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·  How to say no to help achieve occupational balance
It is difficult when we are wanting to learn and progress in our careers to say no to opportunities that arise (these are opportunities that are over and above the daily core tasks that we are contractually required to deliver for our jobs). Completing the activities within the Achieving my Career Aspirations section of the EACHOT will provide you with a focus of what opportunities are going to be important for you to focus on and will help on paper to determine what you should say yes and no to. But it is easier said than done! However, it does highlight the importance of a clear focus for your career to be able to take control and have agency to say no confidently to some opportunities, without the “fear” of missing out. 
This website provides some useful hints and tips on how to say now professionally.
https://asana.com/resources/how-to-say-no-professionally It also introduces the Eisenhower matrix (Covey, 1989) which is a really useful tool to help compartmentalise career progression opportunities that arise, to help you establish what you say yes to, yes but delay, delegate or say no to.

Adaptation of the Eisenhower matrix for career progression opportunities
	Opportunities for my career progression
	Urgent
	Not Urgent

	Important
	YES
Opportunities that are critical and urgent for your career progression – say yes now!
	YES, BUT DELAY
Opportunities that are critical but not for your career progression – say yes but agree to schedule for a later date.

	Not important
	DELEGATE
Opportunities that are not critical or urgent for you to do for your career progression but could help others in their career progression – delegate now!
	NO
Opportunities that may distract you from your career progression and do not add any measurable value to your career progression – say no now - dump!



ACTIVITY: Complete your own Eisenhower Matrix below – what opportunities are there for your career progression and should you say yes, no, delay or delegate?
	Opportunities for my career progression
	Urgent
	Not Urgent

	Important
	

Yes



	Yes, but delay


	Not important
	


Delegate



	No - dump



Reflection: How will you learn to delegate and dump to free you up to work on what you need to?
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