
Personal Priorities and Work Life Balance 
 
The one thing we all have in common is the 86,400 seconds in a day.  How we use those 
seconds, is down to your own personal choice. What you need to decide, is what is important 
to you personally and to ensure that you get your work life balance right.  
 
We often know our work objectives but do you know what it is important in terms of your 
personal objectives. Have you got your work life balance correct?  
 
Personal time management is about controlling the use of your most valuable (and 
undervalued) resource.  You need to have a good understanding of how you spend your time 
and whether you are allocating the right amount to time, to your personal priorities. 
 
Good time management allows us to: 
 

• Do the things we want to do when we want to do them 

• Be organised 

• Feel in control rather than being controlled 

• Reduce stress in our lives  
 
This is a good time to review priorities and what’s important to you.  Have you got the balance 
right and what changes do you need to make. 
 
For each area of the categories, score from 1 – 10, 1 being poor and 10 being excellent. You 
score each category twice,  once for how much effort you put into the area and secondly for 
how important it is to you.  
 
 

Work Life Balance 
 

Category Effort Importance 

Personal 
Relationship 

  

Family Life 
 

  

Social Life 
 

  

Personal 
Development 
 

  

Career 
 

  

Finance 
 

  

Health & Diet 
 

  

Physical 
Fitness 
 

  

Home & Personal 
environment 
 

  

Hobbies 
/Leisure 
 

  



Tangibles & Personal 
possessions 
 

  

 
Once you have scored each category, think about where there is an imbalance. This could be 
where you score high on effort and it is low on importance, what are the reasons you are 
putting so much effort into that area? Where do you score low on effort and high importance, 
how can you increase the effort in that area? Think about areas you would like to improve to 
bring balance to your life. 
 
The next thing to do is to identify 5 things you are going to start doing, and 5 things you are 
going to stop doing. Use the table below to record them. 
 
Start/Stop Exercise 
 
 

I will start doing: 
 

1 
 
 

2 
 
 

3 
 
 

4 
 
 

5 
 
 

I will stop doing: 
 

1 
 
 

2 
 
 

3 
 
 

4 
 
 

5 
 
 

 
 
Take up to ten minutes to think about what you can stop and start doing which will make you 
happier or help achieve your goals in life. 
 
Doing this exercise, will help you clarify what is important to you personally, and get you to 



identify changes that you can make, that will create a difference. 
 
Kind regards 
 
Richard 
 
If you would like to be removed from our mailing list or have a colleague who would like to be 
added to the list, please email us at information@advocatetraining.com 
 
Telephone: 01621 892800 
Email: richard@advocatetraining.com 
Website: www.advocatetraining.com 

 
Advocate Training and Consultancy Ltd. 
Fern House 
The Street 
Little Totham 
Maldon 
Essex 
CM9 8JQ 
 
Tel: 01621 892800 
 
Email: information@advocatetraining.com 
 
Website: www.advocatetraining.com 
 
 
The contents of this message and any attachments are confidential and are intended solely 
for the attention and use of the addressee.  Information contained in this message may be 
subject to legal, professional or other privilege or may otherwise be protected by legal rules. 
This message should not be copied or forwarded to any other person without the express 
permission of the sender. 
 
Advocate Training will comply with applicable GDPR regulations as a data processor and 
data controller.  
Advocate Training is committed to ensuring that your privacy is protected. Our full privacy 
notice describes how we use the personal information that we collect from you, or that you 
provide, when you use our training and consultancy services that we provide; or communicate 
with us. 
 
https://www.advocatetraining.com/about-us/advocate-training-privacy-policy/ 
 
If you are not the intended recipient, you are not authorised to disclose, copy, distribute or 
retain this message or any part of it. If you have received this message in error, please notify 
the sender by telephone on 01621 892800 and destroy the original message. Thank you 
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