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			Achieving work-life balance 

			
					Issue: how can you stop your work life from impinging too much on your personal life? How can you find a good balance between the two, so as to be effective at work and relaxed at home? 

					Uses: from the moment you enter the working world, you are confronted with the difficulty of finding a balance between your life at the office and your private life, particularly if you have a partner, children or an active social life. It is therefore useful to reflect on what makes for a well-rounded everyday life. 

					FAQs:	Is it really in my best interest to have a clear separation between my personal and professional life? 

	How can I find this balance if I am self-employed or an entrepreneur? 

	What are the pitfalls to avoid in order to achieve a good life balance? 

	How can I start my day stress-free? 

	How can I limit interruptions, which cause wasted time? 

	How can I end my day feeling satisfied? 




			

			The issue of balance between career and personal life affects all working people, whether they are men or women; employees, CEOs, interns or freelancers; young or old; couples, single or divorced people; parents or not. It is not always easy to take on all the different roles that you need to play at the same time. Indeed, do you really leave your files behind you until tomorrow when you close the office door? Do you make yourself entirely available to your loved ones?

			While it is normal to feel overwhelmed from time to time, particularly due to the accelerated pace of modern society, it is essential to find a stable balance that is in keeping with your aspirations regarding quality of life. Life passes by quickly; make sure you do not let it pass you by! 

			For this, there is no secret: it is a matter of refocusing on yourself and on what you really want, defining your professional and familial priorities, and organising yourself to give them the place they deserve. We are not talking here about agreeing to great sacrifices, but about agreeing to make choices and to undertake little adjustments. There is no secret, then, but there are some tips that can be useful to maintain balance in your daily life, manage your stress levels and optimise your time. 

			What is the best way of reconciling your professional and personal lives without hurting anybody, especially not yourself? How can you keep the fire inside you ablaze? These are the questions that this guide will answer. 

		


		
			Work-life balance: the basics 

			Know yourself

			It is impossible to find good balance if you do not know what is likely to push you over the edge. The first thing to do therefore involves taking a moment to reflect on what drives you to act in life and on your values, your driving force and your limits. 

			Prioritise your values 

			Advertisements, magazines, constant information, the internet, the difficulty of choosing (which stems from our consumer society), social, professional and familial pressure, etc. This is the scene surrounding us. It is difficult to know what we really want in this context! Yet this is the heart of the matter: determining what we need in order to be happy. 

			Do you know which values drive you to act? In order to get a clear idea of this, take a pencil and simply circle a figure between 1 and 6 (from most important to least important) in each line of the table below – but watch out, each figure can only be circled once. Forget all outside pressures and only consider what truly counts for you, in order to establish a mental hierarchy of these elements. 

			Other values can be added to those listed here, such as participating in a sports team, getting involved in a humanitarian project or association, discovering other cultures, etc. You should also be aware that the classification that you are going to obtain here is far from unchangeable. Our values develop over our lives: adjustments will be necessary over time in order to continually find balance. 
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			Now redo this same exercise to indicate the positioning of your values in your current daily life. Which value takes up the most space? 
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			Now, compare each point in the first and second table. The first corresponds to the values which you should be prioritising to feel good. The second illustrates the place that these different areas currently occupy in your day to day life. If there are significant differences between the two, you are in an unbalanced situation, and you must use much more energy to keep moving forward. You must therefore put a strategy in place to reduce this gap as much as possible, or you risk falling apart. 

			To do this, the starting point is to identify what really drives you, your true motivation and the meaning that you want your life to have. This general meaning has already been hinted at through the responses you gave regarding your priorities. 

			Find your main source of energy 

			“What do you want to be when you grow up?”. This is the question that we were all asked as children, and the question that we surprise ourselves by asking younger generations, as if our future job is the only thing that is likely to bring us happiness and fulfilment.

			Take a step back: do you think that you have followed the path that you had imagined? Ask yourself this question, without limiting yourself to the professional side of your life. Use the values listed in the table above to quickly carry out a brief assessment of your life path. Have you made choices that are in keeping with your wants and abilities? If this is the case, then you are undoubtedly not far from discovering your driving force, the fundamental element that gives you the energy to move forward in the right direction and that makes you happy. All you have to do is find the common feature of your different life choices. Is it sharing? Commitment? Love? The need to understand? The desire to create? 

			If you are still searching for the driving force in your life, keep in mind that what you do every day does not necessarily define you! Maybe you are at odds with the values that you believe in and, consequently, your view of your motivation is undoubtedly obscured. It is up to you to focus on the values that you placed at the top of your list; these priorities that you set are part of your source of energy. Based on these, you will be able to find the ideal which you must reach for to find happiness. 

			Finding the meaning of your life will give you the confidence you need to feel more in harmony with yourself. Once your driving force has been identified, you will be able to rearrange your life so that it is not pushed back into second place. You will be able to give direction to everything you do as, unlike values whose importance varies constantly, your fundamental source of energy should not change. 

			Know your limits

			Every individual has their own character, personality and temperament. These can be conditioned by the environment in which they develop. Professional pressure can sometimes lead some of us to go beyond our physical, psychological or moral limits. 

			In order to live a life that is in harmony with your values and abilities, it is absolutely crucial to clearly identify your own limits. Here we are talking, of course, about positive limits which are helpful and which allow us to respect ourselves, rather than negative limits which stop us from moving forward in the direction we have decided on, such as fear of being judged by others, shyness, the belief that we do not need anybody else, etc. 

			In this context, having limits is not at all pejorative. Recognising them means accepting that we are not perfect, which is a perfect approach! Imagine a world without limits: chaos would quickly prevail. We would do everything to excess and would not have the chance to bring out the complementarity of individuals. As for children, limits give them a degree of structure. We can understand our internal structure by identifying our own limits. Understanding the way we operate allows us to identify our strengths and weaknesses. It gives us a chance to maximise our assets and to personally express what does not fit with our field of activity or reflection. 

			We may also be led to overcome our limits. Sometimes we must be flexible, whether we want to or not. This involves making comprises and concessions. Even so, you must try to find a fair middle ground so as to not completely break away from the limits you have identified. 

			In the balance between your professional and personal life, you must assess three things. Answer the three questions below, without thinking for more than a few seconds. The answers must come spontaneously, and it is the first answer that counts. 

			
					Do I spend too much time at work? 

					Do I have enough time for myself and my loved ones? 

					Do I often think about work during my free time? 

			

			
				
					Open your eyes!

					It may be that you do not think you spend too much time at work even though you are at the office for ten hours a day. Some people voluntarily choose to shut themselves away in their work to protect themselves from potential disappointment or simply to avoid getting emotionally involved in their personal life. If you are in such a situation, be aware that life outside work is the only thing you will have left when you are resting, on holiday, retired or if your company decides that they no longer require your services. Do you not want your personal life to be rich in emotion, relationships and challenges? 

				

			

			If you struggle to identify your limits, pay attention to the times when you balk at doing something. Is it due to laziness, lack of motivation, lack of interest, etc.? Or is it because the thing you are being asked to do goes beyond one of the limits that you have identified? Very often, this feeling of persistent unease that gnaws away at us is actually a limit that is trying to make itself known. 

			Respect your needs at home and at work

			Define your limits

			Easier said than done! This is, however, one of the keys to success, as much in the world of work as in your personal life. Why is it sometimes so difficult for us to define our limits? There are two participants in this process: the person that sets the limits and the person that they are imposed upon (either themselves or others). 

			If you have trouble setting your limits, is it because you are not confident enough to express them? Are you scared of how they will be taken? The result, in any case, is that you do not express yourself. Or more precisely: you do not convey the message that you want to put across well. The question to ask yourself when you have difficulty putting your limits into words is this: what consequences could they have? Will they cause a conflict, uneasiness, some form of accountability or annoyance? Or will it be more a case of showing yourself in a more assertive way that you perhaps think that you will not be able to pull off? 

			Try to answer in a balanced way, aiming for a response which tallies with reality, without extrapolating or exaggerating. The only consequence of which you can be absolutely certain is that you will be the person who is impacted the most if you do not cut loose. Setting a limit is not destined to stop the world from turning, but to ensure that your own universe runs smoothly!

			Managing to set your limits relies on improving your communication skills. It all depends on the way you present the outlines of what you can tolerate. Do not be afraid of being outspoken. Setting a limit also means freeing yourself from your own constraints. Assume your right to respect and do not hand this responsibility to a third party. Be capable of saying no without being aggressive towards the other person and without seeking external justification. 

			Everything is now a question of choice and circumstances. Indeed, for your own wellbeing and that of others, it is sometimes better to make a compromise which does not use much energy rather than entering into fruitless and never-ending discussions with the sole aim of complying with your principles. Ask yourself if it is worth fighting this battle and learn to save your energy for the things that are worthwhile. But beware: do not tolerate too many little things for the sake of avoiding conflicts. You will once again create an imbalance. 

			
				
					Be vigilant! 

					Overstepping your limits to help somebody else must not thereafter be considered the norm. If you are offered a coffee in bed every day, you will quickly get used to it and will ask where your coffee is if it does not arrive. In the same way, do not be surprised when you systematically do overtime if your manager or colleagues question you the day you leave on time, giving you the unfounded feeling of not doing enough. You are the one who has made them used to you doing overtime! 

				

			

			Put the importance of work into perspective 

			The working world has become so much more complex over the past few decades that it has at times become impersonal. Offices built from steel and glass which reflect the colour of the sky have no soul. The manager embodies authority to whom it is sometimes difficult to say no. 

			In order to find a good balance between your professional and personal lives, you must put things into perspective. Your colleagues and manager, amongst others, wake up every morning to go to work, while many of them undoubtedly have personal projects which they would prefer to concentrate on. Wanting to have a good quality of life and personal balance does not affect your ambition or motivation for your job at all, and you certainly should not feel ashamed. Just because we love what we do does not mean that we want to do it all the time or to have our thoughts taken over by our job! The best athletes need to take a step back to mentally prepare themselves for their best performances. Under no circumstance should we neglect the mental fatigue that builds up when we are working. It is the ability to put things into perspective that influences the way in which we face life with its joys and difficulties. 

			What do you do when you lack perspective, when you are caught up in a chain of events that seems out of your control? Many speak to their loved ones

			
				
					
					
					
					
				

			

			Stop feeling guilty 

			
			
			
			Positive selfishness
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