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Balancing Act: A Leader’s Guide
to Juggling Responsibilities

By Keshia Allen Horner, Founder and Principal, Mariposa Analytics

Hey there, fellow leader! Let’s face it - leading a team can sometimes feel like you’re spinning a dozen plates
while riding a unicycle. But don’t worry, I've got some tips to help you keep those plates spinning (and maybe
even enjoy the ride).

Set your priorities. Ever feel like everything’s urgent? Here’s a trick: at the start of each week, pick your top
three priorities. These should be the big-ticket items that’ll really move the needle on your goals. Then, dedicate
the first hour of each day to tackling these priorities. It’s amazing what you can accomplish before the daily
whirlwind begins!

Share the load. Remember, you’re not a superhero (even if your team thinks you are). Delegation isn’t just about
lightening your load - it's about helping your team grow. Got a project that could help someone develop new
skills? Hand it over! You’ll be amazed at what

your team can do when given the chance.

Get specific. Vague goals are about as useful as a chocolate teapot. Instead, try setting SMART goals - Specific,
Measurable, Achievable, Relevant, and Time-bound. Want to boost team productivity by 10% this quarter? Great!
Now break that down into monthly and weekly targets. It’s like having a roadmap for success.

Recognize the power of “no.” Saying “no” can feel awkward, but it's a superpower in disguise. When asked to
join a project that doesn’t align with your goals, politely decline. Explain your current focus and maybe suggest
someone else who’d benefit from the opportunity. Remember, every “yes” to
something unimportant is a “no” to something that matters.

Time is your friend. Ever heard of time-blocking? It’s like Tetris for your
calendar. Block out chunks of time for different activities - including breaks! Try
reserving your mornings for deep work and afternoons for meetings. And don’t

forget to schedule in some “me time” - your brain TIME HACK

will thank you! Try the “Power Hour”:
Dedicate the first 60

Create a productivity oasis. We all have that one coworker who loves to chat minutes of your day to

(you know who you are, Steve). Create a distraction-free zone for yourself. your most important task.

Maybe it's a quiet corner of the office, or a “do not disturb” sign on your desk. You’'ll be amazed at how

Whatever works for you, use it to carve out focus time for those brain-intensive much you can

tasks. accomplish before the
daily chaos begins!
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Tech to the rescue! There’s an app for everything these days, so why not use
them? Tools like Trello or Asana can help keep your team aligned and on track.
Plus, they reduce the need for those endless “quick update” meetings. Win-
THE ART OF win!

SAYING NO

Take care of you. You can’t pour from an empty cup, right? Make sure to
schedule regular breaks, get moving, and do things you enjoy. Try taking a
10-minute breather every 90 minutes. Stand up, stretch, maybe do a quick lap
around the office. Encourage your team to do the same - you’ll all feel better

Remember: Every “yes”
to an unimportant task is
a “no” to something that

truly matters. Protect for it!
your priorities!

Learn and grow. No one has all the answers (shocking, | know). Set up regular
chats with a mentor or peer to bounce ideas around. And don’t forget to ask
your team for feedback - they might have insights you’ve never considered.

Adapt and overcome. What worked last quarter might not work this quarter. Take time every few months to
review your approach. What’s working? What’s not? Don’t be afraid to shake things up if something’s not
clicking.

Work smarter, not harder. For those tasks you do over and over, create a playbook. Standard operating
procedures might sound boring, but they’re a lifesaver for things like onboarding new team members or
preparing reports. It’s like giving your future self a helping hand.

Celebrate good times. Don’t wait for the big wins to celebrate. Acknowledge the small victories too! Maybe start
a weekly “wins” meeting where everyone shares their accomplishments. It’s a great morale booster and keeps
everyone motivated.

Remember, it’s a team effort. You're a leader not a dictator. Encourage open dialogue in your team meetings.
Ask for input, consider different perspectives. When your team feels valued and heard, amazing things can
happen.

Never stop learning. The world is always changing, so keep learning! Set aside time each month for
professional development. Attend a webinar, read an industry journal, or take an online course. Then, share what
you've learned with your team. Knowledge is power, after all!
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Build a growth-minded team. Let’s face it, nobody’s perfect right out of the
gate. The key is to keep getting better, day by day. Create an environment
where your team feels comfortable giving and receiving feedback. It's not
about criticism; it’s about helping each other improve. Try holding a regular
“what did we learn?” sessions after completing projects. It's a chance for
everyone to share their insights - what worked well, what could have gone
smoother, and how you might tackle similar challenges in the future.

Remember, it’s not about being the best; it's about being better than you were
yesterday. Encourage your team to embrace this mindset, and watch how it
transforms your workplace into a hub of innovation and progress.

By balancing your responsibilities and taking care of yourself, you’re setting
everyone up for success. So take a deep breath, use these strategies, and
lead on!
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GROWTH MINDSET

It’s not about being the

best; it’s about being
better than yesterday.
Encourage your team to
embrace this mindset
and watch innovation
flourish!
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