
If your workdays keep getting longer, if you feel 
further behind at the end of the day than the 
start; it’s time to reset your work/life balance. 
Begin by taking stock of your current situation. 
Then, follow our tips to help regain control over 
your life.

Define Your Goal
What does a work/life balance really mean? For most of us, it’s a balance 
of four basic needs: health, relationships, happiness and work. If your 
work is overshadowing the others, the rest will eventually begin to suffer. 

Picture Success 
We’re all different. Our needs change from year to year. What does a 
successful balance between work and other key areas of your life look 
like? Where are you headed? Think about the changes you may need to 
make to achieve balance and success.

Start with the Facts 
Begin from where you’re at. Track your time for a week or two to gain 
insight into how you’re actually spending it. At the end of each day, how 
do you feel about how you spent your time? Chances are, being more 
discerning about which tasks you choose to do, and how much time you 
devote to them, will help you free up some time for higher priorities and 
begin to rebalance your life. 

Be Patient 
Achieving balance is a goal, not an objective. It’s not something to  
be recast overnight. It requires focus, and a conscious effort to  
manage. And since life is dynamic, it requires periodic adjustment  
to maintain control.

Seek Help as Needed 
If the whole idea of work/life balance is too overwhelming to tackle by 
yourself, consider enlisting the aid of a personal coach. An expert may 
be able to help you sort out your priorities, help you create a clear  
picture of what work/life balance looks like for you, and develop a plan  
to get you there.
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Behavioral Management
Work/life balance isn’t a 50/50 proposition. It’s a moving target, ever 
changing. The trick is to remain in tune with your inner voice and make 
adjustments as needed to re-center yourself when you notice your 
equilibrium beginning to shift.

Think Things Through 
Every choice has an impact. Does it contribute or detract from a 
balanced life? Weigh the implications of each choice before you decide 
to embrace or decline a new opportunity. Learn to say, “No, thank you.” 
It can be empowering. But when you agree to take on a new challenge, 
follow through on your promise.

Share Responsibility 
Many of us under-utilize the resources available to us. Why not ask for 
help, or delegate more often? Don’t think of it as a loss of control. Think 
of it as giving someone else an opportunity to rise to the occasion. 
Sharing responsibility can make a big contribution to achieving balance.

Pause to Refresh 
Stopping, in order to speed up, is counterintuitive. That may be why so 
many of us resist. Nevertheless, we’re more productive when we stop for 
a break. When we return to the task at hand, we’re refreshed, energized, 
more enthusiastic—and more in balance. 

Check Your Influences 
Negative emotion disrupts balance. Limit your exposure to those 
around you who don’t seem able to rise above setbacks and obstacles. 
Acknowledge their frustrations; then try to redirect them to focus on 
moving forward. If unsuccessful, consider limiting your interactions. Be 
courteous, but move on. 

Keep Your Perspective 
Guilt is a powerful, motivating force. It’s the result of a mismatch 
between our ideals and reality. Too much can be crippling. Too little 
breeds hostility and resentment. Either extreme affects balance, so  
it’s important to manage guilt with perspective and compassion.  
Rely on family, friends or counselors to help when you need advice  
on managing guilt.

Leave Something for Tomorrow 
Continuous connectivity makes it easier for the demands of work to 
follow us everywhere. If your work life is out of balance, put some 
boundaries around working after hours and enforce them. The other 
parts of your life need your presence too.

Self-Management
As stress grows, our sense of control begins to waver, and we feel out 
of balance. An effective way to reset, is to spend some time nurturing 
yourself, instead of your obligations.

Move and Improve 
Exercise boosts energy and your ability to concentrate. Invest a portion 
of your week in an appropriate exercise program to feel better and work 
through your action items more efficiently.

Invest in Yourself 
Exercise is a critical part of your well-being. Attend to other important 
areas of your health—like diet, rest, and lifestyle, too. See your doctor 
for guidance. Then, start an improvement/maintenance plan to ensure a 
solid foundation for a more balanced life. 

Enjoy the Moment 
As responsibility grows, it’s easy for all of our “have tos” to overshadow 
our “want tos.” Make time every day for something you enjoy, something 
you look forward to. The prospect of even a small reward, can go a long 
way toward restoring balance to your day.

Aspire to Balance 
Aim for great, but don’t beat yourself up when you’ve accomplished 
something good. Perfection is seldom worth its return-on-effort. Two 
tasks done well are almost always better than one done perfectly.

Celebrate Success 
Do you expect more from yourself than others? When you set 
expectations for what you intend to accomplish, be realistic. Stretch 
goals are aspirational. Goals should be reality-based and celebrated 
upon completion.
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Task Management
Some level of project management is required in nearly every job. It 
could be as simple as a daily task list, or as complex as a standardized 
development schedule, created with specialized software. Take your 
project management expertise and apply it to your action items at work 
and at home.

Integrate Life and Work 
If you picture your work/life balance as two different agendas 
competing for the same space, it’s time to change your perspective. 
Expand the scope of your work calendar to include your whole life. What 
better way to facilitate balance than to review an integrated picture of it 
every day?

Make Time Work for You 
A day filled with meetings leaves little time for your action items. If you 
find yourself working through lunch and staying late on a regular basis, 
try reserving time on your calendar for your tasks. Block out a few hours 
every day and don’t let them become overshadowed by other priorities.  

Break Away 
Likewise, if you never take time for a break to refresh your perspective, 
start building a morning and afternoon break into your schedule. Small 
changes, like taking a break, or getting to bed a few minutes early, can 
make a big difference over the long run.

Prioritize and Organize 
Keep a running list of the day’s priorities close at hand. Quantifying  
the day’s action items helps your perspective, keeps you on track,  
and encourages you to examine what’s important, what’s useful,  
and what’s not.

Focus and Complete 
Multitasking is usually best left to technology. Give your full attention  
to one thing at a time. Get it done, and move on to the next. When 
tackling bigger jobs, try breaking them up into a series of discrete tasks. 
And try working in concentrated bursts, rather than plodding along for 
hours at a stretch.

Stay Alert for Improvement 
Technology is probably the only thing that can literally increase your 
productivity overnight. Keep your eyes open for opportunities to leverage 
technology to make your work easier and more efficient.

Is your current printer affecting your output?
Technology in printers changes as quickly as the technology in 
PCs. If your printer is three, four or more years old, your workgroup 
is losing productivity. Consider an upgrade to current Xerox® 
technology and enjoy the benefits of improved output—both 
quality and quantity. 

When you add Trade-In Program rebates to our other savings on 
select models, you may be surprised how easy it is to upgrade 
your printer or multifunction printer. And be sure to ask your Xerox 
provider how you can receive free lifetime service coverage* through 
the Xerox eConcierge® program.

xerox.com/eConcierge

Visit us on the web or ask your local Xerox provider 
about our comprehensive line of printers and 
multifunction printers. xerox.com/office
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