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Drowning In To-Dos? 
Take Your Life Back. 
If you’re feeling like the work never ends, you’re not alone. Between managing 

responsibilities at home, staying on top of work, and being the go-to person for 

everyone around you, it’s no wonder you’re feeling burnt out. 

This guide is your step-by-step roadmap to reclaiming more hours in your week and 

more balance in your life. And the best part? You don’t have to figure it out alone. 

There are attainable ways to get 

more hours in the day. 
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Not Getting Help Will Cost You 

Not getting help won’t just leave you overwhelmed, it also affects your:

• Mental Health: When your to-do list never seems to end, your mind never truly 

rests. Over time, this chronic stress leads to anxiety and burnout. Self-care takes a 

backseat leading to sleepless nights and being exhausted becomes your default. 

• Relationships: Feeling burnout often leads to irritability which affects your 

relationships. Even when you try to be fully present with them, your mind 

ruminates on what you need to get done. You become emotionally disengaged 

and that leads to distance in your closet relationships. 

• Productivity: If everything is a priority, then nothing is. When you’re constantly 

shifting between home tasks, errands, and work responsibilities, mistakes are 

bound to happen. 

Doing it all comes at a cost, but that doesn’t have to be your reality. Here’s how to 

take control of your life so you’re in the driver’s seat instead of being 

chauffeured by a to-do list.
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1. Identify What’s Draining Your
Energy and Time

“The first step towards change is awareness.” Before you can create more balance in 

your life, it’s essential that you have a full picture of what’s taking up your time and 

energy. Think of all the times you felt exhausted but couldn’t pinpoint the reason 

why or the times you’ve wondered where the day went. You’ll quickly realize what 

you’re carrying when you finally write it all down.

Here are some areas to consider:

• Managing a Never-ending Mental To-do List: You’re the go-to for remembering 

birthdays, grocery lists, and errands.

• Acting as Chief Family Communicator: You’re head honcho when it comes to 

making sure the kids’ permission slips are signed, reminding your partner about 

appointments, and managing all the group communications.
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• Being the Default Calendar Manager: 

You’re responsible for scheduling doctor 

appointments, house repairs, booking 

vacations, planning social events, and 

keeping tabs on everyone in the family.

• Taking on Invisible Household Tasks: 

The toilet paper that needs replacing? 

That’s you. The detergent running low is 

also you and so is making sure the dog 

is fed.

These responsibilities add up quickly, and 

the weight of them can drain your energy 

without you even realizing it. If you’ve ever 

thought, I’m so busy, but I don’t even 

know what I did today, this is why. 

If tracking all of this feels overwhelming, 

start small. A time-tracking app can help 

you spot patterns without adding extra 

mental load. Memtime, for example, 

connects to your computer and 

automatically logs how you’re spending 

your time by reading open tabs and apps. 

Even just a week of tracking can reveal 

surprising trends and help you pinpoint 

what’s really draining your time and 

energy.
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2. Create a Master Responsibility Chart

Now that you’ve identified your responsibilities, it’s time to quantify it with a Master 

Responsibility Chart. Use it to track every task that falls on your plate. Once you've 

listed your tasks, go a step further and note how much time each one takes. 

This will help you: 

• See how much you’re actually doing

• Identify areas where you can delegate, outsource, or simplify

• Make a plan to lighten your load

Use the blank template on the next page to make a list of your own. If you’re familiar 

with Fair Play by Eve Rodsky, you can also download that template for inspiration. 

Doesn’t matter what system you use, the goal is to become aware of where you’re 

spending your time and energy.
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PRO TIP: Don’t just write “cleaning” – break it down into specifics: 

laundry, vacuuming, wiping down counters, scrubbing the shower, etc.

Task Category Tasks Associated Who Handles It? Time Spent Weekly
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Once you’ve completed the exercise, take a moment to reflect: 

1. What tasks take the most time? 

2. What feels the most mentally draining? 

3. Which responsibilities could you delegate or outsource? 

4. What tasks could be shared more fairly among family members or work teams? 

Remember, everyone’s different. Some tasks might fill you with dread, while others 

might be surprisingly enjoyable. But ask yourself: How can I do these tasks 

differently? For example, if you mow the lawn weekly, consider reducing it to every 

other week instead. Or, managing bills: could you batch them up to handle them all 

at once, rather than dealing with them ad-hoc throughout the month?

By making these small shifts, you could maximize productivity by reducing 

interruptions and the constant start-and-stop cycle. 

Next, we’ll explore strategies for making these adjustments and optimizing 

your time.
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3. Simplify Your Day

Doing a major overhaul on your day can feel daunting, so smart small. Simple tweaks 

to your routine can free up time in your week—and those hours do add up. But it’s 

not just about what you delegate, but also what you can stop doing altogether.

Start by asking yourself: What tasks truly need my attention? If something doesn’t 

require your personal touch, it might be time to let it go. 

Here are some easy ways to simplify: 

• Grocery Delivery

• Dog Walking

• Cleaning Services

• Calendar Sharing Apps

• Task & Household Management Apps

• Automatic Bill Pay and Financial Apps 

PRO TIP: Delegating is just the first step in making changes as having to manage 

those tasks can still take up mental space. For example, hiring a dog walker frees up 

time, but don’t forget to factor in “dog walker management” like scheduling, making 

payments, and doing check-ins. These invisible tasks add up quickly so be mindful of 

what you’re truly offloading.

Try Time Blocking

Time blocking is a productivity tool often relegated to professionals, but you can 

apply it to your household responsibilities too. The gist is that you divide your day 

into blocks of time, with each block designated to a particular task. This helps 

prevent multitasking, creates structure, reduces decision fatigue, and lightens your 

mental load. 

Here are some practical examples:

• Saturday Morning: 2-hour deep clean

• Sunday Evening: Meal prep and plan the week ahead

• Daily: Set ‘focus hours’ where you won’t be distracted by interruptions. 

Feel free to turn off your notifications too. 

paseattle.com | +1 (206) 486-2542 | pepper@paseattle.com
10



4. Don’t Be Afraid of Tough 
Conversations

Many people shy away from tough conversations and end up carrying more 

responsibilities than necessary. Saying no, setting boundaries, or redistributing tasks 

might feel uncomfortable at first, but it’s essential for creating balance and avoiding 

burnout. 

Here’s how you can approach it: 

• Use the Master Responsibility Chart as a Starting Point: Seeing everything 

written down helps highlight the 

imbalance in a clear, non-accusatory way. 

• Make the Invisible Visible: Many people 

don’t realize how much extra work one 

person takes on until it’s spelled out. 

Highlight tasks that go unnoticed. 

• Create a Non-judgmental Space: It’s not 

about blaming, but about having a 

conversation where everyone feels 

understood and seen. This can be 

scheduled check-ins where you review 

what can be adjusted and where things 

are running smoothly. 

PRO TIP: The Fair Play Cards is a helpful 

tool in assigning and rebalancing 

household tasks fairly.
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5. Build a Plan for Outsourcing

Feeling out of balance isn’t just about poor time management but a sign that you’re 

carrying too much on your own. The real solution that will make the most 

difference? Offloading responsibilities and creating space for yourself. Imagine what 

you could do with 25 extra hours every week. 

That extra time isn’t just for catching up on work either. It’s to ensure that you’re 

filling your own cup, something that often gets overlooked. While you might handle 

stress in the short term, running on empty every day will eventually wear you down 

and lead to burnout. So, think about what recharges you: exercise, a monthly 

massage, brunch with friends, or simply quiet reading time. Outsourcing isn’t just 

about productivity; it’s about making space for the things that help you thrive. 

That’s where Pepper’s Personal Assistants come in. We’re more than just simple 

task-doers. We’re here to be your partner in getting things done and creating space 

for what matters most. You can think of us as an extension of your team, ready to 

deliver 1:1 support that’s proactive, efficient, and always tailored to your needs. 

You get the best of both words: the reliability of a done-for-you service with 

personalized attention, with all the accountability of an in-house team, but minus 

having to oversee every detail.
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A great support system should be:

• Trustworthy and Proactive: Our assistants 

anticipate your needs before you even have to 

ask, whether it’s reminding you of an important 

anniversary or booking a restaurant for that 

long-overdue date night.

• Personalized to Your Lifestyle and Priorities: 

Support isn’t one-size-fits-all. We take the time 

to understand your unique responsibilities, 

routines, and preferences, ensuring that every 

task is handled exactly the way you need it.

• Reliable & Consistent: True peace of mind 

comes from knowing things will get done 

correctly, on time, and without stress. Our 

assistants bring structure and dependability 

into your life, so you can focus on what really 

matters.

Here’s Pepper’s Personal Assistants can handle: 

1. Coordinating With Service Providers and 

Vendors: Our personal assistants will book 

appointments, arrange for a service provider, or 

accept packages. 

2. Managing Family Logistics: From managing 

scheduling kids' activities, arranging transportation, and 

coordinating with babysitters, to taking care of grocery shopping 

and meal planning, we’ll alleviate the strain of balancing family needs 

with professional commitments. 

3. Supporting Wellness and Self-Care: Let us take on errands and other routine 

responsibilities so you can dedicate more time to your personal wellness.

It’s time to stop feeling overwhelmed and start focusing on what matters most. 

Let us lighten your load so you can get back to living.
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Pepper's Personal Assistants is Seattle's top

executive-caliber personal assistant agency.

 

How can we support you? 

Reach Out

+1 (206) 486-2542

pepper@paseattle.com

paseattle.com

Follow Us

Facebook

LinkedIn


