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The ConsciousCafe Work/Life Balance Guide 

 

What’s the ultimate goal of work/life balance? Is it to reduce your work time or is to have a more 

enjoyable and fulfilling life?  

We believe it’s the latter. We also believe it’s wise to consider your short term enjoyment versus your 

long-term enjoyment and your personal enjoyment versus your family’s enjoyment. Your family may 

get greater enjoyment from spending more time with you than they’d get from the extra money you’d 

earn working longer hours. 

 

High Level Strategies 

There are three high level strategies we can use to improve work/life balance and increase our 

enjoyment of life: 

1. Reduce time spent working 

This assumes we enjoy your time away from work more than you enjoy your time at work 

(which may not be true for everyone). 

 

2. Increase enjoyment of time spent working 

Since we spend so much of our time at work it probably wise to figure out how we can make 

our work more enjoyable. 

 

3. Increase enjoyment of non-work time 

Enjoying our time away from work is a good way to rejuvenate and compensate for the time at 

work.  

In the rest of this document we’ll provide tips for each of these three high level strategies, as well as 

some general strategies. 

 

General Strategies 

1. Identify priorities and values 

 

You might like to start by considering what’s most important to you in your life.How much time 

do you spend on each one? How important is each activity? Perhaps you’re allocating too 

much time to low priority things? 

 

How much time do you spend on: Social media, television, talking/playing with children, 

hobbies, learning, entertainment, relaxation, career, wealth. 

 

You might find the following questions worthy of consideration: What’s the underlying cause 

driving each of those priorities. Why do you want it? Is it just out of habit, or a social 

expectation?  

Does it fill a psychological need? Is there an easier way to meet that psychological need? 

 

a. Is it time to let go of old goals? 

Sometimes we get fixated on old goals and give ourselves a hard time if we don’t 
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achieve them. It’s wise to accept that your life circumstances change and that what may 

have once been appropriate goals may no longer be appropriate or realistic. Accepting 

this and letting go of those old goals can lift a niggling background pressure from you 

and release you from a sense of failure. 

 

b. Do you have sufficient wealth? 

Some of the people with the worst work/life balance are high achievers - people in 

upper management, high level professionals and entrepreneurs often work very long 

hours.  

You might like to consider whether you already have sufficient wealth and whether it’s 

worth working an extra 2 hours per day in order to earn additional income? 

Might you and your family be happier if you do something else with that time? 

 

c. Beware of limited experience 

Be aware that if you’ve never known anything different then you may not know what 

you’re missing out on. You may think you’re doing what you love doing, but unless you 

try something different you may never discover that there’s something you love more 

than what you’ve been used to doing. 

 

2. Start with successful small steps 

 

Try to avoid being overly ambitious when you start making changes to improve your work/life 

balance. 

It’s better to successfully take small steps and then gradually build on them rather than to plan 

enormous changes and fail to achieve them. The good thing about starting with small 

successes is that they motivate you to keep improving, whereas starting with large failures will 

motivate you to give up. 

  

For example, instead of planning to leave the office an hour earlier every day, pick one day of 

the week and make sure you leave earlier on that day. When you’ve successfully done that for 

a few weeks you can expand to another day. 

 

Or if you spend too much time on social media then set one evening a week when you won’t 

spend any time on it. 

 

3. Lower your standards 

 

This can be expressed in two ways, depending on the situation:  

 

a. Aim for excellence, not for perfection.  

 

b. Aim for “good enough” rather than fabulous. 

In many cases it may not be worth the extra time and effort required to improve the result 

beyond “good enough”. Many of us would do well to learn to be happy with “good enough” and 

move on to something that’s more rewarding. 

 

4. Respect your own boundaries 

 

If you’ve decided to make certain work/life balance changes but find it difficult to stick to them 
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then here’s a tip to help you: try treating yourself as if you were someone else. 

 

For example, if you’ve committed yourself to not answering work emails after 8pm then 

imagine there are two people inside you: one is the boss and the other is the worker. Now 

treat the worker as if they are someone other than yourself.  

 

Imagine that you, the boss, has made a commitment to the worker that they will not be asked 

to answer work emails after 8pm. Imagine that the worker is someone other than yourself.  

 

How would you feel if you, the boss, repeatedly broke your commitment to the worker? You 

wouldn’t do that to a real person would you? So why would you do it to yourself. Have as 

much respect for your own boundaries as you would have for someone else’s. 

 

5. Understand Your Own Personal Work Flow Rate 

 

The definition of work-life balance varies pretty widely between individuals. Instead of trying to 

conform to someone else’s lifestyle, figure out what’s personally meaningful to you, whether 

that’s developing a relationship with a new partner or working toward a promotion at a new job 

(or both). As long as you find your life fulfilling, it doesn’t matter if your schedule looks different 

from someone else’s. 

 

Try to understand your natural rhythm and flow. There may be times in each day and in each 

week when you find it easier and quicker to do some tasks than others. If possible, try to adapt 

your work flow to the flow of your own personal rhythm. Some days you may work later or 

longer; on other days you might be drawn to start work earlier and accomplish your tasks 

quickly and then you can shut down your computer and leave work on time. 

 

6. Engage with personal development  
 

Personal development is all about discovering which of your beliefs and behaviour patterns 

are producing negative results in your life, then changing them to produce greater success and 

enjoyment. Therefore personal development can make both work and non-work time more 

enjoyable and it can also save you time because you become more efficient at achieving your 

goals. 

 

a. Response vs Reaction 
Create space to become aware of your thoughts and feelings as they occur. Notice the 

effect they have on you. Do not judge or push them away – just notice them. As you 

become more practiced it will become second nature for you to do this. When you 

understand what is going on within, you have the choice to respond rather than react. 

 

b. Improved Co-operation 
The better you know and understand yourself, the closer you get to achieving a level of 

emotional mastery that will make your life flow more smoothly.  When you’re in touch 

with your true and authentic self, and don’t feel the need to hide behind a mask, you 

can more easily let go of your ego and collaboration becomes easier than competition. 
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7. Review your progress 

 

Accept that over time your priorities might change. Maybe you’ll start a family, take a new job, 

or pick up a new hobby—whatever the situation, be prepared for your values and schedule to 

shift, and make adjustments accordingly. 

 

 

Increase Enjoyment of Work Time 

8. Is it time for a change?  
 

While all work can be tedious or stressful at times, if you really hate your job or if it’s making 

your life impossible, consider changing jobs or even careers. 

 

9. Focus on the positive 

 

Identify the things about your work that you enjoy doing and when you’re engaged in those 

things remind yourself that this is the part that you enjoy, instead of continuing to ruminate 

about the parts you don’t enjoy. 

 

Make the most of what you have! 

 

10. Stress reduction techniques  

 
Anything you can do to reduce stress at work will help make it more enjoyable. 

Meditation is the most effective stress reduction technique. 

 

a. Lunch time meditation 
 

Fifteen minutes of meditation during your lunch break can significantly reduce your 

afternoon stress levels.  

 

If there’s an old church near your work you may find that the architectural beauty and 

the quiet space will help to soothe the morning’s stress and rejuvenate you for the 

afternoon. 

 

Other quiet places to meditate are: a park, a library, a meeting room at your work, or 

even just sit in your car in the car park. 

 

You may like to bring your lunch from home to avoid having to line up to buy your lunch 

in a noisy food court and instead sit in a quiet place and meditate.  

 

b. The Reset Point Technique  

 

This technique involves the use of mini-meditations throughout the day to prevent your 

stress levels getting too high. 

 

Several variations of this technique are explained below, so you may like to try them out 
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and use the one that works best for you and your work circumstances. 

 

You can use this technique as often as your work circumstances allow. If your work 

involves lots of thinking then its best to do it when you’ve completed a task so it doesn’t 

interfere with your concentration, but if you’re doing something that doesn’t require your 

full attention then you can do this as often as you like. 

  

It’s called the Reset Point technique because the main objective is to reset your stress 

level down to a normal level of relaxation. To apply this technique you must first 

become familiar with what it feels like to be relaxed. It’s best to gain this familiarity when 

you’re away from work, when you can spend some time meditating or relaxing and then 

notice how your body feels. Let yourself keep noticing how your body feels when you’re 

relaxed, until you’re very familiar with it, so that later on you can easily remember how it 

feels.  

 

Then practice remembering how it feels. The more vividly you can remember it the 

more you’ll actually feel it in your body – as you remember what relaxing feels like, you 

will relax. It easiest to start by practicing this when you’re not very stressed. The more 

practice you get at it when you’re not stressed, the easier it will be to do when you’re 

stressed. 

 

It also helps to take a few deep breaths as you do it. You can close your eyes or keep 

them open if you don’t want anyone else to know what you’re doing. 

 

If you want, you can take this process to the next level by adding a gratitude 

component, whereby you take a few deep breaths and remember what it feels like to 

relax and then let yourself feel gratitude for what you have in life. The gratitude is 

something you can also practice away from work, so that you become familiar with how 

it feels to be grateful, and then just remind yourself during your reset point process at 

work. 

 

Another optional step is to become familiar with how it feels to be happy and then 

remembering happiness after you remember how it feels to be grateful. 

 

You can further enhance this by adding NLP anchoring to it. By saying the word “reset” 

several times during the process you’ll start to associate the word “reset” with this rapid 

onset of relaxation, gratitude and happiness. Then, later on, saying “reset” will help 

bring on the feeling. 

 

If you like, you can finish off the process by giving yourself an imaginary hug and 

congratulating yourself on having successfully completed the process. Even if you’re 

still learning and didn’t manage to relax all that much, it’s important to congratulate 

yourself for remembering to do the process and for giving it a go. Congratulating 

yourself is a reward and a positive reinforcement that will motivate you to keep at it.  

 

11. Do boring, repetitive things with love 

 

If your work requires you to do things that are boring and repetitive then turn those activities 

into a type of loving meditation. Use your imagination to pretend that the repetitive actions are 

helping you to feel love, happiness, gratitude or whatever feeling you want to feel.  
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Instead of being bored and ruminating on how much you dislike doing the task, use your 

imagination to turn it into a powerful feel-good process. Remind yourself how lucky you are to 

be paid to practice feeling good. 

 

Increase Enjoyment of Non-Work Time 

12. Schedule down time activities 

 

a. Long term (with family/friends) 
 

It’s easy for weekends to slip by without anything more than TV, chores and social 

media, so you may find it useful to plan ahead and actually schedule fun activities (put 

them in your calendar). For example: 

- Reserve Sunday afternoons for family outings. 

- Girls/Boys night out once per month 

- Dine out once per fortnight 

 

b. Short term (for yourself) 
 

Schedule one thing to look forward to each day (or at least every second day) 

It doesn’t have to be long, you can put aside 30 minutes or an hour to do something you 

enjoy such as  reading a book, watching TV, doing a hobby or phoning a friend. 

 

13. Learn to say No 
 

Whether it's your child's teacher asking you to organise a class party or a co-worker asking 

you to spearhead an extra project, remember that it's OK to respectfully say no. When you 

stop accepting tasks out of guilt or a false sense of obligation, you'll have more time for 

activities that are meaningful to you. 

 

14. Don’t respond to work email notifications 
 

Set boundaries around when you will and won’t respond to work emails. For example: 

limit it to certain times (e.g. not after 8pm) and only check and respond in batches (e.g. every 

couple of hours); and turn off email notifications so you won’t be tempted. 

 

15. Reduce time on Social Media  
 

Addiction to social media is an increasing problem. Monitor yourself and make sure you’re not 

addicted to it and missing out on more enjoyable activities because of it. 

 

You can install software on your devices that will block certain websites between times that 

you specify. (e.g. https://freedom.to/   or https://www.rescuetime.com ) 

 

16. Embrace the off button 

 

Turn your devices off when you can (such as at the dinner table). 

 

https://freedom.to/
https://www.rescuetime.com/
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17. Exercise 

 

Regular exercise has proven benefits for reducing stress, anxiety and depression. It pumps 

feel-good endorphins through your body. It helps lift your mood and can even put you in a 

somewhat meditative state. 

 

Reduce Work Time 

These tips seek to increase your efficiency at work so you can get more done in less time. 

18.  Reduce Task switching 

 

When you switch from one task to another it takes a while for your brain to re-focus and 

therefore you’re less productive. Therefore, avoid switching back and forth between tasks.  

 

Email is the most common culprit here. Avoid reading emails as soon as they arrive and 

instead check your emails periodically. Set a period that is appropriate for your job; in some 

jobs you may be able to get away with only checking emails two or 3 times per day. 

 

You can change the settings of your email program so that it automatically sends/receives 

every couple of hours instead of every 10 minutes. Or turn off automatic send/receives 

altogether and trigger them manually yourself. 

 

19. Drop energy sapping activities with low value return 

 

Get you work done faster and leave work earlier by not wasting your work time on social 

media or talking to colleagues. 

 

If you find your time being gobbled up by less constructive people, find ways to diplomatically 

limit these interactions. Cornered every morning by the office chatterbox? Politely excuse 

yourself. Weeknight drinks with the work gang? Bow out and get a good night sleep.  

 

Focus on the people and activities that reward you the most. 

 

20. Delegate 

 

If you’re in a position to do it then you can reduce your workload by learning which tasks you 

can delegate to others, thus allowing you to focus on the important work that only you can do. 

 

21. Home work boundaries 

 

If you do take work home with you then try keeping it within certain boundaries. For example,  

only do it only between certain hours, or only do it in a certain room. 

 

22. Is the problem a psychological one? 
 

Are your excessive work habits the symptom of another underlying problem? If they are then 

your best hope of improving your work/life balance lies in resolving the underlying cause.  
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Have you considered whether you might be a Workaholic? There are several different 

underlying causes that lead people to become workaholics. You might like to Google more 

information about it. 

 

 

23. Ask for support 

 

It may be less stressful to let your boss and your colleagues know that you’re seeking better 

work-life balance and explain the steps that you’re taking to do it, such as not answer work 

emails after a certain time. 

 

24. Do the things that get disproportionate results 
 

The Pareto Principle states that most of us get 80% of our results from 20% of the work we do. 

Therefore become conscious of where you’re placing your effort, are you focusing on that 

20%? This is often related to a previous tip about being okay with “good enough” rather than 

going for perfection. 

 

25. For people who primarily work from home 

 
 Some people find it easier when they make a distinction between work and home – 

when they have a separate room for work and only work there. 

 

 You may want to walk out of your front door and back in at the beginning of the day and 

again at the end of the day to clearly demarcate between work time and non-work time. 

You could even extend this to a ten minute walk around the block at the beginning of 

the day to at least get yourself out of the house and in the sunlight for a bit. 

 

 Know the times of day when you’re most productive at certain tasks and schedule to do 

those tasks at those times. If you’re more productive at writing, accounting, or making 

sales calls in the morning then schedule meetings and other tasks for the afternoon so 

your mornings are free to do what you do best.  
 

26. Focus on clear communication 

 

A lot of time can be wasted as a result of unclear or ambiguous communication resulting in 

work being done incorrectly and having to be re-done. 

 

Recognise that many people who you deal with throughout the day – whether you 

communicate face-to-face, by email, by text or by phone - are not good at listening and even if 

they are, their perception of what you are saying may be different from what you actually 

mean.  Make it a habit to communicate patiently and clearly with others and aim to become a 

good listener yourself to save time and effort. 

 

It’s often best to spend an extra minute writing the email in an unambiguous way than to have 

to deal with the consequences of a misunderstanding.  
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Conclusion 

Some of these ideas evolved from a regular informal ConsciousCafe discussion on the topic of 

How to Lead a Conscious Work-Life Balance which took place in September 2015.  To find out 

more about Regular ConsciousCafe events please go to our website www.consciouscafe.org or 

follow us on twitter @Conscious_Cafe or on Facebook. 
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