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Prioritize with the
Eisenhower Matrix

* Urgent & Important: Do
immediately (e.g., critical
deadlines).

* Important but Not Urgent:
Schedule (e.g., strategic tasks,
planning).

= Urgent but Not Important:
Delegate or minimize (e.g.,
interruptions, routine emails).

= Neither Urgent nor Important:
Reduce or eliminate (e.g.,
unnecessary meetings, social
media browsing).




Set Clear Boundaries

" Designate work hours
and stick to them.

= Communicate availability
clearly to colleagues and
family members.

= Schedule downtime as
Intentionally as you
schedule meetings.




Allocate specific blocks of time for tasks

Allocate or groups of tasks.

Time-
blOCking Keep a realistic schedule with buffer times
. for unexpected disruptions.
Basics

Regularly review your schedule to stay
aligned with your priorities.

Review




Energy Management

Physical Energy:

* Prioritize regular short breaks, hydration, nutritious meals, and
movement (e.g., short walks, stretching).

* Aim for 7-8 hours of quality sleep each night.

Mental Energy:

* Reduce multitasking and set boundaries around your concentration
time.

* Schedule challenging tasks during peak energy periods.
* Take intentional brain breaks every 90 minutes.

Emotional Energy:

* Practice stress-relief techniques such as deep breathing,
meditation, or mindfulness.

* Connect regularly with positive and supportive people.
* Set emotional boundaries and respectfully say "no" when necessary.

Spiritual Energy:
* |dentify and frequently revisit your core values and life purpose.
* Engage in meaningful activities regularly.

* Reflect through journaling, meditation, or conversations to maintain
alignment.




Practical Daily Tools to Implement Now

Microbreaks:

Boundary-setting
Scripts:

Evening Shutdown
Ritual:

Take short breaks (1-3
minutes) every hour.

“I

’d love to help, but
I’m at capacity right
now. Can we revisit
later?”

Create a clear ending
point for your workday
(tidy workspace,
review tomorrow’s
calendar).

Examples: deep
breaths, stretching,
stepping away from

screens.

“I'm prioritizing a
deadline right now;
let's discuss this
tomorrow.”

Close your computer
and do a short activity
to mentally transition
(walk, listen to music).




Creating Lasting Habits

=" Habit Stacking: Add a new habit
Immediately after a current one
(e.g., meditation immediately
after morning coffee).

=" Consistency vs. Perfection:
Small daily actions consistently
create lasting results—don’t
strive for perfection, strive for
persistence.




Challenge Yourself:

Choose one specific action from
today’s session and commit to
applying it consistently for the next 7
days. Notice your increased
productivity, focus, and overall well-
being.

Remember, achieving work-life
balance is a journey, not a
destination. Start today!



Resources

Books: « https://www.mindtools.com/pages/article/new
HTE_91.htm

 Essentialism: The Disciplined Pursuit of
Less — Greg McKeown
e https://sregmckeown.com/books/essentialism Podcasts:
° Atomic Habits —_ James Cl_ear i The PrOdUCtiVity ShOW POdcaSt
e https://jamesclear.com/atomic-habits * https://www.asianefficiency.com/podcast

* The Power of Full Engagement - Jim Loehr * WorkLife with Adam Grant
and Tony Schwartz * https://www.ted.com/podcasts/worklife

* https://theenergyproject.com/books/the- Tools & Apps:

power-of-full-engagement . o . .
* Rescuelime (productivity/time tracking)
* https://www.rescuetime.com

* Calm (mindfulness & meditation app)
* https://www.calm.com

Articles & Guides:

* Harvard Business Review —“Manage Your
Energy, Not Your Time”

« https://hbr.org/2007/10/manage-your-energy- * Focus@Will (music scientifically
not-your-time optimized for productivity)

. E/Ii.nd'.l'olols—“Eisenhower's Urgent/Important * https://www.focusatwill.com
rinciple”
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