
chapter two
do whaT You love (or aT 

leasT whaT You lIke)
One of the only ways I was able to get out of my Cycle of 
Sick, as I like to call it, was to stop. Stop working. Stop 
planning things. Stop scheduling myself into oblivion. 

Stopping, as you can imagine, was not easy for someone 
whose two basic states of being were working and 
sleeping, with nothing in between. But it was the only 
way I could find the time to evaluate what was going on, 
or perhaps more importantly, what wasn’t going on, so 
I could get back on track.

I had to do a little soul searching. Light the candles and 
commence the yoga breathing, everybody! If you’ve got 
a yurt in your backyard, pull back the hide and let us in!  
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Now is a good time for me to be clear about something, 
lest your brow furrowed at the mere mention of “yoga”: 
This is not a self-help book. And I’m not a psychologist. 
So if you need that sort of thing, I highly recommend 
you get a good therapist (or even a great business 
coach) and also read the book Get Your Sh*t Together by 
Sarah Knight. 

(Sarah’s wit, humor, and candid style was part of what 
inspired me to write this book, by the way, so big shout 
out to Sarah!)

Instead of prescribing you a meditation routine or an 
anxiety pill, I’d like to guide you through an exercise 
that will help you turn down the volume on the crazy. 
Because we’re all a little crazy, right? Especially when it 
comes to work. Maybe it takes a certain level of insanity 
to start a business in the first place. Or perhaps an 
unnatural tendency to actually embrace risk. 

Regardless of the qualities that got you to where you 
are today, I’ve noticed a common thread in my years of 
working with hundreds of different types of leaders and 
managers. The best ones don’t necessarily behave the 
same way, have the same story, or follow the same path, 
but they do have one important thing in common—
they are self-aware. That may mean awareness of 
delusion and egotism or humility and grace or anything 
in between. 

Self-awareness is the first step towards bringing your 
life and your business to the next level: Knowing who 
you are and, perhaps more importantly, what you’re 
best at. I need you to get there yourself if you’re going to 
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have a successful relationship with a virtual assistant, 
a project management tool, or anyone (and anything) 
else in your life, for that matter. 

Becoming aware of what my mind and body needed to 
be healthy was the first turning point for me and my 
business. After that, determining what I loved to do, 
or at least what I liked to do, was the way to creating a 
sustainable career. 

Here’s how to get started.
 

Step 1: Audit Your Life

I have a sneaking suspicion that 90 percent of working 
adults don’t actually know exactly what they do each 
day1. And I’ve experienced this first-hand. That feeling 
when you get to the end of a long work day and you’re 
like, “Aw shoot, I worked really hard today! I’m so 
awesome!” But then you’re also like, “Wait, what the 
hell did I just do all day?”

For most of us, work is responding to “urgent” emails, 
sitting in meetings, and crossing off as many tasks as 
possible so we can get to Friday happy hour faster.

But if you’re sitting there thinking to yourself, “I feel 
like I’m spinning my wheels. I’m not really getting 
anything important done. I’m barely getting to the 
things I need to get done, let alone the things I want to 

1. I don’t have any data around this. It’s just a hunch.
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get done. I’m working all the time and I’m running my 
life into the ground,” that’s when it’s time for an audit.

Here’s how it works:

Grab a notebook and a pencil or pen. Pick a day to start. 
Usually, Mondays are a good bet because you’re coming 
fresh off a weekend break. (Ha, you entrepreneurs are 
like, “I DON’T GET A WEEKEND BREAK, JESS, COME 
ON.” I know. Bear with me. Try the Monday thing.)

At the top of each of five pages in your notebook, write 
the date. Then, list the hours, one per line, leaving a 
space between each hour, starting with the hour when 
you start work. I recognize that some of us start at 6 a.m. 
and others start at 10 a.m., or even 10 p.m! It doesn’t 
matter when you start, but you’ll generally have at least 
eight hours listed on each page.

Next, set a timer on your phone to go off every hour and 
get to work.

At the end of the first hour, write down everything you 
did, in detail.

It might look something like this:

 ̟ Reviewed last week’s deliverables and   
 made comments.
 ̟ Delivered comments in project management tool.
 ̟ Checked Facebook. Commented on three posts.  

 Liked four posts.
 ̟ Checked email. Unsubscribed from   

 some newsletters.
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 ̟ Reviewed to-do list for the day. Crossed off   
 “review last week’s deliverables.”
 ̟ Scheduled a meeting with two project leads to  

 discuss progress.
 ̟ Checked Twitter. Followed a few more interior  

 decorating blog accounts.
 ̟ Wrote an email to my boss telling her I need a  

 raise. Oh wait. I’m the boss. I don’t get a raise.  
 At least not today.

 
Do this every hour. I’m serious. And don’t depress 
yourself by thinking about it or looking back as you do 
it. Just DO it. Do it again tomorrow. And the next day. 
And the day after that. When you get to the end of the 
week, then you can take stock.

 ̟ How many hours did you spend in meetings?  
 (You can also use your calendar for this,   
 assuming you keep it up to date.)
 ̟ How many hours did you spend doing   

 administrative work?
 ̟ How many hours did you spend doing someone  

 else’s job?
 ̟ How many hours did you spend doing   

 something you hate?
 ̟ How many hours did you spend checking   

 social media?
 ̟ How many hours did you spend doing   

 something you love?
 ̟ How many hours did you spend doing   

 something completely unnecessary?

I recognize that each week is different and if your 
schedule is truly all over the place, you may want to do 
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this for several weeks, especially if your work involves 
any sort of travel because you want to evaluate your time 
on trips as well. However long you think you need to get 
a true average of where you’re spending your time, do 
the painstaking work of jotting it all down.

This is the first step of becoming more self-aware.
 

Step 2: Hearts, Xs, Pluses, and Minuses

Now you know what you’ve been doing. It’s time to 
figure out what you should and want to be doing.

Open up to a new page in your notebook and turn it 
to landscape mode. (Can you tell I use computers too 
much?) List the following categories at the top:

Love      |    Hate      |      Necessary      |      Useless

These are strong words, I know. But when you’re forced 
to categorize each thing into one of these buckets, you’ll 
start to get a clearer picture of what’s in your way. 
Remember, you wouldn’t be here if you didn’t have a 
problem you were trying to solve.

I’ve done this exercise many times before and I decided 
to do it again for the sake of this book. 

Here’s a snippet of what my audit looked like. Oh, and 
by the way, my sweet puppy’s name is Hummus in 
case you were wondering what “Hummus walk” could 
possibly mean.
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Next, I went through and categorized my lists. I used 
four different color highlighters and assigned a color 
to each category. Hearts were pink. Xs were blue. Pluses 
were green. Minuses were yellow.

Hearts are for the things that I dream about doing. The 
things that I wake up excited for. For me, these are the 
easiest things to categorize first and I recommend you 
do the same.

The Xs are the things I deplore. Checking the dreaded 
Traveling Mailbox, which only ever houses letters from 
the government. Responding to unsolicited emails (I’m 
too nice sometimes). Pulling a report from Twitter or 
wherever. Paying taxes.

Don’t cross out something so aggressively that you 
can’t see what it says. The point is to be able to list these 
things later, so you’ve got to be able to see what they 
are! (But you can draw devil horns on them if you’ll 
feel better. I’m not here to tell you how to live your best 
doodle-life!)

Pluses are for things that I might not love to do, but 
they’re necessary for me to run my business. And more 
likely than not, they’re things that only I can do.

Minuses are for things that are truly a waste of time. 
Checking social media if it’s not directly related to a 
marketing project. Joining meetings that didn’t really 
need me. Reviewing work that shouldn’t have needed 
a review.
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And of course, doing work that I should have delegated 
long ago. But you know, I’m not perfect either. Not yet . . . 
(Insert diabolical laughter here.)

Once you’ve placed your marks next to each activity, 
you’re ready to put them into the categories you made 
on your landscape-oriented page. List each activity only 
once, even if you checked Facebook five times a day, 
eight days a week.

You may start to see patterns. For example, “meet with 
internal graphic design team” may go under your Heart 
column because your graphic design team is hilarious 
and great at holding productive meetings, but “meet 
with entire team every single day for another one of 
those miserable stand-ups” may go under your Minus 
category because these meetings simply aren’t useful 
for you.

Also, as you’re categorizing all the things, remember 
to think about each in terms of its highest relation to 
your actual job. You may LOVE checking Twitter, but is 
it necessary for you to be successful in your profession? 
For some industries, it certainly is. Think about PR and 
news professionals who need to know what’s trending 
at any given moment. If you love checking Twitter and 
this is your job, you’re in luck. All the hearts!

If checking Twitter incessantly isn’t part of your job, 
it probably goes into the Minus category. Sorry. Life is 
hard sometimes.
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After you’ve placed every task from your week into its 
appropriate category, you should have a beautiful four-
column sheet that looks something like this:
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This is a very personal process, and wow, I just realized 
how much I just revealed to you by sharing my chart. 
These days, it looks like my love list is much longer than 
it used to be. That’s good news! But there are also still a 
lot of Hates on the list, which is something to work on. 

Remember, each job description is unique, each person’s 
priorities are unique, and all the things that you love 
and hate are yours.
 

Step 3: Reflect (and Cry)

Now, if you’re like most people, this is a depressing 
moment for you. Your Heart column likely holds your 
shortest list. Your Minus column is ridiculously full. And 
everything in between is just a sad, sorry combination 
of what’s left: a mixture of Hate and Necessary.

Nobody wants to live like that. But the first step in 
making a change is to admit you have a problem, right? 
That’s why we need to take a few moments to review 
what we are really doing here, day in and day out. 
We might laugh about it, we might cry about it, but 
ultimately we need to internalize what it means about 
who we are.

Are you happy about the way you’re spending your days? 
If not, why not?

Are there things you can do to change? If not, why not?

A lot of us, myself included, have things in their lives that 
we do not have control over. Maybe our boss requires 
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those stand-up meetings every day, and despite every 
effort we’ve made to make a case against them, we 
won’t win that battle.

Okay, yeah, that’s rough, but it’s one of those things 
you’re going to, unfortunately, have to move on from.

What I want you to reflect on are the things you CAN 
change. You don’t have to figure out how to change 
these things yet. That comes later. Just look at those 
little balls of annoyance, grief, or frustration staring at 
you from the page. Think about why they’re not making 
you happy, adding to your life, or boosting your career 
in some way.

Once you can understand what all those things are and 
the emotion behind them, you can start to become more 
aware of what drives you to be happy and productive.
 

Step 4: Create Your Blue Sky Scenario

I assume you’ve had a sufficient time to wallow in your 
sorrows at this point. There’s nothing wrong with 
wallowing as long as you know when to quit it. Now, it’s 
time to move into action.

This is when I take my handwritten list of Love, Hate, 
Plus, and Minus and move it into a digital format. 
Transfer your list into Evernote, Excel, Word, or 
wherever you feel most comfortable working in a table. 
Get everything transcribed into your tool of choice. This 
way, it will be easier for you to move information around. 
If you’d rather stay analog, that’s totally fine. Just draw 
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a line below your current list or start a new page with 
the same categories. I want you to have enough room 
to work.
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Now, imagine if you had no restrictions, financially or 
otherwise. It’s sunny every day. The weather is a balmy 
72 degrees and humidity is 0 percent. You get to design 
the way your week goes. The way your month goes. The 
way your life goes. 

How does it look? What’s your “blue sky” scenario?

Grab a glass of wine. Turn on your favorite Spotify 
playlist. Try to move to a mental place free of fear and 
judgment. I encourage you to really get creative here 
and start with the first column: Love.

Think about everything in your life, including things 
that are outside of your job. What is it that you truly love? 

Is it spending time with your family? Is it spending 
time away from your family? (I won’t tell.) Is it leading 
your team in bonding exercises? Traveling to speak to 
audiences of thousands? Quietly cracking the code of 
that software program you’ve been trying to build on 
and off for five years?

The reason I want you to start with what you love is not 
because I believe your entire life has to (or ever will) 
be made up solely of things you enjoy. As The Rolling 
Stones say, “You can’t always get what you want.” But 
they also say, “If you try sometimes, you’ll find you get 
what you need.”

Getting you to a point where at least 80 percent of the 
things you do every day don’t make you want to bang 
your head against a wall is my goal here. Because 
banging your head against a way isn’t good for that 
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brain of yours. This way, you’re getting what you need 
out of your life so you won’t be a miserable schmuck 
who slogs around making other people miserable.

See? Fewer miserable schmucks = more happiness. 
You’re making the world a better place, one Excel table 
at a time.

Once you’ve listed all the things that you love, things 
that make you happy, and things that you want more of 
in your life, it’s time to move to the next critical step: 
Delegation.

Step 5: Get It Off Your Plate

According to a recent study by the Proceedings of the 
National Academy of Sciences of the United States of 
America, buying time promotes happiness1. And people 
who spent money to buy themselves time, particularly 
by outsourcing disliked tasks like cleaning and cooking, 
“reported greater overall satisfaction.”2

Did you hear that? Greater overall satisfaction! Less 
stress! When you buy time, you buy happiness! Who 
knew it was that easy? 

1. Whillansa, Ashley V., Elizabeth W. Dunnb, Paul Smeetsc, 
Rene Bekkersd, and Michael I. Nortona. “Buying time 
promotes happiness.” PNAS, 13 June 2017, www.pnas.org/
content/114/32/8523.full
2. Chokshi, Niraj. “Want to Be Happy? Buy More Takeout and 
Hire a Maid, Study Suggests.” The New York Times, 27 July 
2017, www.nytimes.com/2017/07/27/science/study-happy-
save-money-time.html?_r=0.
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(It’s not, of course, but that’s not the point of this part 
of the exercise. Just wait for it.)

During this process, I like to use a highlighting tool if I’m 
doing it digitally. An analog highlighter or multicolored 
pen situation works great if you’re working on a piece 
of paper. Talk to me about color-coding anytime. I just 
love it!

Take a good hard look at your Hate list first. These are 
probably the things you want most to get off your plate, 
so they’ll be easier to delegate. Highlight or draw a 
red circle around everything you think you can give to 
another team member, a boss, a client, or an assistant. 
(Don’t lose your mind if you don’t HAVE an assistant or 
another team member yet. It’s okay. We are still in blue 
sky land where everything is possible, including work 
being done magically by an invisible wizard.)

If you have a few things left that you hate but that you 
know you can’t delegate to someone else (yet), that’s 
okay. Just leave them there and move on.

Repeat this process with your Plus list and your Minus 
list. Hopefully, you have a lot of highlights here by the 
end! If not, you may want to pick up a book or two about 
making a career change.

Now, it’s time for the fun part. Create a brand new list 
with two columns:

1. For Me To Do          |          2. For Someone Else To Do
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Start copying everything over from your Love list, 
plus whatever is left from your Hate, Plus, and Minus 
lists onto the first column. Then, you guessed it, put 
everything else into the second column.

How does it look?

The results of this audit were pretty eye-opening for me 
the first time I went through the process. Granted, when 
I finally did stop to look at my life, it was obvious why I 
felt so sick and tired. Unfortunately, we often wait until 
something terrible happens before we take the time to 
reflect. For me, the bottom line was that I was holding 
on to so many responsibilities that I was not uniquely 
qualified to do. All of the things I felt like I “should” do 
were pushing out anything I actually wanted to do.

From this exercise, it turned out that in my perfect 
world, the things I loved and wanted to be doing were 
fewer than I realized. There were exactly six things: 

1. Spread my knowledge through writing and   
speaking to help make my clients, team members, 
and colleagues better
2. Earn enough money to live a comfortable life
3. Travel to new places
4. Hear live music as much as possible
5. Eat and cook delicious food
6. Spend quality time with my significant other, 
family, and friends

Six things. Six things that I needed to keep in focus. Six 
things that would drive me to being the best possible 
version of myself. If anything else got in the way of 
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those things, I needed to remember to evaluate whether 
they are truly necessary, and if they are, whether I need 
to do them myself or not.

One of the best pieces of advice I ever got was to figure 
out what mattered to me and make sure every decision I 
made would propel me toward that thing. I received that 
advice too young in my life and in my career to really 
understand what it meant. But I certainly get it now.

Of course, the stuff that matters and doesn’t matter is 
not static. Jobs evolve. Lives change. I’m sure that if I 
decide to start a family one day, something like, “Make 
sure kids don’t die” will become a pretty high-priority 
item for me.

Through this simple yet high-touch exercise, all of a 
sudden you can start to see everything that has been 
holding you back from living the life you want. It’s all 
right there on the page staring at you in the face. All the 
things that have been bogging you down. All the things 
that have made you dread going to work. All the things 
that have kept you from the people you love. All the 
things that you thought you could never get away from.

They’re looking up at you from that page in your 
notebook or on your laptop. They’re saying, “Delegate 
meeeeee!”

And guess what? You can!

Now your eyes are open. Now you’re aware of what you 
want to be doing and what you’re best at doing. Let’s get 
moving on getting rid of everything else.


