



3 Steps to Reduce Overcommitment 

High performers love stepping up to a challenge. So do you need to step up to every challenge asked of 
you? Learn how you can shake that overwhelmed feeling and reduce over-committing yourself. 

Grab a scratch piece of paper, and let's get started. By following the steps below, you'll be equipped 
with the skill to better manage requests before they overload you. 

You'll often hear people advise to "just say no" to new requests on your time. This doesn't always work 
because you don't want to disappoint others. Instead, using this method will help you stay on track with 
overcommitment. The next time a request comes in that you don't have the time for, you have a better 
explanation such as "I'd love to help, but I'm making "X" a priority in my life right now. Maybe I can 
suggest you speak with Rachel, who would love the chance to help you." 

To your transformation, 

Jessica Manca, Certified Executive Coach  
Managing Mindspaces 

1. List the active roles in your life. You could be an employee, a mother/father, 
a board member, a volunteer, and more. Now, define what it means to be 
"balanced." Does it mean more time with family? Training for a marathon? Peace 
of mind? Visualize what's missing in your life due to overcommitting yourself.

2. Prioritize the roles. Which roles should you continue to invest in and which 
ones dominate your time and energy that need to be let go? Does the new list 
support your goal for "balance?"

3. Mentally check-in with your prioritized list anytime you are asked to do 
something new. If a request doesn't fall into a priority role that you've agreed to 
take on, suggest to the person an alternative solution. Maybe you can commit to 
act as an advisor, rather than a doer? Maybe you need to pause before 
responding right on the spot?
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Have a specific question about work life balance? You can reach me via email at 
jessica@managingmindspaces.com.
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