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Lesson 2.3 Summary 

 

Help students understand how to balance career demands with personal life.  

 

Lesson 2.3 Objectives 

 

1. Inform students how to avoid distractions in a professional environment. 

2. Help students understand balancing personal and professional life. 

3. Have students understand ability to prioritize important over urgent matters. 

4. Have students demonstrate and apply all methods of balancing professional life. 

 

Lesson 2.3 Resources 

 

1. PowerPoint 2.3: Punching the Clock 

 

Lesson 2.3 Instructor Self-Reflection 

 

1. How do you prioritize the important matters in your personal and professional 

life? 

2. Who do you know that has a difficult time balancing their life with their career 

and what affects have resulted? 

3. How have you used the listed methods to achieve the difficult projects at work? 

 

Lesson 1.3 In-Class Activities 

 

 Capture Student Attention: 

 

From Chapter 2.3, ask the students to think of some one who has a 

successful career requiring up to 80 hour work weeks. How much time do 

you think they have to spend with their family? How would it feel to be a 

member of their family and rarely see your parent or spouse? What would 

be the pros and cons of having a similar career?     

 

 Outline for Lecture: 

 

1. Teach students how to correctly mix personal master schedules and 

professional master schedules 

2. Define and give examples of each method to staying focused and 

accomplishing tasks at work 

3. Share personal experiences of balancing career and personal life 
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Terminal Learning Activities 

 

1. Have the students write an office scenario which would need to 

involve one listed method of achieving tasks. Have them write why 

they think it would work best and how they would use it. 

2. Have paired up students pick a profession. Paired students should 

brainstorm and list obstacles that would be involved in completing the 

tasks for that career and ways they will get through them.  

3. Employing the 43 Folders method, have the students create a dated 

folder system, remembering to list listing important dates such as 

appointments, anniversaries, and dates of due bills.  


