Work Life Balance Worksheet

Client information
Name: Anika Nakamura Date:August 15, 2025
Gender:Female Position/role:Senior Marketing Manager

Instructions

1. Fill out the fields provided with accurate information about your current work schedule,
responsibilities, and personal commitments.

2. Use the time allocation section to reflect on how you distribute your time and energy between
work and personal life.

3. Answer the satisfaction question honestly to assess your current work-life balance. This
worksheet is designed to help you identify areas where adjustments may be necessary to
achieve a healthier balance.

Work schedule (current)

Day Schedule

Monday 8:30 AM - 6:00 PM (office), 8:00 PM - 9:30 PM (email catch-up)
Tuesday 8:30 AM - 6:30 PM (office + client call)

Wednesday 8:30 AM - 6:00 PM (office), 7:30 PM - 8:30 PM (team check-in call)
Thursday 8:30 AM - 7:00 PM (office + late meeting)

Friday 8:30 AM - 5:30 PM (office), 6:00 PM - 7:00 PM (prep for next week)
Saturday 10:00 AM - 12:00 PM (occasional project work from home)
Sunday Rest day (though sometimes check emails around 7:00 PM)

Work responsibilities

List your main responsibilities at work:

- Lead marketing campaigns for product launches
- Manage a team of 4 junior marketers

- Coordinate with sales, product, and design teams
- Analyze campaign performance and ROI

- Present monthly results to executive leadership

Are there any additional tasks or projects you are currently involved in? If yes, list them:

- Leading the company's rebranding initiative (6-month project)
- Mentoring two new hires from other departments

- Serving on the employee wellness committee

- Preparing for Q2 budget presentations



Personal commitments

List your personal commitments or activities outside of work (e.g., family time, hobbies,
exercise, social activities):

- Evening yoga classes (Tuesdays and Thursdays, 7:00 PM)

- Weekly dinner with parents (Sundays)

- Book club meeting (first Saturday of each month)

- Volunteering at local animal shelter (every other Saturday morning)
- Date nights with partner (Friday evenings when possible)

Time allocation

On a scale of 1 to 10 (1 being very little, 10 being a lot), rate how much time and energy you
currently allocate to the following:

0 0 0 0 00 0 ® 0 O
OO0 O ® O O O O O O

Are you satisfied with the balance between your work and personal life? Why or why not?

Not really satisfied. | feel like work is consuming most of my mental energy, even during personal time. I'm
passionate about my role and want to perform well, especially with the rebranding project, but I've noticed I'm
missing yoga classes more often and had to skip book club twice in the past three months. My partner has
mentioned that | seem distracted during our time together because I'm often thinking about work tasks. | want to be
present for the people and activities | care about, not just physically there but mentally engaged too.

Reflection questions

1. How do you feel at the end of a typical workday? Energized, drained, or balanced?

Mostly drained, but with a restless kind of energy. It's like I'm tired but my mind is still racing with
tomorrow's tasks or things | didn't finish today. By Thursday, | definitely feel the cumulative
fatigue, and | find myself reaching for an extra coffee around 3 PM just to push through.

2. Do you find it challenging to disconnect from work during your personal time? If yes, what
barriers do you encounter?

Yes, absolutely. The biggest barrier is that | receive notifications from multiple work apps on my
phone—Slack, email, project management tools. Even when | try to ignore them, knowing they're

there creates this low-level anxiety. Also, because | manage a team, | feel responsible when they
need support, even if it's outside normal hours.

3. Reflect on a recent instance where you felt your work-life balance was out of sync. What
factors contributed to this imbalance?

Last Tuesday was a perfect example. | had planned to attend yoga class at 7 PM. But at 5:30
PM, our design agency sent over concepts that needed feedback by Wednesday morning for a
client presentation. | ended up staying until 7:30 PM to review everything thoroughly and
coordinate with my team. | missed yoga, grabbed takeout for dinner, and spent another hour at
home refining my feedback.
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