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L U N C H  B R E A K

T A K E  A  3 0  M I N U T E  M E N T A L  H E A L T H  B R E A K

M A K E  T I M E  F O R  S K I L L S  D E V E L O P M E N T  ( 3 0  M I N  W E B I N A R ,

T U T O R I A L  O R  O N L I N E  C O U R S E )

S C H E D U L E  M E E T I N G S  O F  A L L  T Y P E S  ( 1 : 1 ,  F O C U S  G R O U P S ,

I N T E R V I E W S )  

L E A V E  Y O U R S E L F  A  B L O C K  O F  T I M E  T H A T  I S  M E E T I N G - F R E E  T O

A C C O M P L I S H  T A S K S  R E L A T E D  T O  Y O U R  W O R K  P L A N

R E V I E W   Y O U R  T O - D O  L I S T ,  M A K E  A D J U S T M E N T S  A N D  W R A P - U P

Y O U R  W O R K  F O R  T H E  D A Y

C A T C H  U P  O N  E M A I L S ,  R E V I E W  T A S K S / S E T  G O A L S  F O R  T H E  D A Y

Don't eat lunch at your

workstation if you can help
it, get a change of scenery!

If you're more productive
in the mornings, switch up

when you schedule

meetings with when you

accomplish tasks
Set boundaries between

work and personal time
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