










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? 

Clarity and Direction: 

Motivation and Focus: 

Time Management: 

Stress Reduction: 

Work-Life Harmony: 

Progress Tracking: 

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. 

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. 

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. 

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. 

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. 

Goals allow you to track your progress and celebrate your 

achievements. Reflecting on your accomplishments boosts 

your confidence and encourages continuous growth. 
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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 
WORK END TIME BREAK2 BREAKl BREAK3 

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 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 

D HIGH D MEDIUM 

D LOW 
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