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Limits of Liability and Disclaimer of Warranty  
The author and publisher shall not be liable for your misuse of this 
material. This book is strictly for informational and educational purposes.  
  
 
 
Warning – Disclaimer  
The purpose of this book is to educate and entertain. The author and/or 
publisher do not guarantee that anyone following these techniques, 
suggestions, tips, ideas or strategies will become successful. The author 
and/or publisher shall have neither liability nor responsibility to anyone with 
respect to any loss or damage caused, or alleged to be caused, directly or 
indirectly by the information contained in this book 
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Get Back In Control 
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Get Back In Control 
 
The power of time management can have you thinking you can do it all 
now!  You are Superwoman!  You are Superman!  But, before you go 
leaping those tall buildings, stop and take a deep breath.  There are still 
things beyond our control.  Yes, we can do a lot, but we can't do it all.  Life 
sometimes gets in the way, even of the most on-task entrepreneur.  Let's 
take a look now at how to recover from situations beyond our control. 
  
If you think back over the most stressful times in your life – illness for 
yourself or a family member, loss of a job or major client, a death in the 
family – I would venture to say that there's a common thread through all of 
these stressful times: Lack of control. 
 
Because home-based entrepreneurs see themselves as pioneers, we 
pride ourselves on our take-charge attitudes and get-it-done approach to 
life. Therefore, not being in charge of what's happening can cause us a 
great deal of anxiety. We want to fix things, now. When we can't fix things, 
or we don't know how to fix things, we can become very stressed and even 
freak out a bit. 
 
When faced with a situation where you're not in control, here are three 
ways you can maintain an even keel, despite the foul weather: 
 
Find something you CAN control. 
 
When the world is spinning away from you, it can feel like there's nothing 
you can control. Not true! In any situation, there's SOMETHING you can 
control. Let's say your major client is having financial difficulties. You may 
think you are at the whim of their financial ups-and-downs, but you can 
start regaining a feeling of control by searching out other clients to replace 
this financially strapped client if they would need to part ways with you. Or 
you could get your own finances in order and do some proactive belt-
tightening so that the loss of one client doesn't send your world into a 
tailspin. 
 
Perhaps your website programmer says your whole site needs to be 
overhauled, and it's going to cost you BIG money. Instead of retreating to 

http://www.altadmin.ca/
mailto:jen@altadmin.ca


 

©2014 www.altadmin.ca | Jennifer Hazlett, Alternate Admin, jen@altadmin.ca 
27-1300 King Street East, Box 107, Oshawa, ON   L1H 8J4 | 905 809 5809 

5 
Just Say NO To Work-at-Home Stress program 

your bed with a bottle of Tylenol, you could get on message boards and 
ask other developers if their opinion is the same, or you could hire a 
consultant just for a second opinion. You are NOT helpless, and the 
sooner you find something to control, the sooner you'll feel less anxious 
about the future. 
 
Focus on the moment. 
 
Stress comes when we stop focusing on the here and now and start 
ruminating over the horrible things we wish hadn't happened yesterday, or 
about the horrible things we fear will happen tomorrow. If we ground 
ourselves in the present moment, we find we're still alive, still functioning, 
and still able to make decisions. Once we lose sight of that fact, though, 
the stress seeps in. When your thoughts start spinning out of control, 
gently reel them back in. Take a few deep breaths, remind yourself that 
you are okay, right now, and then find something productive to do in this 
moment to protect against what you fear. 
 
This may be difficult for some people to do because they honestly don't 
believe they can control their thoughts. It's true that when our mind is 
spinning out of control, thoughts do seem to just keep popping into your 
head. One method health professionals use to quiet discomforted patients 
is with visualization and repeating positive phrases. This actually does help 
to quiet the mind so you can gain control, once again, of your thought 
processes. Once you have quieted your mind, you can choose to focus on 
the here and now and take back control. 
 
Remind yourself of your expertise and experience. 
 
Stress also comes when we are afraid we can't handle the horrific 
scenarios we've created for ourselves when we doubt our competence. If 
our client goes away, then what? If the economy tanks further, then what? 
If our website crashes, then what? If we knew we'd be okay in the future 
because we have the expertise to handle these situations, the stress about 
the future would be a thing of the past. 
 
One tip to combat that stress is to remind yourself of all the tough 
circumstances you've already navigated through successfully. Think about 
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situations you went through in the past and how you handled them. While 
past success is no guarantee of future performance, as they say in the 
stock market, it still is a pretty good indication of how things will turn out. 
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Just Say No 
 
After being a work-at-home entrepreneur since 2006, I can attest that the 
toughest item on this list for me, personally, is learning to say no to 
potential clients or customers. When you work for yourself – especially in 
the early days – you're not always sure where that next paycheck is 
coming from. And even when the customer roster is full this month, you 
can't be positive the same will be true next month or the month after, so 
you tend to take on more work than you can comfortably perform. After all, 
isn't a few nights of burning the midnight oil well worth the benefit of having 
a little more padding in the bank account? 
 
The problem is, working too much to stay ahead causes us stress and job 
burnout – and it also makes spouses and families a tad angry! So we just 
exchange one stress point (finances) for another (overwork and family 
pressure). There is a solution, although you're not going to like it. Set a 
limit and stick to it. 
 
It's important to set boundaries as to when you're available and to let your 

clients know how and when they can contact you. This is your business 

and you get to make up whatever works for you and makes sense for your 

industry. If you're just starting out it's tempting to announce that you are 

available 24/7 in order to get clients. But you probably don't want to be 'on 

call' when you're sleeping or with family!  That can actually be very bad for 

business. Only promise what you can deliver.  

I know, I know, this is easier said than done. But I can honestly say that 
I've never had a customer or client disappear into thin air when I told him 
or her they had to wait a few weeks or months to work with me. In fact, it 
often shows that you're in demand and that you can pick and choose who 
you work with, and when. And that's a valuable trait, particularly when you 
want to command top rates for your expertise. 
 
Think about the busiest restaurant you know of.  The advance reservations 
notice these establishments require actually increases their mystique and 
reputation. Making your customers and clients wait can do the same for 
you! 
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Decide how many products you're going to release, how many interviews 
you're going to do, how many coaching clients you're going to work with, 
how many articles you'll write, or how many hours you're going to work per 
week, and then stop. That's it – no more. 
 
Here are 5 strategies to help you manage the overwhelm and learn ways 
to say "no":   
 
1. Set your business hours and stick with them.  Once you set a 
precedence by replying to a client at 11:00 pm when your office closes at 
5:00 pm, don't be surprised to receive more requests after hours that you 
will be expected to respond to and this won't always be possible.  Most 
people are reasonable and won't expect you to drop everything and 
respond right away but once you set a precedence it's hard to go back.  
 
2. Sometimes saying "no" may simply mean unsubscribing from 
mailing lists you signed up for.  Don't worry about offending a fellow 
business owner who's a friend and puts out an awesome weekly ezine.  
She's probably inundated with email too and will understand.  Many of us 
are suffering from overwhelm and this is one way to reduce the amount of 
information coming at you.  Pick only one or two mentors in your industry 
to follow and unsubscribe from the rest. 
 
3. Start a waiting list as opposed to squeezing in 'just one more' 
client.  As a business owner, you still need to address your own sales and 
marketing functions, attend networking events and grow your business.  If 
you neglect these tasks and only attend to clients' needs, your own 
business will fall apart. 
 
4. Another way to say "no" is by saying "not now".  In my business I 
ask for 4 days turnaround time.  I plan my upcoming week on Friday and 
my schedule for the week is set with little flexibility for last minute requests.  
To drop everything for an urgent request can negatively affect another 
client.  Let your client know when you can handle their request, if not right 
away.  You're demonstrating that you value all your clients equally and that 
you wouldn't push their work aside for another client either.  
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5. Have a backup plan.  If a client has an urgent request and can't wait 
your standard waiting period, refer the client to an associate who you trust 
will give your client the same expertise and high level of service as you 
would.  Your client gets the work done and your associate is happy for the 
referral.   
 
Saying "no" does not have to be considered a negative response.  It is 
about setting realistic boundaries and expectations.  Clients, family and 
friends can trust that you will respond honestly and will know that when 
you commit to something you will follow through.  Saying "yes" when you 
should be saying "no" is setting yourself up for failure.  To be successful, 
make it a rule to never promise what you can't deliver. 
 
One of the best ways to keep your work commitments at a tolerable level is 
to make a commitment to your family. You can start with committing to 
attending every softball game, every Scout meeting, and every recital. You 
can promise dinner each evening, or read out of a chapter book every 
night to your children.  This will make you accountable to your own 
scheduled work day. You may feel a momentary pang of regret or anxiety 
when you tell a potential client “no” or “wait.”  I'm willing to bet it will soon 
fade when you realize how much less stressed you are on a day-to-day 
basis, and how much happier your home life is! 
 
  

http://www.altadmin.ca/
mailto:jen@altadmin.ca


 

©2014 www.altadmin.ca | Jennifer Hazlett, Alternate Admin, jen@altadmin.ca 
27-1300 King Street East, Box 107, Oshawa, ON   L1H 8J4 | 905 809 5809 

10 
Just Say NO To Work-at-Home Stress program 

Complete these exercises to help form the foundation of your weekly 

schedule.  Later on in the lessons I will provide you with a template for 

your schedule once the groundwork is done.  

 
First, let’s consider your availability. 
  

What are your preferred days of work? 

 

 

 

What are your preferred hours of work each day? 

 

 

 

  
 

Next, review your weekly charts from Lesson #2.   
 

Taking into consideration your weekly activities, are the hours and days you prefer to 
work realistic? 

 

 

 

If you answered ‘no’ to the above question.  Determine 3 activities that you can 
decrease, eliminate or outsource to make this goal achievable. 

 

1. 

 

2. 

 

3. 
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Coming Up Next... 
 
Lesson #4:  In the next lesson we’ll cover making work rules for family and 
friends and how to avoid wasting time when working from home. 
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