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Susan Kersley

INTRODUCTION

PART ONE: Work-Life Balance

1. Set SMART goals.

2. Be more balanced.

3. Do not neglect your life.

4. Time with your family.

5. Time with friends

6. Time with your partner

7. Interests and Hobbies

8. Keep your sense of humour.

9. Join community activities.

PART TWO: Working efficiently

10.Get work done in the day.

11. Write a to-do list.

12. Prioritise your tasks.

13. Do unpleasant tasks first.

14. Stop doing some things.

15. Stop some things.

16. Stop wasting time.

17. Monitor activities.

18. Be more efficient.

19. Set a time limit for each task.

20. Take regular breaks.

21. Work with a deadline.

22. Get help from others.

23. Delegate more effectively

24. Clear your desk completely.

25. Throw away lots.

26. Keep accounts up to date.

27. Spend less time on the Internet.

28. Check emails only twice a day.

Part 3: Decision Making

29. Gain Clarity.

30. Group your choices together.

31. Chunk down your choice.

32. Make a list of pros and cons.

33. Notice your internal voice.

34. Notice Your Gut Feelings

35. Consider alternatives.

36. Prepare for all eventualities.

Part Four: Self-help

37. Connect with your breath.

38. Reduce caffeine.

39. Learn to relax.

40. Get more sleep.

41. Take more aerobic exercise.

42. Practice Yoga.

43. Get support.

44. Share household chores.

45. Allow extra time for travel.

46. Be more creative.

Part five: Improve communication

47. Rapport and Eye contact

48. Mirror and match.

49. Open body language.

50. Speak Clearly.

51. Be positive.

52. End a discussion positively.

53. Concentrate.

54. Communicate clearly.

55. Summarise.

56. Use your body to communicate.

57. Be confident.

58. State clearly what you want.

59. Don’t accuse others

60. Listen.

61. Don’t make assumptions.

62. Use the stuck record technique.

63. Learn to say ‘no.’

64. Don’t blame others.

65. Believe in yourself.

66. FINALLY
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​​Introduction
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Overcoming life challenges requires adjustments, even if the solution seems obvious. The most important thing to do is to make a start, however small. When you take the first step, the next steps become much easier.

Strange though it may seem, when you change any part of your life, other changes become easier. 

Even simple changes, for example to your hairstyle or clothing, can lead to bigger changes. 

This book offers you a multitude of ways to change your life. Pick those that resonate with you and be open to transforming your life.
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​​PART ONE: Work-Life Balance
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​​​​​​​​​​​​​​​​​​Work-life balance refers to the proper division of time and energy between one's job or career and one's personal life and responsibilities. It involves finding the right balance between work-related commitments and obligations, such as meeting deadlines, attending meetings, or completing projects, and personal activities, such as spending time with family and friends, pursuing hobbies and interests, or taking care of one's well-being. 

It includes the ability to prioritise and manage one's time effectively to maintain physical and mental well-being and satisfaction in different areas of life. 

Achieving work-life balance can lead to reduced stress, improved productivity, and enhanced overall quality of life. 
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1.  ​​Set SMART goals.
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Setting SMART goals is essential to achieving success. Whether for personal growth, career advancement, or daily tasks, goals increase your motivation. Knowing what you want makes you more likely to succeed. Don’t be vague, instead define precisely what you want and by when. If your goal is, for example, 'I want to be happier,' define what that means to you. Your goals must be specific and measurable. Vague goals such as "I want to be successful" lack clarity. Setting specific goals, such as walking for 30 minutes daily, helps you track progress better than indefinable goals.

SMART goals give you a sense of purpose and direction, helping you to stay focused and motivated. Unclear intentions lead to confusion and lack of incentive, making it difficult to decide what to do and to measure your progress. 

Break down large goals into smaller aims, and create a simple action plan. This enables you to make progress towards your desired outcome. When you split a big goal into small steps, you can track your progress more easily and celebrate each achievement as you go. Using this approach prevents overwhelm and you stay motivated.

Your goals should be achievable and realistic. While it is essential to dream big, setting unrealistic goals can lead to frustration and disappointment. Realistic goals motivate you and are the key to supporting your motivation and progress.

Decide the time by when you want to achieve your goal. A goal without a timeframe lacks a sense of urgency and often leads to procrastination. Assigning specific deadlines to goals drives you to act.

Setting SMART goals is an effective way to achieve your objectives. 

SMART = specific, measurable, achievable, realistic, and timed.
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2.  ​​​​​​​​​​​​​​​​​​​​​​​​​​Be more balanced.
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Balance in all parts of your life is vital for overall well-being and fulfilment. Look at all the parts of your life that make you into a whole person. You are not only your professional or work-related self. You have many roles, both in and out of work. 

Here's how to assess and improve work-life balance:

Health: Take care of your physical health by a balanced diet, exercising regularly, and getting enough sleep. 

Relationships: Foster healthy relationships with family, friends, and significant others. Ensure you maintain personal boundaries.

Personal Growth: Allow time for self-improvement: self-care activities like reading, meditating, or attending personal growth workshops. 

Leisure and Recreation: take part in hobbies, sports, and activities that bring you joy and relaxation. Spend time on what you love, try new things, and relax from everyday worries.

Finance: Gain financial balance through realistic budgets, saving, wise investments, and avoiding excessive debt. Assess your spending, prioritise expenses, and ensure financial decisions match long-term goals. Seek professional advice if needed, and practice responsible financial management.

Community: Connect with your community and contribute positively to society. Take part in volunteer work, community events, or social causes that resonate with you. Balancing personal and community involvement helps create a sense of purpose and connection.

Achieving balance does not mean equal attention or time in each area. It requires self-awareness, flexibility, and regular reassessment of priorities. 
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3.  ​​​​​​​​​​​​​​​​​​​​​​​​​​Do not neglect your life.


[image: ]




It’s vital to do more than work. For example, connect to others: your partner, friends, and family. Be aware of the communities of which you are a part. These may be people in your neighbourhood, your workmates, your hobby group, or people who share your beliefs and values. 

Take a step back and consider how you've been using your time. Are there certain parts of your life that you've been neglecting, perhaps unintentionally? It's crucial to recognise and address these areas to achieve a more balanced and fulfilling life. 

Here are a few key points to consider:

Personal Relationships: Have you been ignoring your loved ones? Whether it's your family, friends, or romantic partner, it's important to nurture these relationships. Give quality time for important conversations and shared activities. Show them you value them by being present and actively engaged in their lives.

Self-Care: It's easy to get caught up in the chaos of life and forget to take care of yourself. Prioritise self-care activities like exercise, relaxation, and hobbies. Take the time to rest, rejuvenate, and do things that nourish your mind, body, and soul.          

Health and wellness: Regular exercise, a balanced diet, and sufficient rest are essential for maintaining good health. Make time for activities that promote mental well-being, such as mindfulness, meditation, or therapy if needed. Don't neglect any health concerns. Seek professional help when required.

Pursuit of Passions: Life can get busy, and you may have put aside your dreams in favour of responsibilities. Neglecting what you are enthusiastic about can lead to a feeling of emptiness or unfulfillment. Carve out time to pursue your hobbies and desires, writing, painting, playing an instrument, or exploring new interests. Doing this will bring a sense of purpose and fulfilment back into your life.

Career and Personal Growth: Are you neglecting your professional and personal growth? Continuously learning and developing new skills are crucial in today's fast-paced world. Invest time in acquiring knowledge, expanding your network, and growing professionally. Set goals for personal development and actively work towards them.

Life is about finding a balance that works for you. Neglecting certain aspects can cause frustration and disappointment. By setting priorities and making time for neglected areas of your life, you can achieve a more fulfilling and balanced life. Start investing in yourself and the things that truly matter to you.
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4.  ​​​​​​​​​​​​​​​​​​​​​​​​​​Time with your family.
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Love them or hate them. They are part of you and your life. Families come together, even when separated by country or continent, to celebrate and mark life events such as births, marriages, or deaths.

Making memories and strengthening relationships requires spending quality time with your family. However, with the hustle and bustle of daily life, it's easy to neglect this. To reconnect and strengthen the bond with your loved ones, here are some suggestions on how to spend time with your family.

Establish family traditions: Create regular practices that everyone can enjoy. For example, weekly game nights, cooking together at weekends, or going for a family walk after dinner. These traditions provide a sense of stability and togetherness.

Plan family outings: Organise occasional trips or outings. These could be a visit to a nearby park, beach, or zoo. Such outings provide an opportunity for everyone to relax and enjoy each other's company outside of the usual routine.

Share a meal: Set aside time for family dinners regularly. Switch off all distractions such as the TV and mobile phones, and enjoy a meal together, engaging in meaningful conversations, to foster open communication and allow everyone to stay connected with each other's lives.

Embrace technology: Bring together distant family members with the help of technology. If you can't visit often, schedule regular video calls to maintain strong connections.

Hobbies and interests: Encourage each family member to pursue their hobbies, but also find activities everyone can enjoy together. Whether it's playing a sport, going for a hike, or attending a museum or art gallery, finding common interests enhances bonding experiences.

Volunteer together: Engaging in community service or charitable work as a family not only gives back to society but also promotes empathy within the household. Choose a cause that resonates with everyone and allocate time to work together to make a positive impact.

Have regular family meetings: Make time to discuss family matters, like planning holidays, and upcoming events, or addressing concerns. These meetings provide an opportunity for everyone to be involved and strengthen the family unit.

Unplug and connect: Set aside specific times for the family to disconnect from electronics and interact face-to-face. This could involve playing board games, doing puzzles, or simply having heart-to-heart conversations.

Spending time with family should be enjoyable and stress-free. It's not about the quantity of time spent together, but the quality of the interactions and the connections made. Prioritise this precious time and create lasting memories that will strengthen the family connection for years to come.
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5.  ​​​​​​​​​​​​​​​​​​​Time with friends
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You are friends with those you have common interests and with whom you enjoy spending time. Keep friendships alive by making contact regularly even if you can’t meet face to face.
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