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At Mind Be Still, we understand how difficult obtaining a healthy work-life
balance is. No matter the decision you make, someone or something
demands more.

Let us help you set healthy boundaries that work best for your WLB

Let’s chat

www.mindbestill.com
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Welcome

Welcome to your Work-Life Balance Planner, a dedicated tool designed to help you achieve
a harmonious blend between your professional responsibilities and personal well-being. In
today's fast-paced world, balancing work demands with personal life can often feel
overwhelming and elusive. This planner is crafted to support you in managing your time
effectively, setting meaningful goals, and nurturing both your career and personal
aspirations.

Our Work-Life Balance Planner offers structured guidance and practical strategies to
enhance productivity at work while ensuring you have ample time for self-care, family,
hobbies, and relaxation. By integrating thoughtful planning and reflection into your daily
routine, this planner aims to help you cultivate a fulfilling, balanced lifestyle.

Inside, you'll find sections to organize your tasks, set priorities, track progress, and reflect on
your achievements. Additionally, it includes tips and exercises to promote mental and
physical well-being, fostering a holistic approach to balance. Whether you're striving to excel
in your career, pursue personal passions, or simply enjoy a more mindful way of living, this
planner is your companion on the journey to a well-balanced life.

www.mindbestill.com



WORK-LIFE PLANNER

Work-Life Balance

What is Work-Life Balance?

Work-life balance refers to the equilibrium where an individual equally prioritizes the
demands of one's career and the demands of one's personal life. Achieving this balance is
crucial for maintaining mental health and enhancing overall productivity.

What are the Benefits of Work-Life Balance?

A well-maintained work-life balance reduces stress, increases job satisfaction, improves
health, and strengthens personal relationships, contributing to greater happiness and
productivity.

www.mindbestill.com



WORK-LIFE PLANNER

Goal-Setting For Work Life Balance

Goal setting is a powerful tool that can help you create a fulfilling and balanced life. By clearly
defining what you want to achieve in both your work and personal life, you can focus your
energy and efforts on meaningful pursuits that align with your values and aspirations.

Why is Goal Setting Important for Work-Life Balance?

Setting goals provides clarity about what you want to achieve,
giving you a sense of direction. Knowing where you're headed
helps you make informed decisions and prioritize your tasks
effectively.

Clarity and Direction:

Clear goals keep you motivated and focused. When you have
a concrete target to aim for, it's easier to stay committed and
work consistently towards your objectives, even when
challenges arise.

Motivation and Focus:

Goals help you manage your time more efficiently. By
identifying what's important, you can allocate your time and
resources to activities that bring you closer to your goals,
reducing time spent on less important tasks.

Time Management:

Having clear goals can reduce stress by providing a roadmap
for your actions. When you know what steps to take next,
you're less likely to feel overwhelmed by the demands of work
and personal life.

Stress Reduction:

Setting goals in both your professional and personal spheres
ensures that neither is neglected. By balancing your
aspirations across different areas of your life, you can achieve
a sense of harmony and fulfillment.

Work-Life Harmony:

Goals allow you to track your progress and celebrate your
Progress Tracking: achievements. Reflecting on your accomplishments boosts
your confidence and encourages continuous growth.

www.mindbestill.com




WORK-LIFE PLANNER

SMART Goals For Work Life Balance

This SMART Goals Planner is an essential tool designed to help you achieve a balance
between your professional and personal life. By applying the SMART (Specific, Measurable,
Achievable, Relevant, Time-bound) framework, you can set clear, realistic, and actionable
goals that guide you towards success and well-being.

SPECIFIC

Define what you
want to achieve in
both your work and

personal life.

MEASURABLE
Determine how you
will measure your
progress and
success.

ACHIEVABLE

Ensure your goals

are realistic and
attainable.

RELEVANT
Align your goals with
your overall vision
for work-life
balance.

TIME-BOUND
Set a clear timeline
for achieving your

goals.
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WORK-LIFE PLANNER

Work Hours Planner

Below is a weekly grid. Please fill in your typical work hours for each day, including the start
and end times. Ensure you also schedule designated times for breaks.

Aim to take a short break every 90 minutes. These are moments to step away from your
desk, stretch, or do a brief activity that disconnects you from work. Long breaks for meals
should also be scheduled away from your workspace.

WORK START
TIME

WORK END TIME BREAK1 BREAK 2 BREAK 3

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY
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WORK-LIFE PLANNER

Personal Time Planner

Consider these categories for personal time activities that help rejuvenate your mind and

body:
: Creative
9 Physical
Engagements such as painting, crafting, or
Activities like yoga, walking, or cycling. writing.

; Mental

/8\ Social e _ - -
@ Engaging in reading, meditating, or listening

B8  Spending quality time with family and friends. o msic:

In the space below, schedule at least one personal activity per day to ensure it's a priority

DAY ACTIVITY TIME

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY
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WORK-LIFE PLANNER

Priority Tasks

List your major tasks for the week below. Next to each, assign a level of urgency and
importance (High, Medium, Low).

DAY

TASK

IMPORTANCE

URGENCY

(JHieH () MEDIUM

(J Low

(J HiGH (] MEDIUM

() Low

() HieH (] MEDIUM

(] Low

() HiGH (] MEDIUM

(] Low

(O HeH  (J MeDIUM

() Low

(J HiGH (] MEDIUM

(] Low

(J HieH (] MEDIUM

(J Low

(] HieH () MEDIUM

(] Low

(J HieH (] MEDIUM

(] Low

(O HiGH (] MEDIUM

(J Low

() HiGH (] MEDIUM

(] Low

(J HiGH (] MEDIUM

() Low

(O HieH (] MEDIUM

(] Low

(J HiGH (] mMEDIUM

(J Low
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WORK-LIFE PLANNER

Daily Focus Areas

Assign tasks to specific days or parts of your day based on their priority. This helps manage
your workload effectively and minimizes the risks of multitasking and burnout.

DAY TIME TASK NOTES

Task Delegation: Consider which tasks could be delegated or shared with colleagues to better manage your
workload. Make a note of these tasks and plan to discuss possibilities with your team.

www.mindbestill.com



WORK-LIFE PLANNER

Weekly Review

Reflect on your week:

What aspects of your schedule worked well?

What didn't work as planned?

How balanced did you feel between work and personal life?

www.mindbestill.com



WORK-LIFE PLANNER

Adjustments for Next Week

Based on your reflections, what changes will you make to your schedule for next week? Write
them down to apply in the upcoming week.

www.mindbestill.com
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