Employees who have a strong work-life bal-

ance will be more productive and have higher levels of job satisfaction than those who don’t.  Taking steps 

to ensure effective communication, fairly distributed workloads, and reasonable deadlines will promote a 

healthier work environment that will result in a greater quality and quantity of work. 

 

Remember, striking a healthy balance won’t happen overnight.  Creating work-life balance is a continuous 

process as your career and interests change.  Periodically examine your priorities and make changes, if neces-

sary, to make sure you’re staying on track. 


