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Who’s in charge in your life?
Practical ways of improving your Life Balance

It can be all too easy for busy people to lose control of their time and their lives in this busy
fast-paced world. Touching base with yourself at regular intervals means you have a much
better chance of staying healthy, happy and effective at work and at home, and that you’ll be
able to prevent any potential crisis in your health, your relationships or your work.

Lynn Murphy is a professional coach, trainer and leading expert in helping people keep in
touch with themselves and live happy, fulfilling and Balanced lives.

Life is what you make it so they say, and ‘they’ are
right!

That's a tough message if your life isn’t matching up
very well at the moment to what you think it ought to be
or how you really want it to be.

Tough messages have a useful role, because they
bring us to a point of decision where we either decide
to carry on as we are and continue to enjoy (or not) the
results we're currently experiencing, or we decide to do
things differently in order to get different, and hopefully
more comfortable, more enjoyable and more rewarding
results.

The choice is always there to be made ...

Having a happy healthy Life Balance is about
organising yourself, your time, and your resources
in a way that matches your goals, dreams,
priorities and values. It means you are living your life
and not one that has just happened around you or one
that passively conforms to expectations that you've
unconsciously picked up from well-meaning family,
friends and colleagues, society in general or from
subtle messages from the media about what a
‘successful’ person should do, want and have. It's also
possible that you've just out-grown your life and are
now needing to make changes that better reflect your
current circumstances and priorities. For example
working long hours might suit you very well when
you're single but not when you have a family waiting at
home, or they might be fairly essential when you're
new in a role and have a lot to learn, but less so when
you’re more experienced and skilled. ‘Life Balance’ is
different and more fundamental than WorkLife Balance
which is essentially about organisations providing
opportunities for flexible contracts so that that staff can
more suitably organise and arrange their time between
work and the rest of their life. Very important, but to
know what their ‘right WorkLife Balance’ is, people
have to know what they really want, and that means
sorting out their ‘Life Balance’ first.

However Balance is defined, you probably have an
intuitive sense of whether you've ‘got it' or not. It's
important to listen to (and act upon) this gut feeling,
because what constitutes ‘Balance’ for you is likely to
be different from other people's recipe, and it is likely to
change with time and circumstances.

Checking in with yourself fairly frequently is important if
you are to keep your outer life aligned with inner (and
maybe unarticulated) priorities. People who don’t do
this, are likely to experience frustration and resentment
against the things they see as stopping them from
doing what they really want and guilt for not doing the

things they do want to do better! Not a great recipe for
a happy healthy and fulfilling life.

Whatever the cause of your current lack of Balance, I'm
going to assume that by reading this you've got to the
point where you want to make some changes in the
way you organise your time and run your life. The rest
of this article is here to help you do just that.

Einstein said that one definition of madness is to
carry on doing the same things whilst expecting
different results. So if want something different
you will have to DO something different, and that
starts with a decision.

The following steps take you on a journey that aligns
your actions with your priorities. Give yourself
permission to take some time out, to sit relaxed in a
quiet comfortable place with paper and pen, and to just
respond to the following questions. You might then
want to share and plan with those close to you.




STEP 1 — ACTUALLY MAKE THE DECISION TO
MAKE YOUR LIFE BALANCED.

Seems obvious, but without that decision to take
responsibility for yourself and your life nothing will
change. It can be done in the blink of an eye.

Q: Do you want your life to be less stressful, more
enjoyable, and more ‘Balanced’?

Q: What will be the benefits:-

for you?

for your family?

for your colleagues?

for the quality of your work?

STEP 2 - KNOW YOURSELF AND WHAT YOU
WANT

Q: What do you want?
Q: What do you really want?

Use the following coaching questions (you might find
some easier than others) to help you, and separate out
any responses that are more about what you think you
should want or what you think you have to settle for:

- Imaging that you've lived a happy life - what
experiences and achievements would you be looking
back on with pride?

- What brings you joy and pleasure?
- What dreams have you had for a long time?
- What ambitions or goals do you have in your mind?

- What are the things you say to yourself - ‘One day
I'll..."? or ‘If | won the Lottery | would...?

- What is important to you?

- What values or principles do you want to express
through your life?

- What differences do you want to make to those
around you or to the world in general?

Your responses will give you a general life direction as
well as a blueprint of what ‘a good life’ means for you.

STEP 3 — DECIDE ON YOUR CURRENT PRIORITIES
AND SET SOME BALANCED GOALS

Setting goals works! Goals attract our attention and
focus, and because we all like to do well, we work to
get the rewards that come with achieving them. Lack
of overall Life Balance often comes from not setting
goals in other parts of our lives to balance out the Work
ones. Our intuitive sense of Balance comes from
achieving in all parts of life equally and at the same
time rather than having successes in one area
(typically Work) at the expense of others (often Family,
Relationships, your Health and Personal interests). It's
about consciously choosing how, where and for what
results you want to invest your time and energy.

Choosing 6 different parts of life to focus on and
balance rather than just the often quoted ‘Work’ and
‘Life’, may appear more complex, but actually
contributes much more to flexibility, stability and a
satisfying ‘roundedness’ which, in turn, leads to greater
fulfilment and sense of wellbeing.

The roles and areas where most people live out their
lives are:

- Me — personal time, personal development, personal
hobbies and interests and relationship with yourself.

- Family

- Friends

- Home

- Work

- And ... whatever else makes life full and satisfying

Q: What does each of these Life Parts areas mean
to you?

It's important to define what you mean by that part of
your life. For example, who do you count as ‘family’?,
what does being a good partner mean?, what do you
want to include in ‘Home'?, etc. The ‘And..." part is
likely to vary every year and could include for example,
‘landlord’ (if you have properties you rent out), ‘student’
(if you're taking exams), ‘father to ..’ (if you want to
give particular focus to a particular child), ‘daughter’ (if
your parents are needing more time and attention),
‘decorator’ (if you're taking on a major home refit) etc.

Everyone has their own thoughts on what these roles
actually mean at this time in their life and trying to live
out someone else’s ideal, albeit unconsciously, is both
impossible and stressful.

SOME TIPS TO HELP YOU DO THIS:

* This is important, so give it enough time. To put
your WellBeing into perspective, how much time
might you spend choosing a new car or kitchen..?

* As before, separate out the things you’re writing
because you think you should

* Only include things that are within your control to
achieve (‘Sam getting a new job’ for example,
isn't)

* Make sure your ideas and proposals fit well with

your values and will take you in the same
direction as your longer term vision.

Write down what you want that role to encompass over
the next 12 months — you might need to negotiate
some of this with friends and colleagues!



Q: What do you want to experience and achieve in
each part of your life over the next 12 months?

Taking each life part in turn, think about and write down
- What responsibilities do you really have in that role?
- What would you really like to achieve?

- What have you been doing in that role that you would
now like to let go of?

- What has to have happened for you to be able to say
‘I've had a great year'?

- What new things would you like to do or learn?
- What do you want to achieve just for yourself?

Q: What are your really-want-to-do priorities for the
next 12 months?

Review what you've written for each part of your life
and decide which are the real priorities and which ones
are just ‘nice if time allows’. Write those want-to goals
down as your Balanced Life Plan for the coming 12
months. (See the inserted pages for a plan you can

SOME TIPS -

* We get what we focus on, so writing your goals in
positive language about what you do want means
you’re much more likely to achieve it. Saying ‘I
want to be home by 6pm every day’ is much more
helpful than ‘I don’'t want to spend as much time
at work’.

* Include measures of either ‘input actions’ or
‘outcome success’ so you know whether to
congratulate yourself or make adjustments.

Instead of: ‘I want to get fitter’

Write ‘1 want to exercise for 30
(for minutes 4 days a week’ (input)
example)

and/or ‘l want to weigh 65kilos and still

be able to talk easily after
walking up 3 flights of stairs’
(outcome).

Using words like ‘improve’, ‘more’ and ‘less’
doesn't let you know when you're successful.

* Make sure that the range of goals and the amount
of time they're likely to take to accomplish reflect
your overall priorities and the balance you want
between the different parts of your life over the
coming year. You have to decide what is right for
you and accept the trade-offs that this might
mean.

* If you feel uncomfortable writing down goals, try
writing in pencil and treating them ‘intentions’
rather than ‘goals’...

copy and use).

STEP 4 - CHOOSE TO MAKE BALANCE YOUR
PRIORITY.

This means choosing behaviours and habits that
enable you to enjoy all parts of your life equally. If

you’re choosing not to do this then you're
effectively planning to be ‘unbalanced’.

PEOPLE WHO ENJOY A BALANCED LIFE:

* Look after their energy by doing positive things like
drinking plenty water, eating fresh healthy food,
having enough good quality sleep, stretching their
body, taking regular mini-breaks to relax and refresh
- and avoiding negative things like drinking too much
alcohol, smoking, eating junk food and pushing
themselves too long and hard.

* Take time to plan by investing 10 or 15 minutes at
the start of each week to decide what's important and
what they want to accomplish in all parts of their life.
This acts rather like the rudder in a boat — it steers on
a purposeful and focused path rather than an aimless
drift. And it saves time later on.

* Manage themselves and their time skilfully — they
do the important things first (rather than the
unimportant), are efficient in their work, set realistic
standards for the job rather than going for perfection
when it's not needed, and say ‘no’ to things outside
their priorities.

* Develop and nurture relationships that support
them and their goals - and that includes
themselves! They tend to avoid people and
situations that drag them down — why waste time
moaning and talking about what won’t work?

Q: What do you currently do that supports you
living a fulfilling Balanced life? And what gets in
the way?

Use the following questions to prompt your thinking:

- What one thing could you do differently that will have
a big impact on the quality of your life?

- What are you really fed-up of doing?
- What do you already do well, and could do more of?
- What could you most easily change for the better?

- What new information do you need? How will you
getit?

- Who can help you with these things?

Making changes to habits can be challenging because
by definition, the behaviours have become largely
unconscious. So, look at your responses and choose
just 1 change to focus on then work out why you want
to make that change and how to do it —

- What benefits will this change bring you? And what
discomforts will it remove for you?

- What will you actually have to do differently? Be
detailed and specific.

- Who can help, support and maybe even nag you until
this new behaviour is embedded into your normal
way of doing things?

Stick at it for 4 weeks, congratulate yourself, notice the
improvements you're experiencing and then choose the
next old habit you want to change — small steps
consistently taken will ultimately be more successful
than trying to change everything all at once (and
possibly giving up because it's all too much).



And finally, bring some Balance into your place of
work...

It's much easier to live in a Balanced way if you and
your colleagues have a similar focus. Working long
hours doesn’t necessarily achieve more (in fact it often
achieves less because people are just too tired to work
efficiently or effectively) and a long hours culture
generally contributes to poorer health (no time to
exercise, enjoy hobbies or eat properly) and
relationships out of work suffer through lack of time.

So, bringing these ideas into your office, sharing them
with colleagues and working on them together will help
make your office a more Balanced, more healthy, less
stressful and a more rewarding place to work. If you
are already an ‘Investors in People’ organisation, you
might want to look at their Health and Wellbeing Project
(www.investorsinpeople.co.uk) to help you promote the
business case.

The people who say they haven'’t got time are probably
the ones who need it most!

In the final analysis, what could be more important
to your success at work than your health, wellbeing
and happiness

MAKNG BALANCE YOUR WAY OF LIFE -

e Actively think about and plan what you want to
achieve with your time yearly, monthly and weekly
as well as daily. Taking a longer timeframe allows
flexibility to respond to the unexpected.

e Review and reprioritise daily, fitting smaller or less
important tasks around your 'must dos'

e 'Put first things first (from The Seven Habits of
Highly Effective People by Stephen Covey) - let
your plan inform and guide your activities. It
seems obvious, but how often do you plan to do
the important things and then actually do
something different?

e Make your planning time pleasurable - it really is
the key to Balanced Living and it probably won't
take more than 5 or 10 minutes a week.

e Involve others to get their support where you
want/need it and to help make your plan realistic.

e Remember to schedule (and take) time for yourself
- just to do what's important to you. It may be
hobbies, reading, learning something new,
daydreaming... Looking after your own needs
means you'll have time and energy for everything
else you want in your life.

e Leave unfilled spaces for the unexpected things
that always crop up so you're not left over-
stretched - if nothing happens you'll have some
bonus time you weren't expecting! If lots of
unexpected things occur, simply re-plan the rest of
the week to take account of it

e Small things can make a big difference - doing
what you can, on a regular basis, will get you
further than massive activity followed by nothing.
Achieve your bigger goals through small practical
steps

e Noticing how much satisfaction you're gaining from
achieving in each part of your life and from having
a better overall balance will help motivate you
through the ‘can't-be-quite-as-bothered' times

e If your focus slips at times, ask yourself what you
can learn from how and why it slipped - and then
just start planning again

e Check in with yourself on a regular basis to make
sure your life overall is still what you want it to be.

LYNN MURPHY

Lynn Murphy is the originator of The Life Balance
KiT™ which offers a range of services and
products designed to help busy people reduce
stress and enjoy a comfortable work-life balance.

She inspires and helps busy people through her
writing, speaking, workshops and coaching to live
calmer less stressful, and more rewarding lives —
and one where they achieve more than they had
thought possible. Her mission is to create more
confidence, authenticity, success (your own
definition!), wellbeing, happiness and balance in
people’s lives and places of work.

Lynn is a professional coach and trainer, the
founder of Keeping in Touch Ltd, an NLP Master
Practitioner and holds a Masters degree in
Human Resource Development. Her background
is in education, personnel and management
development and she works in many public and
private sector organisations as well as with
private clients.

The Life Balance KiT website contains a wealth of
practical information, tips, articles, links and
suggested reading to help you get and keep a
Balanced way of life.

You can also register to receive regular free
Bringing Balance to Life Tips designed to help
you keep focused, buy the unique Life Balance
KiT Lifestyle Diary to help you organise your time
around the 6 parts of your life, and access
workshops and coaching.

Visit www.LifeBalanceKit.co.uk to find out more.




