


Sustainable Workforce: A Staff Guide to 
Managing Workload and Wellbeing 

Introduction 

Recognizing the challenges of working with limited resources, this guide focuses on practical strategies to 
help you manage your workload, reduce stress, and maintain well-being. You'll find tips on communicating 
effectively with your supervisor about burnout and understanding how these approaches can support both 
you and your team. 

 

Section 1: Key Principles of Sustainable Work 

1. Proactive Workload Management 

Prioritization & Time Management 

Why it matters: Prevents burnout, improves focus, and ensures high-impact tasks receive attention. How to do 
it: 

●​ Use prioritization techniques like the Eisenhower Matrix to focus on urgent and important tasks. 
●​ Implement time management strategies such as time blocking or the Pomodoro method. 
●​ Regularly review and adjust your workload based on evolving priorities. 

Process Optimization & Efficiency 

Why it matters: Reduces frustration, eliminates redundant work, and improves productivity. How to do it: 

●​ Identify repetitive tasks that can be automated. 
●​ Suggest process improvements through team discussions or efficiency audits. 
●​ Communicate with colleagues to streamline shared tasks. 

Meetings & Deadlines 

Why it matters: Unstructured meetings and unrealistic deadlines contribute to stress and inefficiency. How to 
do it: 

●​ Advocate for clear agendas and time limits for meetings. 
●​ Suggest “meeting-free” blocks for deep-focus work. 
●​ Request deadline adjustments when necessary to ensure quality work without burnout. 

2. Protecting Workplace Well-Being 

Setting Boundaries 



Why it matters: Establishing work-life balance reduces stress and prevents burnout. How to do it: 

●​ Define clear working hours and avoid checking work emails outside of them. 
●​ Take regular breaks to maintain focus and prevent fatigue. 
●​ Communicate your workload concerns before they become overwhelming. 

Encouraging Autonomy 

Why it matters: Taking ownership of tasks fosters job satisfaction and efficiency. How to do it: 

●​ Identify areas where you can make decisions independently. 
●​ Seek training or resources to strengthen skills that increase confidence in your role. 
●​ Engage in open conversations with leadership about ways to streamline approval processes. 

 

Section 2: Why These Strategies Matter 

1. Understanding the Tools at Your Disposal 

The strategies outlined in this guide are designed to ensure long-term well-being and job satisfaction. Tools 
like workload tracking, prioritization methods, and communication strategies help maintain a sustainable 
workflow. 

●​ Workload Tracking: Helps identify where time is spent and where adjustments can be made. 
●​ Prioritization Methods: Techniques like the Eisenhower Matrix ensure that the most critical tasks 

receive attention first. 
●​ Communication Strategies: Clear and constructive communication with supervisors and colleagues can 

help address workload concerns before they escalate. 

2. The Bigger Picture: Creating a Healthier Work Environment 

By advocating for yourself and using these approaches, you contribute to a broader cultural shift toward 
realistic expectations, efficiency, and staff well-being. 

●​ Sustainable Workloads: Promoting realistic workloads leads to higher job satisfaction and long-term 
retention. 

●​ Efficiency & Productivity: Well-optimized workflows prevent wasted effort and reduce frustration. 
●​ Organizational Culture: When staff prioritizes well-being and efficiency, it fosters a workplace culture 

that values balance and meaningful contributions. 

 

Section 3: How to Talk to Your Boss About Burnout 

1. Recognizing Burnout 

Signs to look for: 



●​ Constant exhaustion, irritability, or disengagement. 
●​ Struggling to concentrate or feeling overwhelmed. 
●​ Declining work performance despite long hours. 
●​ Increased absenteeism or a sense of detachment from work responsibilities. 

2. Preparing for the Conversation 

Tips for success: 

●​ Be specific: Instead of saying, "I’m overwhelmed," identify particular tasks or patterns causing stress. 
Provide concrete examples of workload challenges. 

●​ Offer solutions: Suggest realistic adjustments, such as reprioritizing tasks, redistributing work among 
colleagues, or implementing workflow improvements. 

●​ Frame it constructively: Emphasize that addressing workload issues benefits both you and the 
organization. Highlight how sustainable workloads lead to better efficiency and overall job satisfaction. 

●​ Consider timing: Request a dedicated meeting rather than bringing it up in a rushed or stressful 
moment. 

●​ Prepare documentation: Keeping a record of workload distribution and stressors can help support 
your discussion with concrete data. 

●​ Practice challenging conversations by role-playing with LinkedIn Learning 

3. Following Up After the Conversation 

●​ Track changes: Monitor how workload adjustments impact your efficiency and well-being. 
●​ Communicate progress: Provide feedback to your boss on whether the agreed-upon solutions are 

working or need refinement. 
●​ Seek additional resources: If the situation does not improve, consider involving HR or workplace 

support programs to explore further options. 
●​ Maintain open dialogue: Regular check-ins with your supervisor can ensure workload issues are 

addressed proactively before they escalate. 

 

Section 4: Example Conversations with Your Boss 

Situation 1: Feeling Overwhelmed 

Staff: "I’ve noticed that my workload has increased significantly, and I’m struggling to maintain the same level 
of quality. I’d like to discuss how we can adjust priorities or streamline some processes to ensure I can stay 
productive without burning out." 

Boss: "I appreciate you bringing this up. Let’s go over your main responsibilities and see if we can redistribute 
some tasks or extend certain deadlines." 

Tips & Next Steps: 

●​ Identify and list the most overwhelming tasks. 
●​ Work with your boss to set realistic deadlines. 

https://www.linkedin.com/learning/role-play?u=57119945


●​ Check in after a few weeks to evaluate changes. 

Situation 2: Prioritizing Tasks 

Staff: "I’m feeling overwhelmed with my current workload, and I want to make sure I’m focusing on the most 
important tasks. Can we discuss ways to prioritize my assignments more effectively?" 

Boss: "That’s a great idea. Let’s go through your task list together and identify what needs immediate 
attention and what can be delegated or delayed." 

Tips & Next Steps: 

●​ Use prioritization techniques like the Eisenhower Matrix. 
●​ Discuss which tasks can be reassigned or postponed. 
●​ Follow up regularly to reassess workload distribution. 

 

Final Thoughts 

Being proactive about workload management and addressing burnout early can lead to a healthier, more 
productive work environment. Use this guide to navigate challenges, communicate effectively, and protect 
your well-being while continuing to do meaningful work. 

 
 

Resources 
 
Lean Six Sigma: 

●​ https://it.ucsb.edu/lean-six-sigma 
●​ https://leansixsigma.ucdavis.edu/ 
●​ https://extension.ucr.edu/certificates/leansixsigma 

 
Wellbeing: 

●​ https://wellbeingcollective.ucsc.edu/ 
●​ https://wellbeing.ucsb.edu/ 

 
Training: 

●​ UCSB  Remote & Hybrid Toolkit for Staff 

https://it.ucsb.edu/lean-six-sigma
https://leansixsigma.ucdavis.edu/
https://extension.ucr.edu/certificates/leansixsigma
https://wellbeingcollective.ucsc.edu/
https://wellbeing.ucsb.edu/
https://www.hr.ucsb.edu/flexible-work-arrangements/remote-hybrid-staff-toolkit
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