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Stress noun
/'stres/

(1) a state of mental tension and
worry caused by problems in
your life, work, etc.

(2) something that causes strong
feelings of worry or anxiety

workbook: page 1
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Are you stressed?

workbook: page 1

Perceived Stress Scale (PSS)
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What causes you stress?

workbook: page 1

workbook: page 1
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What are your
physical, emotional,
or behavioral
symptoms of stress?

workbook: page 1

I’'m so tir
__— so tired

I’'m not making

a difference \

~— | just don’t
care anymore
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“Stress is not what
happens to us.

It's our response to
what happens —

and response is
something we can
choose.”

— Maureen Killoran
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Circle of Control
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What are effective
stress management
techniques?

workbook: page 2
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Progressive Muscle Relaxation
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e What are your time wasters?
e What are your high priority tasks?

e How could you better manage
your time?

Conduct a Time Audit

19

Lack of priorities
Lack of planning
Disorganization
Procrastination
Interruptions

Distractions
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e How could
your time?

e What are your time wasters?

e What are your high priority tasks?

Conduct a Time Audit

you better manage
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Your most important
tasks are those that
can have the most
serious
consequences

(positive or
negative) on your
life or work.

— Brian Tracy
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e What arey
e Whatarey

e How could
your time?

Conduct a Time Audit

our time wasters?
our high priority tasks?

you better manage
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Select one thing

Time yourself

Ignore everything else
No breaks

Give yourself a reward
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workbook: page 4
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Reduce time spent checking email
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* @ction Setup Folders

*IFollowup!
*CC
*MyMgr
*Client

*ABC Client
*XYZ Client

*Projects
*123 Project
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Schedule Tasks on Your Calendar
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