








AGENDA

● WHAT IS BURNOUT?

● BUILDING A TIME MANAGEMENT 
MINDSET

● TOOLS TO IMPLEMENT TODAY

● COMMITMENTS



WHAT IS BURNOUT?



Three components of burnout
1. Depersonalization

where you separate yourself emotionally from your work 

2. Decreased sense of accomplishment
you keep working harder and harder for less and less sense that you are making a difference

3. Emotional exhaustion



You are not alone







Burnout is a 
condition 
related to 

overwhelming stress



Stress Management Tip:
Use time management



Let’s Begin.



You need 3 tools:

To-do list Calendar Notebook



To do list: 
Crucial for tracking your tasks and obligations. 
It remembers your tasks so your mind is free to 
be strategic. 



Calendar: 
Tracks your schedule and 
reminds you where you 
need to be. This allows 
you to be present.



Notebook: 
records your most important 
information-keeps everything in 
one place so you are not searching. 







To-Do List



To-do list

If you are going to get more done, 
you need to know 

what you need to accomplish



To-do list

Your to-do list frees your headspace 
so you can concentrate on 
getting your work done.



Pull out your list.





Prioritize your list



calendar



calendar

Take back your time.



calendar

Make appointments 
with yourself.



calendar

Let’s look at your calendar.



notebook



notebook

Write it down now so you 
don’t have to remember it later.



notebook

Where are you keeping your notes?



notebook

Let’s look at your notes.



Planning is good.
Preparing is better.



Have a plan everyday. 



Make a plan before you start your day.



How do you do it?

Review your 
calendar

Review your to-
do list

Review your 
notes from the 

day before.



Now that you have 
a plan, 

prepare to execute.



Steps to prepare:

Pack needed 
items.

Schedule time for 
your work.

Do any required 
prework 

(P.s. This is magic!)



Be the early bird.



Early bird training



Be the early bird

• Getting an early start can make 
the difference.

• Being an early bird is a choice.



Steps to prepare:

What are you doing at 
night that is taking 

away from sleep?

What activities do 
you need to do 

differently?

What will it take for 
you to get up earlier?

What time will you 
commit to setting 

your alarm?

What will you do with 
the time you will be 

gaining?

Create a detailed, 
written routine for 
your morning hours.



Do tasks until they 
are done.



Undone tasks create more work.



Time Management Technique



Time Management Technique



Prioritization Exercise



Time Traps & 
Time Poverty



Six time traps

Technology

•Time confetti & the 
Broken Promise of 
leisure

Money Focus

•The Wealth 
Paradox & Pitfalls 
of chasing money

Undervalued time

•Misunderstanding 
what time is worth

Business as a 
status

•The Link between 
financial 
uncertainty and 
workism

Idleness aversion

•Mindfulness and 
the value of doing 
nothing

The “yes…dang!” 
effect

•Commitment and 
the false promise 
of tomorrow



Evaluate yourself what is your tt habit?
Technology

•Time confetti & the Broken Promise of leisure

Money Focus

•The Wealth Paradox & Pitfalls of chasing money

Undervalued time

•Misunderstanding what time is worth

Business as a status

•The Link between financial uncertainty and workism

Idleness aversion

•Mindfulness and the value of doing nothing

The “yes…dang!” effecT

•Commitment and the false promise of tomorrow



Stress Management Tip:
Prioritize Ruthlessly

Time management is more than just time…
Prioritize, set boundaries, delegate



Your body is the perfect accountant



Burnout is a 
condition related 
to overwhelming 

stress



Stress causes 
physiological 

symptoms



80%
Of all health costs are related to stress



Your body is the perfect accountant



TAKE YOUR TIME



Steps to finding & 
funding time



THIS IS NOT A QUICK FIX.

THIS IS A MINDSET.

THIS IS A PRACTICE.



Steps to finding and funding time

Step one: know 
your default 
setting

Step two: 
document your 
time

Step three: find 
time

Step four: fund 
time

Step five: 
reframe time



Step One

Know your default setting



Step two

Document your time



Step three

Find time



Step three: find time

Transform bad 
time

Augment good 
time Hack work time

Practice the right 
kind of leisure 

time 

Find more time for 
meals

Find time to 
experience awe



Step four

Fund time



Step four: fund time

Costs:
     Ride share @ $30/day, 20 days/month =$600
     Streaming service @ $12/month -$12
     Total Cost: $612/month

Benefits:
     Time gained back: 45 minutes/day, 20 days/month =15 hours
     Commute stress reduced to near zero
     Approximately 165 more hours per year of pleasurable and 

meaningful activities 



Step four: fund time
Subtract your chores, but not too many

Understand what you want to outsource

Don’t assume you can’t afford to fund time

If you feel guilty, ask for time saving as a gift



Step five

Reframe time

A new metric: happiness dollars, Valuing time, savoring time, 
outsourcing, chasing deals, vacation, socializing, active leisure

Meta-Reframing: The 
value of valuing time

Account for your time

Step five: Reframe time



Three activities to build time affluence

Finding 
time

Funding 
time

Reframing 
time



Time tracking: For each part of the day
    Activity type of experience reason



Time tracking: typical tuesday
Activity Type of Experience Reason

1

The first thing I do after I wake up is put on my favorite 

music, sit with our dog in the backyard, and drink a cup 

of dark roast coffee.

Positive (pleasurable) It is something I enjoy.

2 Once my coffee has kicked in, I workout for 90 minutes. Positive (meaningful)

I am more likely to workout if I do it 

in the morning, and I get frustrated if 

I don't exercise each day.

3
Then I begin working, which means I start a series of 

Zoom meetings.
Negative (stressful)

It is stressful because I end up 

getting more work assigned.



Typical Tuesday matrix
                             Productive  

Negative            Neutral    Positive
(Stressful)        (at ease)

                                                                                              unproductive
 



The reframing time worksheet
 …

My time consuming, undesirable activity is…. …But it does provide some value, such as



Find time: cerate a time-affluence to-do list

If you have 
five minutes:

Organize the small 
errands you need to 
complete, and start 
checking them off

Message someone 
important to you that 
you haven’t spoken to 

in a while

Check out whether you 
have any paid vacation 

days

If you have 10 
minutes:

Watch relaxing nature 
videos on the internet

Send a gratitude email 
to a colleague, family 

member, or friend

If you have 30 
minutes:

go for a walk Do something creative meditate



But what about now?



Stress vs. Stressors



Stressors:
What cause your stress



Stress: Your body’s response

Largely the same

Fight, flight, freeze

Beginning, Middle, End

Every body system activates to help you escape 

from the threat

Celebration

You make it! And you celebrate!

Your body is a safe place again.



But now stressors aren’t 
physically chasing us.



They are THE FUTURE, 
jobs,children, money,the commute!



We may face the stressor. 
But we haven’t dealt with the stress.



How do i complete the stress response 
cycle with these new era stressors?



Use your body to 
communicate with 
your body that it is 
again a safe place 

to be



Relax!!!



Relax!!!



…AND…that doesn't complete the 
stress cycle



Get out of your head.
Get into your body.



Run
Dance

Jumping jacks
Tense & release

Massage



Palms Up



Proactive tips



Stress Management Tip:
Use time management
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