
Balancing Act: Avoiding Advisor Burnout 
 
Kathleen Schreier Rudgers kmsrla@rit.edu | Amanda Thau absrla@rit.edu 
School of Interactive Games and Media website: http://igm.rit.edu  
 
Tips for Balancing  
 
Calendar:  

- Consider scheduling walk-in hours several times during the week as opposed to appointments.  
- Leave time for work / admin time (schedule blocks on your calendar if necessary). 

o i.e. ½ hour to check e-mail first thing in the morning, 2 hours to prepare certifications, etc.  
- Can someone else schedule your appointments? This will reduce the amount of e-mail traffic you have regarding 

scheduling appointments.  
- There are free online appointment scheduling programs available: 

o www.setmore.com 
o www.simplybook.me  

- Schedule your breaks! Don’t be afraid to put a lunch and, if necessary, dinner break on your calendar. Do you 
often stay late? Put an “end” time on your calendar.  

 
Meetings:  

- Book time on your calendar specifically for student appointments.  
o This allows you to know generally how your day is going to flow. This also guarantees you will have blocks 

of time with nothing scheduled to work on other tasks.  
o How much time do you really need for these appointments? Do they need to be 1 hour, ½ hour or even 15 

minutes? Can you have variable appointment times on your calendar and ask your scheduler to determine 
how much time is really needed? 

- Rotate meeting attendance with colleagues and share notes afterwards to get more time on your calendar 
- Do not allow same day appointments. This will give you time to prepare for the meeting and will not interrupt your 

work flow.   
 

Communicating with Students:  
- Send out a weekly/bi-weekly newsletter with all of the upcoming pertinent information including: enrollment, 

events, announcements, policies of the office, etc. Make sure you refer to your newsletter when talking to students! 
- Social media is a great way to reach your students for “just in time” communication. Make sure you refer to your 

accounts often! 
- When preparing for enrollment, create a student information guide including enrollment dates and times, courses 

and descriptions being offered, and other related information. Then post the guides on your website and include a 
link to that webpage in your newsletter.  

- Create online training modules regarding enrollment, using online resources, etc.  
- Set clear expectations with students/parents/campus partners. Let them know you are not available to meet at 

night/on the weekends. Do not respond to your e-mail at night/on the weekends. If students see you responding 
during these times, they will come to expect it.  

 
Using Technology:  

- Have a website where you can refer students. Have as much information as possible on your website and direct 
students/parents/campus partners to the appropriate webpages. Make sure this information is as up-to-date as 
possible! Bonus points if it can be interactive!  

- Are there certain questions you get asked frequently? Save e-mails you have sent previously in designated folders. 
Then customize for new e-mails. Or save text to word documents on your computer/shared drive.  

- Utilize tasks instead of keeping e-mails in your inbox. Shut off sounds and popups to minimize email distractions.  
- Turn off work email from your cell phone. If you need it, set up alarms on your phone to remind you to take a lunch 

break and/or go home! 
 
Delegate:  

- Utilize student workers and/or your office assistant. Are there others in your office/department/college that can 
share some of the workload with you? Are there others you work with looking for professional development? Can 
you look to bring on a graduate assistant? Often students in Higher Education/Counseling programs are looking 
for immersive experiences and this could be a great opportunity for someone! 

- DOCUMENTATION! If you document your processes you won’t need to re-create the wheel every time. 
- Create a to do list with 1 big thing, 3 medium things, and 5 little things each day  
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In general:  

- SAY NO! It’s better to do a few things well than lots of things with half effort.  
 
 
What happens if… 
 
My supervisor works in the evenings/on the weekends and I feel pressure to do the same: 
 

-  Have a conversation with your supervisor. What exactly are his/her expectations? Does he/she actually want you 
to work during these times? 

 
-  Can you communicate to your supervisor that you are able to complete your tasks during regular business hours?  
 
-  If your supervisor asks you to complete something in the evening or on the weekends, can you come up with a plan 

to address the issue during your regular work hours? Eventually, he/she may start to understand that you do not 
need to work on the nights/weekends in order to be successful at your job! 

 
-  If so, can you set boundaries with your supervisor that you feel comfortable with? Suggestions: 

  -Agree to check your e-mail one hour per night 
  -Agree to check your e-mail only after 9 PM (after the kids go to bed) 
  -Check your e-mail on Sunday night 
  -Agree to work evenings on Tuesdays and Thursdays, but other days are off limits (or similar). 

 
- Track your time. Keep a time log for a week or two. This will show you if there are patterns in your boss’s 

demands. In most cases, these behaviors are not completely random. Look for the patterns and adjust accordingly. 
 
- Change your habits. If you’re in the habit of checking email and texts a dozen times a day, stop it. Limiting your 

check-in times can stop that overwhelmed feeling of being constantly under siege by nonstop electronic 
communications. If you are being barraged, managing them at specific times will let you feel a bit more in control. 

 
-  Make sure it’s the boss—and not you. Your boss might like to clear out his/her email responses on Sunday night 

before the Monday morning rush. That doesn’t necessarily mean you have to respond right away. And if you’ve 
made a habit of answering right away, the boss might think you’re okay with it. Stop responding at odd hours and 
see if it gets better. 

 
 

My co-workers/peers work through their lunches/in the evenings/on the weekends and I feel pressure to do the same: 
 

- You can have a conversation with your coworker. Perhaps your co-worker is feeling overwhelmed. Is there any way 
you can help? Are there things that you do to manage your time well that you can share?  
 

- Have a conversation with your supervisor. It’s likely they are aware of the various personalities at play in your 
office.  
 

- What is the reason for the competition? Is there a chance your co-worker isn’t feeling their contributions are being 
noticed/valued? Is there something you can do to change this, such as institute a recognition program in your 
department/office?  
 

- Last, but not least, it’s only a competition if you show up to compete. Don’t engage in the competition. Believe in 
yourself and your ability to do your job well. We are not in a high-reward field! Be proud of your 
accomplishments and find the joy and reward in the interactions you have with your students.  

 


