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Time planning isn’t just about productivity—it’s about carving out space for what matters most. Here 
are actionable strategies to make the most of your time:

•	Begin with the end in mind: Start your day or plan the night before by identifying your key goal.
•	Track your time: Keep a log for five to seven days to pinpoint time-wasters.
•	Schedule breaks: Use the Pomodoro technique—25 minutes of focused work followed by a 

5-minute break—to maximize productivity while avoiding burnout.
•	Set boundaries: Learn to say no to avoid overcommitting.

Building Your Time Plan

Rather than attempting to overhaul your entire life, start small by setting realistic and actionable goals. 
The SMART framework—Specific, Measurable, Achievable, Relevant, and Time-bound—provides a 
helpful structure for goal-setting. For instance, plan to spend 15 minutes tidying your workspace each 
morning instead of vaguely striving to “be more organized.” 

Tracking your time for a few days can help you spot patterns. It’s a simple way to understand  
where your time goes and whether it aligns with your priorities. From there, planning ahead and 
scheduling time for yourself becomes easier. You can use phone reminders or calendar tools to make 
the process seamless.

Setting Goals that Work

As we navigate daily life, all of our responsibilities can feel overwhelming, and imbalance often leads to 
stress. Stress manifests in various ways, including physical symptoms like headaches, trouble sleeping, 
and rapid heart rate. It can also show up as emotional responses such as anxiety, irritability, and 
feelings of burnout. Behavioral changes, such as impatience, withdrawal, or social isolation, are further 
indicators that something might be “off.” Pay attention to how stress feels for you. Acknowledging 
these signs is the first step toward regaining control.

Why Balance Matters

We all juggle responsibilities, whether it’s work, family, or personal goals. Striking 
a balance doesn’t mean splitting your time equally. It’s about knowing what needs 
your focus and adjusting as circumstances change. Balance is personal, shaped by 
your values and what’s happening in your life right now.

Finding Your Balance
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•	Prioritize Self-Care: Fuel your body with 
nutritious meals, stay hydrated, and aim for at 
least seven hours of restful sleep to recharge 
and maintain energy levels.

•	Stay Active: Incorporate physical activity 
into your daily routine—whether it’s through 
workouts, walks, or even household chores—
to boost focus and resilience.

•	Practice Mindfulness: Calm your mind and 
reduce stress with techniques like yoga, deep 
breathing exercises, or meditation.

•	Build Strong Connections: Nurture 
relationships with friends, family, or 
colleagues to foster emotional support and a 
sense of belonging.

•	Adopt Gratitude: Cultivate a positive mindset 
by acknowledging the good in your life, which 
reinforces resilience and fosters inner peace.

Resilience is the capacity to recover quickly from difficulties and not only endure stress but grow 
stronger through it. It’s a key trait because it enables us to adapt to challenges, maintain emotional 
balance, and navigate life’s ups and downs with confidence and perseverance.

Strengthening Resilience

A proactive approach to your workday can significantly reduce stress and enhance productivity. 
Find what works for you in your day-to-day work responsibilities and environment. Start your day 
intentionally by taking a few deep breaths or meditating to set a positive tone. If you’re able, organize 
your workspace to minimize distractions and boost focus. Single-tasking, rather than multitasking, 
ensures higher quality and efficiency in your work. Don’t underestimate the importance of breaks, even 
if it’s just a quick stretch or a nourishing lunch.

Transition rituals can help separate work from personal life. Changing your clothes, stepping outside, 
or taking a short walk signals the end of your workday. Even if you plan to work again later, this brief 
pause helps you reset.

Reducing Work Stress

Your home can be a refuge from daily pressures. A calming environment supports your mental well-
being. Start by organizing your space in a way that works for you. Shared calendars can simplify 
coordination, whether it’s for chores, family time, or personal care. Delegating tasks or automating 
them where possible reduces stress and frees up time for what matters most.

Quality time doesn’t have to involve big gestures. Turn everyday moments into meaningful connections 
by being fully present. Silence distractions like phones and focus on listening. These small actions 
nurture relationships and help create a sense of balance.

Creating Balance at Home
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We’re here to help.  
 

Call: 1.800.834.3773 
 

Go to claremonteap.com

Balance is never perfect. It’s a process that requires regular attention and adjustments. When you feel 
overwhelmed, ask for support. Whether it’s from friends, family, or resources like the Uprise Health 
EAP, help is available.

Focus on what’s within your power to change. Set boundaries, listen to your stress indicators, and 
prioritize self-care. Remember that every small step you take toward balance contributes to your well-
being and resilience.

Let’s commit to navigating this ongoing process together, building balanced lives that honor our 
personal needs and goals. You’ve got this!

Moving Forward

Stress doesn’t have to be a roadblock. When managed well, it can be an opportunity to learn and grow. 
Focus on what you can control—your thoughts and actions. If something feels overwhelming, scale it 
down. Replace perfectionism with progress by aiming for improvement, not flawlessness. Ten minutes 
of yoga at home is better than skipping it entirely because you couldn’t make it to a class. Adding one 
serving of vegetables to your meal is a step toward healthier eating.

In moments when balance seems impossible, remind yourself that resilience is ordinary, not 
extraordinary. It’s a skill we all have and can strengthen over time. Bouncing back from challenges 
doesn’t mean returning to where you were; it often means coming back stronger.

Turning Stress into Growth
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