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ية للأعمال ز الإنجلي 

الخامسالمستوى 

نس–جميع الحقوق محفوظة  ز إعمل بي 
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Negotiations 
Idioms

المفاوضات
ات الاصطلاحيةالتعبي 
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Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 

محفوظةالحقوقجميع – نسإعمل ز بي 

Agreement in Principle    المبدأحيثمناتفاق

• Meaning: In a negotiation, an agreement in which not all details have been worked out

• Example: I think we have an agreement in principle. Our staff can work out all the details.

An Offer One Can’t Refuse   رفضهيمكنلاعرض

• Meaning: An extremely attractive offer

• Example: The organization made me an offer I couldn’t refuse: a $4,000-a-year  fund raise 
and
a reduction in my workload.
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Back and Forth    
 
 ذهابا

 
وإيابا

• Meaning: Dialogue, negotiations

• Example: We went in with a strong position, but after the back and forth we were left with
a proposal that won’t let us make a profit.

Come to Terms with (Something)   جيدغي  بوضعالقبول

• Meaning: Feel acceptance toward something bad that has happened

• Example: I’ve come to terms with the fact that Maria was promoted ahead of me. She’s 
done
a good job.

Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 
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Draw a Line in the Sand   تحذيرإصدار

• Meaning: Issue an ultimatum; specify an absolute limit in a conflict

• Example: The president drew a line in the sand, threatening war if the competitor 
company did not act ethically.

Drive a Hard Bargain   بفاعليةالتفاوض

• Meaning: To negotiate effectively

• Example: At first I wasn’t ready to accept your offer for the house. But you drive a hard 
bargain.

Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 
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Drive a Wedge Between   ز دق ز إسفي  الناسبي  – تنقسمالناسيجعل

• Meaning: Try to split factions of a united group by introducing an issue on which they 
disagree

• Example: He’s trying to drive a wedge between us by bringing up politics, but we’ve 
always accepted that we can have separate views and still be coworkers.

Give and Take   وخذاعط

• Meaning: Negotiations, the process of compromise

• Example: Most people thought government workers would go on strike, but after a good 
deal of give and take, negotiators announced an agreement including a hike in wages and 
increased vacation time.

Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 
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Stand One’s Ground   واحدموقفعلىيصر

• Meaning: Refuse to back down; insist on one’s position

• Example: The company is threatening to lock the doors if we don’t agree to pay cuts,
but I think we should stand our ground.

Sweeten the Deal   الصفقةتحلية

• Meaning: Add something to an offer during a negotiation

• Example: What if we sweeten the deal? It would be good to end the strike before the 
holidays.

Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 
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Sweetheart Deal   رائعةصفقة

• Meaning: A very favorable arrangement given because of friendship or close connections

• Example: We got a sweetheart deal on the road contract because my uncle works for the 
highway department.

Trial Balloon   الجمهورأوماشخصفعلرداختبار

• Meaning: A test of someone’s or the public’s reaction

• Example: The leaks of the new reductions ere intentional. They were a trial balloon.

Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 
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# Idiom Meaning # Idiom Meaning

1 Agreement In Principle المبدأحيثمناتفاق• 7 Drive a Wedge Between
ز دق• ز إسفي  يجعل–الناسبي 

تنقسمالناس

2 An Offer One Can’t Refuse رفضهيمكنلاعرض• 8 Give and Take وخذاعط•

3 Back and Forth • 
 
 ذهابا

 
وإيابا 9 Stand One’s Ground واحدموقفعلىيصر•

4 Come to Terms with 

(Something)
جيدغي  بوضعالقبول• 10 Sweeten the Deal الصفقةتحلية•

5 Draw a Line in the Sand تحذيرإصدار• 11 Sweetheart Deal رائعةصفقة•

6 Drive a Hard Bargain بفاعليةالتفاوض• 12 Trial Balloon
أوماشخصفعلرداختبار•

الجمهور

محفوظةالحقوقجميع – نسإعمل ز بي 

Idioms for Negotiation
ات للتفاوضالاصطلاحيةالتعبي 
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Negotiation Tips on How to Get a Head Start
  سباقلتكوننصائح

المفاوضاتفز

محفوظةالحقوقجميع – نسإعمل ز بي 

• Conducting an effective negotiation is possible if we know how to start negotiating
with an advantage. One of the keys to sweeten the deal is to do some research in advance
to learn more about our interlocutor. Take note of these four basic
negotiation tips to achieve effective negotiations:

1- Gather information

• Regardless of the negotiating tip we use or our style as negotiators back and forth, we will need 
to gather information to know who we are interacting with, what kind of proposals
we can make in the process and what we can expect from our competition.

• The most common mistake we can make when starting a negotiation process is to give the 
impression of not knowing how to manage the meeting or even not knowing enough about 
our interlocutors. If this is perceived by the other party, they will automatically
take control of the negotiation and we will be at a disadvantage.
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2- Set your goals in the negotiation

How can we know what type of information we must obtain to carry out an effective negotiation? 
To answer this question, we bring you this negotiation tip: we need to be clear about what we want 
to achieve in order to reach an offer one can’t refuse. If we do not know where we want to get, 
we will not know which way to go.

• Define your goals.

• Clearly state what situations you would like to settle with an agreement

• Identify the points that are especially important for you

• Define which will be the unifying thread of your proposal.

• Note that the same goal can be achieved in different ways.

Negotiation Tips on How to Get a Head Start
  سباقلتكوننصائح

المفاوضاتفز
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3- Find out about the interests of the other party to drive a hard bargain

The next step is to know what it is that the other party wants to achieve. That is the 
most valuable piece of information that we can get access to: we must start by 
finding out what the goals of the other party are, as well as their interests and 
motivations.

• Important: doing research is the most valuable negotiation tip, but it takes time 
and effort. In return, we will face the negotiation process with good guarantees of 
success.

Negotiation Tips on How to Get a Head Start
  سباقلتكوننصائح

المفاوضاتفز
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4- Present written documentation

• Another important negotiation tip to consider is providing documentation at the start of the 
negotiation that will help in achieving an agreement in principle. If we present in writing part of 
that information we have gathered, it will give us power, since most likely the other party has 
not done so, and therefore we will lay a firm foundation that will benefit us: with written 
information, it will be easier to defend our interests.

• One of the fundamental reasons why written information guarantees an effective negotiation is 
because, when negotiating, verbal arguments are not always enough.

• The more written documentation we provide, the more legitimacy we will enjoy when 
presenting our position. That is why it is essential to know how to obtain information and have 
clear and objective documentation to support our reasons.

Negotiation Tips on How to Get a Head Start
  سباقلتكوننصائح

المفاوضاتفز
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Questions on Negotiation
المفاوضاتحولأسئلة

محفوظةالحقوقجميع – نسإعمل ز بي 

• Would you explain the reasons for your position?

• Is there any reason you can’t?

• Why do you think this is a fair and reasonable term or condition?

• Why is that point or provision important?

• What part of my proposal gives you the most concern?

• What documentation or proof do you have to validate your position?

• What else do you think I should know?

• What alternatives have you looked at?

• What do you want to achieve from this deal?
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Problems & Difficulties

Idioms

والصعوباتالمشاكل

ات الاصطلاحيةالتعبي 



P15-F05
issue 01

P15-F05
issue 01

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 

محفوظةالحقوقجميع – نسإعمل ز بي 

(An) Uphill Climb    صعبةعملية

• Meaning: A difficult process

• Example: Winning back our trust after stealing is going to be an uphill climb, but we think 
you can 
do it if you’re careful to act with honesty.

(The) Last Straw    ةالقشة الأخي 

• Meaning: A problem or insult that finally demands a response

• Example: It’s always annoying when Rudy brings food to his office, but today he brought a 
smelly fish. That’s the last straw – I’m going to complain to the boss.
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Above Water   نامنأحسن غي  – ز إنناللهالحمد عايشي 

• Meaning: Not in extreme difficulty. Especially said of finances.

• Example: We’re not rich, but we’re keeping our heads above water.

Come out in the Wash   ءكل  
يرامماعلىسيكونش 

• Meaning: To be resolved with no lasting negative effect

• Example: Right now it seems as though you have a lot of problems,
but don’t worry – it will all come out in the wash.

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 



P15-F05
issue 01

P15-F05
issue 01محفوظةالحقوقجميع – نسإعمل ز بي 

Cut Corners   المنتججودةاخفض

• Meaning: Economize by reducing quality; take shortcuts

• Example: Let’s not cut corners on the roofing materials – with the rainstorms 
around here, 
we’d regret it later.

Cut the Gordian Knot   بسيطةبطريقةمعقدةمشكلةحل

• Meaning: To solve a complex problem in a simple way.

• Example: William often sees simple solutions when the rest of us are struggling 
with details. 
He has a talent for cutting the Gordian knot.

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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Get to Grips with    ءفهم  
معهوالتعاملماش 

• Meaning: To begin to understand and deal with something

• Example: I think it’s time we got to grips with the problem of increasing 
competition.

Head (Go) South   سوءالأموريزداد

• Meaning: Decline, get worse

• Example: The markets all headed south after the bad economic news.

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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In a Jam     
صعبموقففز

• Meaning: In need of help, in a difficult spot

• Example: My roommate said he was in a jam and needed to borrow twenty dollars, 
so I lent it to him.

In Hot Water     
مشكلةفز

• Meaning: In need of help; in trouble

• Example: Cathy is in hot water with her department manager after she blew that 
sales presentation.

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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Red Tape   وقراطيةالمتطلبات الصعبةالحكوميةأوالبي 

• Meaning: Bureaucracy; difficult bureaucratic or governmental requirements

• Example: The amount of red tape involved in building something in this city is 
unbelievable.

Start with a Clean Slate   جديدةبداية

• Meaning: To start (something) again with a fresh beginning; to work on a problem 
without thinking about what has been done before

• Example: We’ve reached a dead end with this project. I think it’s best to wait until 
next week and start with a clean slate.

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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Stumbling Block   

• Meaning: An obstacle, physical or abstract

• Example: I enjoy this job, but the social aspects of it are hard – shyness has always 
been a stumbling block for me.

Think outside the Box خلاقةبطريقةفكر

• Meaning: Try to solve a problem in an original way; think creatively

• Example: Our product line is getting stale. We need to think outside the box and 
come up with creative new products.

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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# Idiom Meaning # Idiom Meaning

1 (An) Uphill Climb صعبةعملية• 8 Head (Go) South سوءالأموريزداد•

2 (The) Last Straw ةالقشة• الأخي  9 In a Jam •  
صعبموقففز

3 Above Water
نامنأحسن• إنناللهالحمد–غي 

ز  عايشي 
10 In Hot Water •  

مشكلةفز

4
Come Out in the Wash ءكل•  

يرامماعلىسيكونش  11 Red Tape
وقراطيةالمتطلبات• يةالحكومأوالبي 

الصعبة

5 Cut Corners المنتججودةاخفض• 12 Start with a Clean Slate جديدةبداية•

6 Cut the Gordian Knot
بطريقةمعقدةمشكلةحل•

بسيطة
13 Stumbling Block ةحجر• عير

7 Get To Grips With •ءفهم  
معهوالتعاملماش  14 Think Outside the Box خلاقةبطريقةفكر•

محفوظةالحقوقجميع – نسإعمل ز بي 

Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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Idioms for Problems & Difficulties
ات والصعوباتللمشاكلالاصطلاحيةالتعبي 
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Why Challenges & Problems Are Important In Life?
  مهمةوالمشاكلالتحدياتلماذا

؟الحياةفز

محفوظةالحقوقجميع – نسإعمل ز بي 

• In 2006, together with two business partners, I started a property company. The 

company grew exceptionally in its first year. However, in 2007 when the global 

financial crisis struck, the property business and our company was in a hot water. 

For the next year we encountered an endless number of problems and worked day 

and night to get grips with and keep control of the company and our property 

portfolio. These problems were tough and tiresome, and in the darkest hours we 

wondered if they would ever end.
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• We managed to work ourselves out of the problems by never giving up, by facing 
them head on, instead of ignoring them, and by always looking for new ways to 
deal with the problems.

• In retrospect, the problems and the way we dealt with them became important 
and valuable experiences, both personally and in business.

• In 2014, when the global oil crisis struck, I worked as a senior manager in a major 
international company within the oil industry. Companies in the oil industry 
around the world were struck hard with the sudden and brutal drop in new orders.

Why Challenges & Problems Are Important In Life?
  مهمةوالمشاكلالتحدياتلماذا

؟الحياةفز
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• Through 2015, we were in a jam; my management team and I had to downsize 

from 120 to 45 people. This was a 62% reduction in the staffing, with several 

exceptionally- skilled people losing their jobs. It was a tough challenge both 

practically and emotionally. Instead of seeing it as a problem, I decided to see it as 

the most important and rewarding leadership challenge and experience I had been 

given so far.

Why Challenges & Problems Are Important In Life?
  مهمةوالمشاكلالتحدياتلماذا

؟الحياةفز
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• There are not many ways you get to test your leadership skills in a more 
challenging way than to be responsible for a major downsizing and complete it in a 
proper and respectful manner. This change of mind-set, which I saw as a unique 
leadership experience, was the last straw that made me place a high degree of 
focus, dedication and energy into making the process as fair and good as possible. 
The downsizing process was inevitable, so the problem was just as real, but by 
making a positive mental shift and focusing on the things I could still control, I 
dealt with the problem and process in a much better way, which strengthened me 
as a person and as a leader.

Why Challenges & Problems Are Important In Life?
  مهمةوالمشاكلالتحدياتلماذا

؟الحياةفز
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• Challenges and problems are important parts of life that give you experiences, make you learn, 

think outside of the box, and help you to become wiser and stronger. Problems make us grow and 

shape us. The biggest problem people have is that they hope for a life without problems. This is an 

impossible goal, and would lead to a boring life without character. We will all have problems – small 

or large – the difference is how we deal with the problems and challenges that occur.

• So don’t run away from the problems and challenges you are facing in life. Don’t ignore them or try 

to hide from them. Face them. Deal with them. Start with a clean slate. The greatest growth in life 

and the most important lessons you will learn will come when you face and deal with a serious 

challenge or problem. Regardless of the result, value the experience and personal growth.

Why Challenges & Problems Are Important In Life?
  مهمةوالمشاكلالتحدياتلماذا

؟الحياةفز
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Questions on Problems & Difficulties
والصعوباتالمشاكلحولأسئلة

محفوظةالحقوقجميع – نسإعمل ز بي 

• Did you play any part in creating this problem?

• Are you doing anything now that might be making things worse?

• Are you waiting for someone else to step in and fix things for you?

• Have you successfully addressed similar problems in the past?

• Can you visualize yourself getting through this? 

• You’re getting caught up in “what if” scenarios, can you remember other times 
when you imagined all the horrible things that could happen and none of them 
did?
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10 Questions to Ask Yourself to Stay Positive when Facing Difficulties
 لتبق  لنفسكاسألهاأسئلة10

 
الصعوباتمواجهةعندإيجابيا

محفوظةالحقوقجميع – نسإعمل ز بي 

1. Am I still breathing?

2. What is my part in this?

3. What is in my control?

4. What is out of my control?

5. What is my emotional state?

6. What is the most important thing I can do right now?

7. What can I learn from this?

8. Am I taking care of myself?

9. What are my choices?

10. Will this matter 5 years from now?
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Schedules & Planning

Idioms

والتخطيطالتشغيل

ات الاصطلاحيةالتعبي 
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Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 

محفوظةالحقوقجميع – نسإعمل ز بي 

(Do Something) By the Book    
 
المتبعللإجراءوفقا

• Meaning: According to the established procedure

• Example: Why don’t you do the programming job by the book for the first few 
times? 
Later you can try out your own ideas.

(In the) Fullness of Time     
المطافنهايةفز

• Meaning: Eventually, when appropriate; after you wait patiently

• Example: Cynthia seems completely lost in her new position, but in the fullness of 
time 
I’m sure she’ll develop into a fine employee.
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Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 

محفوظةالحقوقجميع – نسإعمل ز بي 

After the Fact   الأوانفواتبعد

• Meaning: Too late; after something is completed or finalized.

• Example: Yes, Bob distributed a PowerPoint presentation, but he did it after the 
fact – we had already heard everything in it during the meeting.

Against the Clock   الساعةمدارعلى

• Meaning: Forced to hurry to meet a deadline

• Example: We’re racing against the clock to finish the ad campaign. We may have to 
work all night!
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Ahead of the Game   المتوقعمنأسرعتقدمإحراز

• Meaning: Making faster progress than anticipated; ahead of schedule

• Example: We’re ahead of the game. We’ve already finished unit 1 in the group 
project,
and everyone else is still working on it.

Back to the Drawing Board ءلبدءاضطر  
جديدمنش 

• Meaning: Forced to begin something again

• Example: The currency devaluation has completely changed the situation,
and all our work has been wasted. Back to the drawing board!

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Back to the Salt Mines    العملإلىللعودةالوقتحانلقد

• Meaning: It’s time for me (us) to go back to work.

• Example: Well, our lunch break has now lasted more than an hour. Back to the salt 
mines!

Burn the Midnight Oil   الليلمنمتأخرلوقتالعمل

• Meaning: Working late into the night

• Example: I’ll be burning the midnight oil tonight, but I guarantee I’ll finish the 
paper before tomorrow’s meeting at 9.

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 

محفوظةالحقوقجميع – نسإعمل ز بي 

Business as Usual   الطبيع  للوضعالرجوع

• Meaning: A normal situation, typically restored after some change.

• Example: I was on a busy schedule at the beginning of the year, but now it’s back 
to business as usual.

Busman’s Holiday   العملعطلة

• Meaning: A working vacation

• Example: I’m going to Mallorca next week, but I’m afraid it’ll be something of 
a busman’s holiday –
I’m bringing work.
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Call it a Day   العملعنتوقف

• Meaning: Decide that one has worked enough on something for the day

• Example: We finished two-thirds of the presentation, and we’re tired. Let’s call it a 
day and start again in the morning.

Crunch Time   الذروةوقت

• Meaning: A period of high pressure when one has to work hard to finish 
something

• Example: It’s crunch time. I have three exams next week, so I can’t go out with 
you. I have to study.

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Cut it Fine تفعلأن 
 
  شيئا
ةاللحظةفز الأخي 

• Meaning: To do something at the last moment

• Example: You’re really cutting it fine, aren’t you? The report is due at noon, and you’re 
still working on it.

Eleventh Hour ةاللحظة الأخي 

• Meaning: The last minute

• Example: Brad will wait until the eleventh hour before starting a project, but he always 
finishes on time.

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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In the Works     قريبا،التطوير قيد

• Meaning: Under development; coming soon

• Example: If you don’t like the current Honda Accord, be patient: a new version is in 
the works.

Kick the Can Down the Road    مهمقرارتأجيل

• Meaning: Postpone an important decision

• Example: Sure, we can kick the can down the road by making minimum payments 
on the debt, 
but wouldn’t it be better to solve the problem now?

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Pencil Something In    تيباتاتخاذ الأوليةالي 

• Meaning: Make tentative arrangements

• Example: Why don’t we pencil in the 24th for our meeting? I can probably make it. 
I’ll let you know for sure tomorrow.

Sit On (Something)      ماأمرعنالكشفتأخي

• Meaning: Delay revealing or acting on something

• Example: That’s a valuable piece of information you have about the company’s 
stock price. 
Could you sit on it until tomorrow so I can get some money together?

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Sneak Peek    خاطفةنظرةإلقاء

• Meaning: A sneak peek is an opportunity to view something in advance of its official 
opening or debut.

• Example: The new stadium isn’t open yet, but the city is opening it for a sneak 
peek today – let’s go!

Take Five (Ten)  احةخذ ةاسي  خمسمنقصي  دقائق (عش  )

• Meaning: Take a short break of five (ten) minutes

• Example: OK, we’ve been going at this for two hours. Why don’t you all take 
five while I call headquarters and update them?

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Thank God It’s Friday (TGIF) انتهىقدالعملأسبوعبأنسعداءلنكن

• Meaning: Let’s be happy that the workweek is over!

• Example: TGIF! I don’t want to think about work again until Monday morning.

You Snooze, You Lose   الفرصةفستفوتك،تأخرتإذا

• Meaning: If you delay or are not alert, you will miss opportunities.

• Example: Sorry, the stoves that are on sale are already sold out. You snooze, you 
lose!

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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# Idiom Meaning # Idiom Meaning

1 (Do Something) By the Book  
 
المتبعللإجراءوفقا 7 Back to the Salt Mines العملإلىللعودةالوقتحانلقد

2 (In the) Fullness of Time   
المطافنهايةفز 8 Burn the Midnight Oil الليلمنمتأخرلوقتالعمل

3 After the Fact الأوانفواتبعد 9 Business as Usual الطبيع  للوضعالرجوع

4 Against the Clock الساعةمدارعلى 10 Busman’s Holiday العملعطلة

5 Ahead of the Game المتوقعمنأسرعتقدمإحراز 11 Call it a Day العملعنتوقف

6 Back to the Drawing Board ءلبدءاضطر  
جديدمنش  12 Crunch Time الذروةوقت

محفوظةالحقوقجميع – نسإعمل ز بي 

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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# Idiom Meaning # Idiom Meaning

13 Cut it Fine شيئاتفعلأن  
ةاللحظةفز الأخي  18 Sit On (Something) ماأمرعنالكشفتأخي  

14 Eleventh Hour ةاللحظة الأخي  19 Sneak Peek خاطفةنظرةإلقاء

15 In the Works قريبا؛التطويرقيد 20 Take Five (Ten)
احةخذ ةاسي  خمسمنقصي 

دقائق (عش  )

16 Kick the Can Down the 

Road
مهمقرارتأجيل

21 Thank God It’s Friday 

(TGIF)

دقالعملأسبوعبأنسعداءلنكن

انتهى

17
Pencil Something In تيباتاتخاذ الأوليةالي  22 You Snooze, You Lose ةالفرصفستفوتك،تأخرتإذا

محفوظةالحقوقجميع – نسإعمل ز بي 

Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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Idioms for Schedules & Planning
ات والتخطيطللتشغيلالاصطلاحيةالتعبي 
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How to Schedule your Day for Peak Creative Performance?
؟أعلىإبداع  لأداءيومكتجدولكيف

محفوظةالحقوقجميع – نسإعمل ز بي 

About four years ago I started working for myself, a decision kicked the can down the road. I wanted 
the freedom and flexibility to own my schedule and the space to bring my ideas to life.

One of the biggest challenges was structuring my time so I was fully experiencing the benefits of 
working for myself while also being as creative and productive as possible. Against the clock, the idea 
of systems and planning made me cringe. I felt like they would hold back my creative potential. 
Eventually, organization and effectiveness challenges pilled up and I decided to give the structure a 
try.

I wondered:

• How do I balance client service with working on my own ideas?

• How do I avoid interruptions that mess with my creative flow?

• How do I stop putting off the stuff I hate but still have to do?
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In my first attempt, I mapped out my day hour by hour, squeezing in all the elements of what
I defined as an “ideal day.” After a few weeks, I ended up feeling like a robot and the predictability 
was anything but inspiring.

That’s when I penciled in to zoom out and think more about the categories of an ideal day
and how I can make my time in the works to be most effective.

My problem became more clear: How do I make sure I’m getting stuff done, taking care of myself, 
making time from for play, and actively pushing myself outside my comfort zone?

That’s in the eleventh hour when I developed a framework called “Work, Play, Fit, Push.” 
Hanging from my wall, it looks like:

How to Schedule your Day for Peak Creative Performance?
؟أعلىإبداع  لأداءيومكتجدولكيف
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How to Schedule your Day for Peak Creative Performance?
؟أعلىإبداع  لأداءيومكتجدولكيف

محفوظةالحقوقجميع – نسإعمل ز بي 
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How to Schedule your Day for Peak Creative Performance?
؟أعلىإبداع  لأداءيومكتجدولكيف

محفوظةالحقوقجميع – نسإعمل ز بي 

1. Set priorities on Sunday.

Every Sunday, I sit down and map out my week. Instead of defining the hour-by-hour of each day, 
I outline my weekly priorities and what I want to have accomplished by the following busman’s 
holiday.

2. Map out work, play, fit, and push.

Work: For each day, I outline my “Top 3,” meaning the three most important things I will have 
accomplished by the end of the day. Sometimes I’ll map out the entire week on Sunday because my 
priorities are super clear. Other times, I’ll decide on my Top 3 on a day-by-day basis.

• Play: I’ve found that play enables me to self-express, reflect, and give my ideas space, which shows 
up positively in my work. Making time to create art, get into nature, go on photo walks, read poetry, 
skip down sidewalks and the like puts me in a constant state of curiosity and flow.

• Fit: Movement keeps ideas moving forward so I aim to move my body for at least 30 minutes each 
day.

• Push: Since learning and growth is important to me, I do something that scares me (almost) every 
day. This may be asking someone whom I deeply respect for an interview or writing about a topic 
that makes me feel vulnerable.
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How to Schedule your Day for Peak Creative Performance?
؟أعلىإبداع  لأداءيومكتجدولكيف

محفوظةالحقوقجميع – نسإعمل ز بي 

• 3. Batch your days.

Batching actions into specific days and creating time for creativity has been a huge game changer for me. 
Here’s how I break down my schedule.

• CREATE on Monday/Wednesday/Friday: I create holes in my schedule for thinking and creating. On these days, 
instead of thinking about how to spend my time in advance, I pay attention to my body and take tens 
as needed.

• CALLS and MEETINGS on Tuesday/Thursday: When possible, I avoid phone calls and meetings because I find 
them typically unproductive and often easy to solve via email. I set aside three hours on Tuesday and Thursday 
for meetings, and once these spots are filled, I say no. There are, of course, occasional exceptions.

• “Hate you but have to do you” is saved for Wednesday morning: Sneak peek, things like paying bills, 
clearing out my email inbox, and the like, take up just one morning.

• SPONTANEOUS Saturday: With so much structure, I make room for spontaneity. On Saturday, I let go and go 
where the day takes me. Balancing structure with a day of free-spiritedness makes me feel whole.
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How to Schedule your Day for Peak Creative Performance?
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INTENTIONAL Sunday: Become ahead of the game; plan for the week ahead.

Above all, when it comes to reaching peak creative performance, it’s all about 

experimenting to figure out what works best for you.
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Questions on Schedules & Planning
والتخطيطالتشغيلحولأسئلة

محفوظةالحقوقجميع – نسإعمل ز بي 

• How do you organize, plan, and prioritize your work?

• Does this task align with our goals?

• Who are all the parties involved?

• Is this the best time to complete this task?

• What is our backup plan?

• How is our scheduling done – manually or automatically?

• How will we know what we accomplished?

• What time frame should our plan cover?

• How often should we review progress on our plan?
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 لكم
 
شكرا

نس–جميع الحقوق محفوظة  ز إعمل بي 


