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A Guide to Avoid Burnout for Busy Executives

This is a Personal Checklist put together by executive coach Volker: Identifying Burnout

As an executive, the demands of your role can often lead to high levels of stress. These can,

if not managed properly, result in burnout. Below are also 100 ways of how to avoid burnout.

Check it out and get in touch with any questions, contact details in the footer.

Use this checklist to help identify early signs of burnout
and take proactive steps to address it:

Physical Symptoms

1. Chronic Fatigue: Are you constantly feeling tired, even after a full night’s sleep?

2. Frequent Headaches or Muscle Pain: Have you been experiencing more

headaches, back pain, or neck tension than usual?

3. Sleep Problems: Are you having trouble falling asleep, staying asleep, or feeling

rested when you wake up?

4. Appetite Changes: Have you noticed changes in your appetite, such as overeating

or loss of appetite?

Emotional Signs

5. Increased Irritability: Do you find yourself becoming easily frustrated or irritable

over minor issues?

6. Sense of Detachment: Are you feeling disconnected from your work, colleagues,

or even your family?

7. Loss of Motivation: Do you lack enthusiasm for projects that you used to enjoy?
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8. Feeling Overwhelmed: Do you often feel like you can’t keep up with the demands

of your job?

Cognitive Symptoms

9. Difficulty Concentrating: Are you having trouble focusing on tasks or making

decisions?

10. Forgetfulness: Have you been forgetting appointments, deadlines, or important

details more frequently?

11. Negative Outlook: Are you feeling increasingly pessimistic or cynical about your

work or personal life?

12. Procrastination: Are you finding yourself putting off tasks or avoiding

responsibilities?

Behavioural Changes

13. Increased Absenteeism: Have you been taking more sick days or finding excuses

to avoid work?

14.Withdrawing from Responsibilities: Are you pulling back from team activities,

meetings, or leadership roles?

15. Using Substances to Cope: Have you been relying more on alcohol, caffeine, or

other substances to get through the day?

16. Neglecting Self-Care: Are you skipping meals, exercise, or other self-care

routines that you used to prioritise?

Work-Related Symptoms

17. Decline in Performance: Have you noticed a drop in the quality or quantity of your

work?

18. Conflict with Colleagues: Are you experiencing more conflicts or tensions with

coworkers or team members?

19. Feeling Ineffective: Do you feel like your efforts at work aren’t making a

difference or aren’t being recognized?

20. Reduced Job Satisfaction: Are you finding less joy or fulfilment in your work than

you once did?
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What to Do if You Identify Burnout Signs:

1. Acknowledge It: Recognise that you’re experiencing signs of burnout and that it’s

okay to feel this way. Burnout is a common response to prolonged stress.

2. Talk to Someone: Reach out to a trusted colleague, mentor, or coach to discuss

how you’re feeling. Sometimes just talking about it can provide relief.

3. Set Boundaries: Re-evaluate your workload and set clear boundaries to protect

your personal time. It’s important to recharge.

4. Take Breaks:Make sure you’re taking regular breaks throughout the day. Even a

short walk or a few minutes of deep breathing can help.

5. Prioritise Self-Care: Focus on getting enough sleep, eating well, and engaging in

physical activities that you enjoy.

6. Seek Professional Help: If the signs of burnout persist, consider seeking help

from a professional coach, counsellor, or therapist.

Burnout doesn’t mean you’re failing—it’s a sign that it’s time to take care of yourself.
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100 Ideas to Avoid Burnout for Busy Executives

1. Practice Mindfulness: Spend a few minutes each day focusing on your breath to

help reduce stress and clear your mind.

2. Take Regular Breaks: Step away from your work every hour to stretch, walk, or

simply breathe.

3. Prioritise Sleep: Ensure you get 7-8 hours of quality sleep each night to help your

body and mind recover.

4. Set Boundaries: Define clear work hours and stick to them. Don’t take work calls

or emails outside of these hours.

5. Delegate Tasks: Delegate tasks to your team to lighten your workload and

empower others.

6. Say No: Learn to say no to additional tasks that will overburden you.

7. Exercise Regularly: Engage in physical activities like jogging, yoga, or even

walking to relieve stress.

8. Stay Hydrated: Drink plenty of water throughout the day to keep your mind and

body functioning well.

9. Healthy Diet: Eat a balanced diet rich in fruits, vegetables, lean proteins, and

whole grains.

10. Digital Detox: Schedule time each day to disconnect from technology—turn off

your phone, laptop, and other devices.

11. Plan Vacation Time: Take regular vacations to recharge and avoid burnout.

12. Practice Gratitude:Write down three things you’re grateful for each day to

maintain a positive mindset.

13. Time Management: Use tools like the Pomodoro Technique to manage your time

effectively.

14. Seek Professional Help: Don’t hesitate to consult a therapist or counsellor if

you’re feeling overwhelmed.

15. Connect with Nature: Spend time outdoors to relax and gain a fresh perspective.

16.Meditate: Use meditation apps or guided meditations to help calm your mind.

17. Pursue Hobbies: Engage in activities outside of work that you enjoy, such as

painting, cooking, or reading.

Contact Volker on LinkedIn or follow on Instagram, email or text me +44 (0) 7824 189 739

https://www.linkedin.com/in/ballueder
https://www.instagram.com/ballueder


Ob
na
tus

18. Set Realistic Goals: Set achievable daily and weekly goals to avoid feeling

overwhelmed.

19.Work-Life Balance:Make time for family and friends, ensuring work doesn’t

consume your personal life.

20. Practice Self-Compassion: Be kind to yourself and avoid self-criticism.

21. Laugh Often:Watch a funny movie or comedy show to relieve stress.

22. Take Short Naps: A 20-minute power nap can boost your energy and

concentration.

23. Focus on One Task: Avoid multitasking; concentrate on one task at a time for

better productivity.

24. Use a Planner: Plan your day or week in advance to manage tasks effectively.

25. Avoid Perfectionism: Accept that not everything will be perfect, and that’s okay.

26. Listen to Music: Play calming music to relax or energetic music to boost your

mood.

27. Avoid Caffeine After 2 PM: Reduce caffeine intake later in the day to improve

sleep quality.

28. Journal:Write down your thoughts and feelings to clear your mind.

29. Practise Deep Breathing: Take deep breaths to calm your nervous system.

30. Limit Alcohol Consumption: Too much alcohol can negatively impact sleep and

mood.

31. Volunteer: Helping others can provide a sense of purpose and reduce stress.

32. Limit Meetings: Schedule only essential meetings and keep them concise.

33. Use Stress Balls: Keep a stress ball at your desk to relieve tension.

34. Stretch Regularly: Incorporate stretching into your day to relieve muscle tension.

35. Focus on Solutions:When faced with problems, concentrate on finding solutions

rather than dwelling on the issues.

36. Learn Something New: Engage your mind with new challenges outside of work.

37. Create a Support Network: Surround yourself with supportive colleagues, friends,

and family.

38. Practise Positive Affirmations: Repeat positive statements to yourself to stay

motivated and reduce stress.

39. Set Aside Quiet Time: Allocate time each day for silence and reflection.

40. Keep Your Workspace Organised: A tidy workspace can reduce stress and

increase productivity.
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41. Break Tasks into Smaller Steps: Divide large tasks into manageable steps to

avoid feeling overwhelmed.

42. Schedule Downtime: Include time in your schedule to do nothing and just relax.

43. Stay Connected: Regularly connect with loved ones to share how you’re feeling.

44. Read Inspirational Books: Read books that motivate and inspire you.

45. Take a Warm Bath: Use bath time to relax your muscles and mind.

46.Watch a Documentary: Take your mind off work by learning about new topics

through documentaries.

47. Use Essential Oils: Scents like lavender and chamomile can help reduce stress.

48. Practice Yoga: Engage in yoga to combine physical exercise with mindfulness.

49. Avoid Negative People: Surround yourself with positive, supportive people.

50. Create a Vision Board: Visualise your goals and aspirations to stay focused and

motivated.

51. Limit Social Media: Reduce time spent on social media to avoid unnecessary

stress.

52. Celebrate Small Wins: Acknowledge and celebrate your accomplishments, no

matter how small.

53. Set Personal Boundaries:Make sure you’re not overextending yourself to please

others.

54. Use Humour: Don’t be afraid to laugh at yourself and find humor in daily

situations.

55. Take Walks: A short walk during breaks can refresh your mind.

56. Drink Herbal Tea: Choose calming teas like chamomile or peppermint.

57. Plan Ahead: Prepare for the next day the night before to reduce morning stress.

58. Find a Mentor: Seek guidance from someone who can offer advice and support.

59. Set Priorities: Focus on what’s truly important and let go of less critical tasks.

60. Listen to Podcasts: Find motivational or educational podcasts to inspire you.

61. Engage in Creative Activities: Try painting, drawing, or other creative outlets.

62. Practice Tai Chi: This gentle martial art can help with relaxation and mindfulness.

63. Limit News Consumption: Too much negative news can increase stress levels.

64. Practice Progressive Muscle Relaxation: Tense and relax different muscle

groups to relieve tension.

65. Take Care of Your Body: Schedule regular health check-ups and prioritise your

physical well-being.
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66. Practice Forgiveness: Let go of grudges and forgive yourself and others.

67. Create a Morning Routine: Establish a routine that starts your day on a positive

note.

68. Avoid Gossip: Steer clear of workplace gossip to maintain a positive

environment.

69. Reflect on Your Purpose: Regularly remind yourself why you do what you do.

70. Set Up an Ergonomic Workspace: Ensure your desk and chair are set up to

prevent physical strain.

71. Plan Fun Activities: Schedule activities that bring you joy and relaxation.

72. Practice Visualisation: Visualise positive outcomes and scenarios to maintain

motivation.

73. Get Fresh Air: Spend time outside each day to clear your mind.

74. Avoid Overcommitment: Only commit to tasks and projects that are feasible.

75. Use Time Blocks: Allocate specific times for focused work and breaks.

76. Keep Learning: Attend workshops, webinars, or courses to keep your mind

engaged.

77.Write Down Your Goals: Keep a list of your goals to stay focused and motivated.

78. Practice Self-Reflection: Spend time each week reflecting on your progress and

areas for improvement.

79. Build a Routine: Consistent routines can provide structure and reduce stress.

80. Stay Connected with Your Passion: Regularly engage in activities that reignite

your passion.

81. Limit Multitasking: Focus on one task at a time to improve productivity.

82. Practice Compassion: Show compassion to yourself and others.

83. Declutter Your Mind: Use tools like mind mapping to organise your thoughts.

84. Set Tech-Free Zones: Designate areas or times where no technology is allowed.

85. Develop a Wind-Down Routine: Create a routine to help you transition from work

mode to relaxation mode.

86. Listen to Audiobooks: Use audiobooks to learn and relax simultaneously.

87. Avoid Work Creep: Don’t let work tasks spill over into personal time.

88. Reflect on Your Achievements: Take time to acknowledge and appreciate what

you’ve accomplished.

89. Use Relaxation Apps: Download apps that guide you through relaxation

exercises.
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90. Create a Relaxing Space: Designate a space in your home or office for relaxation.

91. Practice Intentional Breathing: Use breathing techniques to calm yourself during

stressful moments.

92. Take a Day Off: Use personal days to recharge without guilt.

93. Be Present: Practise mindfulness to stay focused on the present moment.

94. Eat Lunch Away from Your Desk: Take a real break during lunch to refresh.

95. Learn to Unplug: Schedule time to disconnect from all electronic devices.

96. Create Rituals: Develop simple daily rituals to create stability and routine.

97. Engage in Light Reading: Read novels or light-hearted books to relax.

98. Use a Gratitude Journal:Write down things you’re grateful for each day.

99. Attend a Workshop: Learn new skills or techniques to break the routine.

100. Set End-of-Day Rituals: Establish a ritual to signal the end of your workday and

transition to personal time.
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