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your life connected to your life purpose. 
Imagine a juggler juggling balls, some 
of which are made of glass. If he drops 
the other balls, they can be picked up 
again, but the glass balls will break 
and be destroyed. What, in your life, is 
represented by the glass balls? Be clear 
about these vital, irreplaceable parts of 
your life, including your relationship with 
God, your life purpose, your family and 
your health.  

Say No
To avoid getting overwhelmed, create 
boundaries with people and no longer try 
to please everyone by saying ‘Yes’ to all 
requests in an effort to be the nice guy. 
Evaluate requests based on your purpose 
and priorities and only say, ‘Yes’ if you 
mean it. �is will earn you respect and 
help you focus on developing your life 
and living your purpose instead of blindly 
following other people’s agendas.

Clear the Clutter
One of the biggest contributors to a 
brooding sense of overwhelm is clutter. As 
we go through life, we accumulate things 
- furniture, appliances, clothes, shoes, 
books, magazines and paper. Our virtual 
world is no different – our phones, tablets 
and computers are usually teeming with 
messages, files, folders, videos, games and 
apps that we no longer use. Aggressively 
and decisively organize your living, work 
and virtual space – and keep it that way. 
Sell or give away your stuff. 

If you need to keep your paper, create files 
and folders for them. Delete unnecessary 
files, folders and apps. Organize your 
photos and videos. Become a minimalist – 
keep only what is necessary to effectively 
function in your life now. �e Japanese 
5-S work-place organization method 
tells us how to do this: Sort (Seiri), Set in 
Order (Seiton), Sweep or Shine (Seiso), 
Standardize (Seiketsu), and Sustain 
(Shitsuke). �ese steps will help you 
create and maintain order so that clutter 
does not build up again. 

Compartmentalize your life 
We sometimes get overwhelmed trying 
to do it all. A participant in a recent 
business women’s forum shared about 
using a wheel to section out her life, so 
that there are dedicated times for work, 
reading (minimum 10 minutes a day, but 
still), her husband, taking care of her 

household, exercise and so on. 

She used to struggle to finish even one 
book a year, and just by consistently 
reading for 10 minutes a day on her new 
plan, she has been able to read over 6 
books since 2017. Chunking your life and 
consistently working on the sections will 
help you accomplish more without feeling 
overwhelmed.

Become a Planner
�e Bible says that without a vision a 
people perish. Have you written your vision 
for your life? Have you set milestones for 
the next 3 years? Do you know what you 
need to accomplish in 2018 towards your 
vision? Regular planning gives you clarity 

on where you are now, where you want to 
go, and how you will get there. 

Paul Meyers, master salesman and writer, 
encourages people to plan, saying, “Plan 
your progress carefully; hour-by-hour, 
day-by-day, month-by-month. Organized 
activity and maintained enthusiasm are 
the wellsprings of your power.” As you 
plan, be realistic in your scheduling so 
that you don’t end up discouraged because 
of doing less than you had planned. 

Act NOW and Review 
Regularly
Without exception, truly successful 
people are planners – and actioners. �ere 
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is no room in their life for procrastination. 
�ey are disciplined in doing first things 
first. Every day. Unless it’s your job, 
social media can wait until later in the 
day. Creatives often find routine boring, 
but this is what will help you get on top 
of things. Start on your priorities early 
in the day and systematically work at 
them until you clear them. Avoid getting 
distracted as this will needlessly delay 
your achievement. 

Completing tasks will give you a sense 
of satisfaction and keep you motivated as 
you minimize overwhelm. Review your 
plan regularly to assess your progress 
and fine-tune it. During your review, 
close out each day, week, month, quarter, 
year, celebrate your successes, learn your 
lessons and make plans for the next 
period – it’s a cycle.              

Delegate
Stop trying to do everything yourself. 
Enlist help sooner, rather than later. 
Resist thoughts that you are the only 
one who can do a task to the standard 
required. You’re not. Most leaders don’t 
delegate enough and by delegating you 
enhance your leadership and grow your 

people, while freeing yourself to focus on 
tasks that require your personal attention. 
Decide early what needs to be delegated 
and meet early with your delegatee. 
Regularly have check-ins with your 
delegatee to monitor progress and avoid 
last-minute surprises, which increase your 
sense of overwhelm. 

Chill Out
Despite all the rigors of discipline and 
taking action, we owe it to ourselves to 
regularly slow down and re-charge our 
batteries. Intentionally and proactively 
create time to fill your tank, connecting 
with yourself through scheduling daily 
mini-vacations that you use to read, reflect, 
take walks, pray, listen to music, savor a 
meal or simply enjoy a cup of tea, coffee 
or other beverage for 15-20 minutes a day.

Take longer periodic breaks as well. Each 
week do something special – watch a 
good movie, connect with positive friends, 
family or your significant other and from 
time to time escape from the city to a 
totally different environment – not to 
farm or build a house, but to really rest. 
Doing so does not have to be expensive, 
but it will serve you in the long run, in 

terms of helping you recuperate before 
getting back into work-mode. 
We arrive on earth alone. Due to the 
pressure of time, and trying to meet 
our own and others’ expectations, we 
sometimes find ourselves overwhelmed 
and stuck, unable to operate effectively. 
Getting out of overwhelm takes a simple 
decision followed by focused, intentional 
actions. 

Use the ideas shared to understand why 
you are overwhelmed and take the right 
actions to deal with it. Remember to 
remain consistent, and within a short time, 
you will find yourself on top of things, 
earning the respect of others, and liking 
yourself so much better. All the best!
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