
Finding Work-Life Harmony Checklist

Reflect on how much time and energy you dedicate to work versus personal life.

Tip: Identify areas where you feel overextended.

Assess Your Current Balance

Deep Cleaning Package

Balancing work and personal life are essential for well-being. Use this checklist to
create harmony between professional and personal priorities.

Define when work starts and ends to prevent burnout.

Example: Avoid checking emails after 7 PM.

Set Clear Work Boundaries

Schedule time for hobbies, family, and relaxation.

Tip: Treat personal time as non-negotiable appointments.

Prioritise Personal Time

Share responsibilities at work and home to lighten your load.

Example: Assign team tasks or ask family members to help with chores.

Learn to Delegate

Turn commuting time into a chance to relax or learn.

Example: Listen to audiobooks or practice mindfulness.

Use Your Commute Wisely

Streamline your work schedule to focus on essential tasks.

Tip: Suggest alternatives like email updates or shorter meetings.

Limit Unnecessary Meetings

Checklists

Scan For More

A Better

PERSONAL DEVELOPMENTPERSONAL DEVELOPMENTPERSONAL DEVELOPMENT   
CHECKLISTCHECKLISTCHECKLIST Date

25

amorepositiveme.com



:

Finding Work-Life Harmony Checklist

Discuss work-life boundaries with colleagues and loved ones.

Example: “I’m not available after hours unless it’s an emergency.”

Communicate Expectations

Deep Cleaning Package

Intro

Schedule time off to rest and reconnect with yourself and loved ones.

Tip: Even short weekend trips can make a big difference.

Plan Regular Vacations or Downtime

Spend intentional time with family or friends instead of multitasking.

Example: Have a device-free dinner with loved ones.

Focus on Quality Over Quantity

Step away from work for short breaks to recharge.

Example: Walk around the block or do light stretches every hour.

Take Breaks During the Day
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