
The majority of candidates we speak to are in search of a job that gives them the perfect 
balance between their work and home life. But what can candidates do to help achieve the 
perfect work/life balance? 

If you are struggling to find a balance that works for you, or simply want to improve on what you 
already have, you should consider the following points.

A guide to 
achieving the perfect 
work/life balance for you

 
   Stop wasting your time: create a list of  

tasks that you need to complete and rank them in 
order of importance to ensure you are not wasting 
time on projects that are not a priority.  

   Plan your day: spend less time procrastinating 
and try and plan out what you want to achieve 
each day in advance. This should help keep you 
focused on the task at hand.  

   Make time for yourself: even when you are busy 
it is important to make time for yourself. Utilise 
your free time to do something productive like 
exercise or meditation to ensure you do not burn 
out. 

   Use your Outlook calendar: think about planning 
our your day in your Outlook calendar. Set 
reminders so you do not forget important tasks 
and block out a time for going out to lunch. This 
will help you keep on top of your workload and 
also ensure you take vital time away from your 
desk. 

  Utilise technology where possible: if you have an 
important meeting to attend offsite but are short 
on time, think about using video conferencing 
or doing the meeting over the phone. Utilising 
technology to save time can really help. 

Manage your timeManage your workload
   Do not take on more work than you can  

handle: there are only 24 hours in each day, 
so do not worry if you are not able to complete 
everything. If you feel like you are struggling, 
manage expectations and ask for help. 

  Avoid taking too much work home: taking huge 
amounts of work home will have an impact on your 
work/life balance, so it should be avoided where 
possible. If you feel like you have too much on, 
speak to your manager or someone who may be 
able to help relieve some of the pressure.

  Set and agree realistic deadlines: make sure to 
agree and set realistic timeframes for completing 
any projects. Think about any other projects that 
are running at the same time, and ensure you 
are not stretching yourself too much to get things 
completed at the same time. This will also ensure 
that you are working to the best of your ability, and 
not stressing or worrying over your workload.

  Know your own body (and mind): are you a 
morning person or do you work better in the 
afternoon? Whatever way you like to work, manage 
your day so that you are as productive as you can 
be. 

  Clean your workspace: a dirty workstation can be 
a major distraction. Make sure the area where you 
are working is organised. This way you will be able 
to find everything with ease.



Always remember to...

Make sure you are happy working where you  
are: it is important to make sure the place you are 
working is right for you. If you are not happy and are 
constantly feeling stressed, you may want to start 
looking for a job that offers you the work/life balance 
you need. 
 
If you are still struggling to find the right work/
life balance for you, why not talk to one of our 
experienced Consultants? They will be able to take 
your personal requirements into consideration and 
search for jobs within companies that match your 
aims and needs. 
 
Alternatively, you can find more help on securing your 
next dream job in our Candidate Resources section 
 
www.sellickpartnership.co.uk/candidates/candidate-
resources
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Get the right balance for you 
 
   Learn how to say no: if you make yourself  

available 24/7 you will likely be overloaded with 
work so it is important to harness the power of 
saying no. There is no need to be rude, simply 
manage expectations and offer solutions where 
you can. 

   Switch off and leave work at work: give yourself 
some time away from your laptop and mobile 
phone. 

   Make sure you know what balance is right for 
you: work/life balance means different things to 
different people, and only you can decide what the 
perfect balance is for you and your family.

What next?
Take a look at the rest of our candidate  
resources section. We have tips on everything from 
your personal brand to interview tips. Alternatively, 
you can get in touch with one of our expert team 
for more advice on achieving a work/life balance by 
calling:

East Midlands| 01332 542580

Leeds | 0113 243 9775

Liverpool | 0151 224 1480

London| 0203 741 8189

Manchester | 0161 834 1642 

Newcastle| 0191 261 8585

West Midlands| 01782 572 700
 

Extra advice 
 
   Get involved in company events: company 

events are a great way to relax and unwind away 
from the day-to-day stresses of the office. Whether 
they are in the evening, or during work hours, 
getting away and socialising with colleagues can be 
a great way to strengthen relationships and boost 
your morale. 

   Use all of your annual leave: too many 
employees fail to take their annual leave because 
they think they are too busy. It is important to take 
time off, so you should endeavour to take all your 
annual leave within the allocated timeframe. 

   Prioritise your health over work: your physical, 
emotional and mental health should be your main 
concern. Overworking yourself can prevent you 
from getting better, possibly causing you to take 
more days off in the future.


