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THE PROBLEM

Y o u  f e e l  a  p u s h  &  p u l l  b e t w e e n  w o r k  a n d
p e r s o n a l  p r i o r i t i e s ,  a n d  f e e l  l i k e  y o u
a r e n ' t  d o i n g  a  g o o d  j o b  a t  e i t h e r .  

Y o u  f e e l  o v e r w h e l m e d  b y  y o u r  t o - d o  l i s t ,
f e e l i n g  l i k e  y o u  g e t  l i t t l e  p r i o r i t y  w o r k
a c c o m p l i s h e d  

T h e  w e e k s  f l y  b y  a n d  i t  n e v e r  f e e l s  l i k e
t h e r e  i s  e n o u g h  t i m e  i n  t h e  d a y

Y o u  w a n t  t o  p r e s e n t  w i t h  y o u r  l o v e d
o n e s ,  b u t  f e e l  l i k e  i t ' s  h a r d  t o  t u r n  w o r k
" o f f "  s o m e t i m e s



WELL-BEING WHEEL



BALANCE VS. INTEGRATION



WORK-LIFE INTEGRATION

Self/Your Well-Being
Work
Family
Social/Community

Think about what’s most
important to you (examples:
values, goals, interests, actions,
and results you pursue) in
these 4 domains of your life:
 

1.
2.
3.
4.

 
 



REFLECT  
R e f l e c t i n g  o n  t h e s e  p r i o r i t i e s ,  w h a t  a r e  y o u  l e t t i n g  g o
o f  i n  t h i s  s e a s o n  i e :  w h a t  d o  y o u  n e e d  t o  s a y  n o  t o
r i g h t  n o w  i n  o r d e r  t o  s a y  “ y e s ”  t o  y o u r  t o p  p r i o r i t i e s ?

1 .

2 .  W h e r e  d o  y o u  s e e  c o n f l i c t  i n  w h a t  y o u  w r o t e  d o w n  i n
t h e s e  d o m a i n s ?  

3 .  W h e r e  i s  t h e r e  c o n f l i c t  o r  c o m p e t i t i o n  b e t w e e n
d o m a i n  p r i o r i t i e s ?  F o r  e x a m p l e ,  i f  I  s a y  t h a t  I  p r i o r i t i z e
c o o k i n g  a n d  e a t i n g  d i n n e r  w i t h  m y  f a m i l y  5  n i g h t s  a
w e e k  ( f a m i l y  d o m a i n )  b u t  I  l i s t e d  t h a t  I  w a n t  t o  w o r k
o u t  a t  t h e  g y m  a f t e r  w o r k  4  n i g h t s  a  w e e k  ( s e l f / w e l l -
b e i n g )



REFLECT  

5 .  B a s e d  o n  w h a t  y o u  c o n s i d e r  y o u r  p r i o r i t i e s  i n  t h e s e
a r e a s ,  w h a t  n e e d s  t o  c h a n g e  s o  y o u  c a n  a u t h e n t i c a l l y
l i v e  o u t  t h i s  i n t e g r a t i o n ?

6  W h a t  s u p p o r t  d o  y o u  n e e d  t o  m a k e  w o r k - l i f e
i n t e g r a t i o n  a  r e a l i t y ?  

4 .  W h e r e  d o  y o u  s e e  t h e  o p p o r t u n i t y  f o r  h a r m o n y  w h e r e
t h e r e  i s  c o n f l i c t ?  F o r  e x a m p l e ,  y o u  c a n  i d e n t i f y
a l t e r n a t e  w a y s  t o  a c h i e v e  t h a t  g o a l ,  e x p e r i m e n t  w i t h
n e w  p a t t e r n s  o f  b e h a v i o r ,  t r y  a c t i v i t i e s  a t  n e w  t i m e s  o r
i n  d i f f e r e n t  p l a c e s ,  m u l t i - p u r p o s i n g ,  e t c .



MULTI-PURPOSING

Working out with a spouse, kids or friend
 Responding to calls/emails during commute
 Meeting a friend for lunch twice a week
 Using a standing desk
 Doing household chores with the kids
 Listening to an audio-book while driving
 Cooking with mom

 
W h a t  a r e  s o m e  w a y s  y o u  m u l t i - p u r p o s e ?  



VALUES-BASED TIME MANAGEMENT FRAMEWORK

A S S E S S  Y O U R  V A L U E S ,  P R I O R I T I E S ,  A N D  H O W
Y O U  S P E N D  Y O U R  T I M E

D A I L Y  &  W E E K L Y  A S S E S S M E N T  O F  P R I O R I T Y -
A L I G N E D  A C H I E V E M E N T S  

B U I L D  O U T  W E E K L Y  T A S K  I N V E N T O R Y  

A S S I G N  P R I O R I T Y ,  U R G E N C Y ,  T I M E  E S T I M A T E

S C H E D U L E  E X I S T I N G  M E E T I N G S / C O M M I T M E N T S

S C H E D U L E  P R I O R I T Y  T A S K S  I N  A V A I L A B L E  T I M E
S L O T S  W I T H  C O N S I D E R A T I O N  F O R  Y O U R  " F O C U S
Z O N E S "



ASSESS YOUR VALUES

Think about your values, both professionally and personally.

Values define us and bind us together, drive decisions in all of our
interactions, and never change.



ASSESS YOUR PRIORITIES
Priorities require action, must be managed daily, and shift based

on a given situation or season of life/work.

Take a "whole person" approach to your priorities:



 
 

Track your time for a week in 15-30 minute time slots
 
 
Consider using an app like RESCUETIME or TOGGL
 
 
Reflect on how you ACTUALLY spend your time in
comparison to how you want to spend your time

ASSESS YOUR TIME



 



BUILD OUT WEEKLY TASKS

 
 
 This is your weekly 

 "BRAIN DUMP"
 
 
Differentiate between
quick tasks and more
complex tasks 



ASSIGN PRIORITY
 

 
 
 Think about those

priorities that get you
closer to your goals

Decide what is urgent
and estimate the time
required to complete
each task 



SCHEDULE COMMITMENTS
 
 
 

These are pre-existing,
non-negotiable
commitments like
meetings, social
engagements, dr.
appointments, etc.



SCHEDULE TASKS
 
 
 

These are items from
your "Brain Dump."
Schedule in open slots
where you don't have
commitments. 



EVALUATE ACHIEVEMENTS
 
 
 

Based on your priorities
and goals, reflect on
whether or not the way
you spent your time
throughout the week
aligned with them.

Also take a moment to
celebrate any successes
from the week, and
make note of anything
you'd like to do
differently in the future.



T I M E  M A N A G E M E N T  T I P S
When you have related work, batch those items together. 

Know your zones

Don't multi-task

For example, don’t answer your emails and phone
calls throughout the day. Schedule a specific time
to handle these tasks.

When do you have the most energy and feel most
productive during the day? When does your brain
need a break? Schedule your work accordingly.

Devote your complete attention to one task at a
time, setting completion goals and hitting them
before moving on to the next thing.

Plan for only 75% of your time to be available due to "reactive
tasks" 



THOUGHTS ON MULTI-
TASKING

More than a quarter of the time someone switches tasks, it's two
hours or more before they actually resume what they were doing.

On average, people check their phones every 15 minutes or less.
As a result, it can take up to 50% longer to complete that initial

task at hand than if you'd never been distracted.



S U M M A R Y  &  G O A L  S E T T I N G

Take time to make time
Planning ahead requires effort and forethought, but
ideally gives you both control over your schedule
and freedom to spend more time on yourself.

Assess and re-assess how you spend your time each week
and improve your efficiency over time

Don't forget to celebrate your successes, too!

Use your time management tips

Allow your values and goals to drive your daily, weekly,
and monthly priorities and tasks



M E T T A C O O L

G E T  S O C I A L  W I T H  U S

www.mettacool.com

G E T  I N  T O U C H

team@mettacool.com

@mettacool

@mettacoolwellness


