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What is Mindfulness?

Mind Full, or Mindful?

Benefits of Mindfulness

1
Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
www.hopeforleaders.com
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In this state of Mindfulness we... m &

Notes:
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Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
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Fundamental Skills of a Mindful Person

* Focus

Clarity

Creativity

* Compassion

5 Behaviors of Mindful People

1. Remain completely focused when people talk to them.
2. Make thoughtful decisions.
3. Delegate or outsource.

4. Sleep well at night.

5. Have a regular meditation practice.
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Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
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How Can | Live Mindfully?
8 Daily Practices 6

Take a moment with your calendar W ¢ :5‘
Stop multi-tasking

Try an outside-in approach

Try body scanning

Express gratitude

Cultivate kindness and compassion

See opportunities where others see problems
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Always be listening

Notes:
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Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
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Are you managing your time or is it managing you?

Learning how to effectively manage your time is becoming more important, but often
also more difficult, in modern technical go-go societies. This method can help you
assess how well you are managing your time. It also offers suggestions to improve your
time management skills, which can increase your efficiency and productivity.

First, assess your current time management skills. Then, practice prioritizing,
delegating, eliminating distractions, and saying “no.”

Choose a typical day and track, in fifteen-minute intervals, how you spend your time. An
easy way to do this is to create a little form, using a spreadsheet, in which each row is a
fifteen-minute interval (e.g., 7:00 am, 7:15, 7:30, 7:45, 8:00, etc.) and each column is a
different type of activity (e.g., sleep, shower, breakfast, commute, work, kids, dinner,
TV, reading, emails).

Then add up the time spent in each category. If possible, do this exercise for more than
one day, and then average across all the days you track. Review the results and draw
your own conclusions about how spend your time.

Practice prioritizing tasks by breaking them down into 3 groups:
1. Those that need to be finished today.
2. Those that need to be done within a day or two, but not necessarily today.
3. Those that need to be done farther out in the future.

Tips for Time Management:
e Make a schedule for your daily activities. Each morning write your to-do list for
the day in order of priority. Once you have made this list, really try to DO your top
priority items.

e Delegate. Keep looking for any tasks that can be appropriately delegated or
outsourced to others. For example, ask for needed support at work, or insist that
your kids (if you have them) help around the house.

¢ Identify and eliminate distractions and timewasters. Look for any
unnecessary activities that drain your time or distract you. These could include
staying up late watching TV and feeling drowsy the next day or getting sucked
into the conflicts of others that truly don’t need to concern you.
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Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
www.hopeforleaders.com
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e Learn to say “no.” An important aspect of time management is knowing how
much you can realistically get done. After scheduling your daily tasks, be wary of
agreeing to do additional work for others if you know that it will postpone your
original plans. While saying “no” can initially seem difficult, it often becomes
easier with time, and you will be rewarded by completing more of your to-do list.

e Avoid perfectionism. Some people waste significant amounts of time trying to
do a task “perfectly.” If this sounds familiar, practice setting time limits to each
task you do, and work with tolerating the possibility that it might not be perfect.

e Just do it. Avoid procrastinating the tasks you dread by spending at least 10-15
minutes on one of them each day.

Notes:
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Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
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Your GAME Plan for Living Mindfully

Goal: Actions:

What is one goal that you would like to What actions will you take to achieve that
set to live more mindfully? goal?

Monitoring: Evaluation:

How will you monitor your actions to How will you evaluate to determine if you
determine if you are making progress? have successfully achieved your goal?
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Be mindful of how you treat people. Be mindful of how you handle things. Be mindful of your intentions.
Be. Mindful. Live. Mindful.
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