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All rights reserved. This ebook or any portion thereof may not be reproduced, distributed, 
transmitted, resold, or used in any manner whatsoever without the express written permission of 
the publisher except for the use of brief quotations in a book review. 

The information in this ebook is based on my own experiences. I’ve made every reasonable 
attempt to make sure this content is accurate, and my company (Dixon Consulting, LLC) and I 
assume no responsibility for errors, omissions, or any damages whatsoever. Use this ebook at 
your own risk, and if you want to change things up to make them work better for your personal 
situation, please do. You should not rely on this information as a substitute for, nor does it 
replace, common sense, management discretion, or professional legal or medical advice, 
diagnosis, or treatment. This ebook was designed to inform and entertain the reader. 

So, in short, don’t copy, and have fun! 
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getting ready

why should you audit your work & life now?

how do you audit your work & life?

You deserve clarity. 
When you don’t know where you’re going, you can’t get there. By taking the time to stop 
and look at what’s going on in your life, you’re giving yourself the gift of clarity. Getting clear 
about what’s important to you AND how happy you are with it is key. Brilliant! 

Focus is essential to getting the results you crave. 
Taking the time to figure out the things that are most important to you and which ones 
need attention will help you create focus. Which in turn sparks your intention, which then 
drives results. 

Your results are unique to you, at this moment. 
What’s important to us and how happy we are with it tends to shift over time. Especially 
when you’re making big changes and rocking your world! Completing a Work-Life Audit at 
least once a year will help you take stock. You might be surprised at your results!

Be honest. 
This audit is for you, not anyone else. Don’t think about what you should answer or what 
someone else would want you to answer. Speak the truth to yourself, for yourself. 

Take time. 
Sure, you could move through the Work-Life Audit at top speed, but how would that serve 
you? Take some time to think about it. If you find yourself stuck, put it aside for a few hours 
and come back to it. 

Dig deep. 
Deciding what you really want, and how you really feel about it is a super-big deal. Really 
connect with your true self, and figure it out. Down deep.

Are you ready? Flip the page, and GO!

My leadership coaching clients come to me ready to make big changes in their lives, 
but they’re often at a loss as to how to start. I developed the Work-Life Audit toolkit to 
help them get started living their best lives, purposefully and intentionally. 

What will this practice do for you? Let’s get started!
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your work-life audit

category

how important is it to 
you?

how fulfilled are you 
with it? score

low   medium   high low   medium   high (ex: hi-hi, med-lo)

Work

Job 
The work you do on a daily basis. ○   ○   ○ ○   ○   ○
Development 
How you’re growing and learning. ○   ○   ○ ○   ○   ○
Organization 
The company/organization you  work for. ○   ○   ○ ○   ○   ○
Pay/Benefits 
The rewards you receive. ○   ○   ○ ○   ○   ○
Your Team 
The people who work for & with you. ○   ○   ○ ○   ○   ○
Your Leadership 
The people who manage and lead you. ○   ○   ○ ○   ○   ○
You as Leader* 
Your skills & abilities as a leader. ○   ○   ○ ○   ○   ○
Life

Health 
Your diet, exercise, and overall health. ○   ○   ○ ○   ○   ○
Partner 
Your spouse or significant other. ○   ○   ○ ○   ○   ○
Family 
Your nuclear and extended family. ○   ○   ○ ○   ○   ○
Home/Environment 
Where you live and play. ○   ○   ○ ○   ○   ○
Community 
Your neighborhood and causes you support. ○   ○   ○ ○   ○   ○
Money 
Your finances, savings, and debts. ○   ○   ○ ○   ○   ○
Self-Defined Categories

○   ○   ○ ○   ○   ○
○   ○   ○ ○   ○   ○

* Complete if you are a people manager

Instructions: For each category, select how important the category is, and how fulfilled you currently are in that category.  Feel free to 
add categories at the bottom. Then, enter a score for each category. Interpret your scores using the information on the following page.
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what does it mean?

interpreting your results

Score Explanation Score Explanation Score Explanation

Hi-Hi

Congratulations! Your importance 

and fulfillment match. No action 

needed.

Med-Hi

Good news! Your fulfillment is 

higher than its importance. 

Nothing needed here.

Lo-Hi

You might want to consider 

shifting energy to lifting fulfillment 

elsewhere.

Hi-Med

Hmm. Your fulfillment is lower 

than importance here. Explore 

increasing your fulfillment. 

Med-

Med

Congratulations! Your importance 

and fulfillment match. Action not 

required.

Lo-Med

Good news! Your fulfillment is 

higher than its importance. 

Nothing needed here.

Hi-Lo

Big mismatch! You’ll  definitely 

want to spend some energy 

increasing your fulfillment.

Med-Lo

Hmm. Your fulfillment is lower 

than importance here. Explore 

increasing your fulfillment. 

Lo-Lo

Congratulations! Your importance 

and fulfillment match. Action not 

required.

What does your score mean? Review how you scored each category on the previous page, 
and check out the explanations below:

How do you feel? 
Completing your Work-Life Audit can be an emotional experience. My clients have 
experienced relief, anger, excitement, frustration, and everything in between. What’s 
coming up for you? And why? 

Where do you have mismatches? 
If you have scored things Hi-Lo, Hi-Med, or Med-Lo, you have a negative mismatch between 
how important the category is for you and how fulfilled you are with it. Items you’ve scored 
this way will be your first place to look for things to focus on and/or change. Your 
mismatched categories are likely to give you the biggest fulfillment boost when you make 
progress with them. Add any mismatches to the worksheet on the Next Steps Worksheet. 

What’s freaking you out? 
If you’re like most people, there’s one thing in your Work-Life Audit results that’s bothering 
you. Or maybe even freaking you the heck out. Zoom in on that one thing, and pay 
attention to that energy. That’s you telling yourself that this one thing is a great place to 
start planning what’s next! And put it on the Next Steps Worksheet.

scoring your work-life audit
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what’s next?

your 3 steps

So . . . you’ve completed your Work-Life Audit. What’s the best way to get started closing the 
gaps you identified? Take these 3 steps:

your experience

Tune in.  
If you’re overwhelmed with things you’d like to work on, take a moment, and listen to 
your heart. You already know what you need more of. Or less of! 

Decide how far you’re willing to go. 
For example, if you find that your team is really important to you, but you’re not 
fulfilled with it, what are you willing to do to change things?  

Shift your perspective and attitude? Focus your energy and develop your interests 
outside of work? Find a new job or place to work? 

It’s time to get real. 

Make a plan.  
Just pick one thing to get started with. What does success look like?  

Now, think about the steps you need to complete to get your thing done, and write 
them down (by hand is best!). Writing will help cement what your intentions are, and 
once you commit your plan to paper, it’ll be easier to track. Start with the Next Steps 
Worksheet (on the next page)!  

Don’t forget to plan for celebrations along the way — reinforce your wins!

3

2

1

Now start your plan with the Next Steps Worksheet!

Email me (kate@katedixon.org) and tell me how it’s going! I’d love to hear how the Work-Life 
Audit is changing your life.  
Want more information or help with goal-setting, integrating your work and life, becoming a 
better leader, bumping up your performance, and/or living your best life? Visit my website 
(katedixon.org) and/or drop me a note (kate@katedixon.org).  

I’d love to help you create more of what you want in your life!

mailto:kate@katedixon.org
http://katedixon.org
mailto:kate@katedixon.org
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next steps worksheet
Now that you’ve figured out what the results of your Work-Life Audit mean, it’s time to 
take action!

focus areas

DESCRIPTION WHY FOCUS HERE?

FOCUS AREA 1

FOCUS AREA 2

FOCUS AREA 3

Enter any area that’s coming up as a focus for you; either category mismatches, or stuff that 
freaked you out, or is something you really want to get after.

my one thing

MY ONE THING WHAT IS SUCCESS? HOW WILL I GET THERE?

Let’s get started. Fill out the table below with the one thing you’ll focus on first, how you 
define success for that thing, and what is your plan to get there.



thanks for completing the work-life audit! 
for more information, visit katedixon.org
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