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In order to manage your time and energy effectively, you must first become aware of the people,
things, organizations, activities and relationships that you are committed to. All of these
commitments require your time and energy (and this extends beyond your work and
professional life)

Take 5 minutes to list the commitments in your life.

Personal Commitments: Commitments to relationships (family, partner, friends), pets, etc. that
you devote your time and energy to

Professional Commitments: Commitments relating to work, career, education, money-making

Passion Projects: Hobbies, projects, activities that you devote your time and energy to (for
example, reading, gardening, starting a side hustle, hiking)



Using the framework provided by the Harvard Business Review article “Manage Your Energy, Not Your
Time” by Swartz and McCarthy.

The Body: Physical Energy
Factors: nutrition, exercise, sleep, rest
Impacting: basic energy levels, ability to manage emotions and focusing

Energy Audit
Based on the factors that influence our physical energy, what are some areas where you could
use improvement or increased attention?

Complete a personal evaluation of your routines around
1. Nutrition: Do you eat 3 meals a day? Would you characterize them as being wholesome

meals? Do you feel fulfilled/energized after eating?

2. Exercise: Do you have an exercise routine? If so, what is it like? How frequent is it? (If
not, that is ok--physical labor counts) Walking counts!

3. Sleep: Around how many hours of sleep do you get a night? Do you sleep well, waking
up rested? Do you have a bedtime routine (limiting screen time, winding down)?

4. Rest (meaning rest during the day: taking a break mentally and physically) Do you take
breaks during the day, to recharge your body and mind?

Making Changes
Based on your personal evaluation of your physical energy, it is time to build some rituals or
routines that will help you create balance in this area of your life. What are new routines you
would like to introduce?



Emotions: Quality of Energy
How do you feel at various times throughout the day? Reflect on negative and positive emotions
that you experience.

The Nervous System:
Exploring the states of the nervous system: fight/flight/freeze/fawn mode vs. rest and digest

Tools to influence how we feel
-How can we activate the parasympathetic nervous system, “rest and digest”?

-Could you implement a regular practice into your day to promote positive energy and a calm
nervous system? What might this look like?



The Mind: Focus of Energy

Exploring tools for increasing focus: Being able to focus is an important skill for completing
school work, personal projects, and for any other commitments that we engage with in the future
(college or professional work).

What are things that you do to focus when you have something that needs to be completed?

Focusing Tool Kit:

-Designate a space for focused work

-Minimize distractions (phone on silent, close out tabs, move items that will distract you, have a
water bottle ready, etc.)

-Use the Pomodoro Method (25 minutes focused work, 5 minute break, with a longer break after
4 sessions)

-Prioritize what needs to be done first

-Focus on one task at a time for increased productivity and focus

-Reward yourself when you complete a task! Take a break, move around, do something you
enjoy



Energy of Meaning and Purpose
“To access the energy of the human spirit, people need to clarify priorities and establish
accompanying rituals in three categories: doing what they do best and enjoy most at work;
consciously allocating time and energy to the areas of their lives—work, family, health, service
to others—they deem most important; and living their core values in their daily behaviors.”

Contributing to: a sense of alignment, satisfaction, and well-being in your life

Reflect on the following questions:

Priorities: What are the things/people/commitments that matter the most to you?
Priorities change over time, so of course your current priorities may not be the same as the ones
mentioned (work, family, health, service to others), but take some time to reflect on some things
that feel important to you.

Examples: spending time with your family/friends; spending time in nature; working on a certain
project you feel passionate about; reading; learning a new skill; accomplishing something at
work

Enjoyment: What are day to day things that you enjoy doing? What things seem interesting to
you or at times even “effortless”. Take a day to reflect on this. Noting whenever you do
something that brings you joy.

Examples: enjoying doing collaborative work, research, having freedom to be creative



Core Values: “What are the qualities that you find most off-putting when you see them in
others?” This will help you uncover your core values. Based on your answer to this question,
think about what it might reveal about your values.

Reflection: How aligned do you feel with your work and your commitments? Do they drain you,
or energize you?
(Even work that you enjoy can sometimes be draining, but you should feel some level of
fulfillment with it)


