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Time Management



Please finish the 
sentence…
If I had more time in my 

personal life I would…
If I had more time at work I 

would…



Reasons to enhance time 
management skills
 Reporting requirements have changed 
 Increased client caseloads
 Different and ever changing documentation
 Electronic medical records
 Produces more efficient results



Negative Outcomes of not 
managing time well
 Late for or missed appointment/meetings
 Not returning phone calls or emails in a timely manner
 Missing documentation deadlines
 Can affect your clients 
 Can affect your job performance
 Possibility of being short with coworkers or people in personal 

life
 Feelings of being overwhelmed, frustration, and stress
 Less sleep, feeling ill, headaches, etc…



TM Tips and Strategies



Proactive Preparation Tips
 Always schedule time to 

complete paperwork, 
put it on your calendar 
(Outlook).

 Set aside time on your 
calendar (Outlook) to 
prepare for 
presentations, 
meetings, outreach 
events, etc.

 Schedule time 
periodically for items 
that are often pushed to 
the back burner (i.e. 
once or twice monthly).

 Do not schedule 
appointments and 
meetings back to back if 
possible.



Prioritized To Do Lists
 Make Prioritized To Do Lists: 
 Take 5 minutes at the start of each day to create a task list for 

yourself for the day. At the end of the day take 5 minutes to 
check off how much of that list you completed and what to move 
to another day.

 Whether your prefer to create your list monthly, weekly, or 
daily; it is important to be constantly updating that list and 
prioritizing it. 

 Prioritize by importance and urgency.
 Things that are urgent are not always important to your job 

description. 
 Learn to say: “I’m sorry I do not have the time in my schedule 

right now.”



TM Quadrant



Tips continued

 Set your watch/clocks 5 minutes ahead 
 Ask for help when you need it. 
 Reward or treat yourself after tasks are 

completed.
 Seek assistance from your supervisor and co-

workers if you find yourself stuck and need 
other’s ideas or input.



What kind of bird are you?
 Are you an early bird or a afternoon/night owl?  Identify what 

time of day works best for your productivity level. 





Outlook
Use your Outlook Calendar as a 

time management tool.
 http://www.youtube.com/watch?v=amAEJGVB

MvU&feature=related

http://www.youtube.com/watch?v=amAEJGVBMvU&feature=related


Keeping track of it all
Create a system that allows you to keep 

track of all your client documentation, 
monthly reports, and referrals.

 Some examples include tracking logs, excel 
sheets, and check lists.

Put referral verification date in your 
calendar (Outlook) with client ID.  

Voice mail logs
Flag emails for follow up



Does your workspace look like 
this?



Clean Work Space and 
Organized Files
 Saves time and stress
 If you have to spend 5-10 minutes looking for a document 

because of a cluttered or dis-organized workspace, that is 
inefficient time management and will often cause you 
stress

 Do you have accurate and up to date referral and active 
client lists?

 Do you come prepared with all needed information to 
supervisions and meetings?



Is organizing a waste of time?
 Some of you may feel like…..
 I don’t have the time to organize my workspace, or keep up on 

everything. I have so much on my plate, so many clients with 
high needs, so much documentation, the list goes on and on and 
on. It would actually be wasting my time to take the time to 
clean/organize.

 It is actually proven if you take the time to organize it all, and 
keep it organized, it will save you time in the long run and lead 
to decreased stress in the work place.

 For example: Health Home outreach clients and documenting in 
real time in EMR’s  when possible.



Brainstorm
 Let’s brainstorm some work related challenges 

and solutions



Take a break if you need it
When working on a 
complex project or report.
• To recharge and 

refocus.
• When completing 

continual data entry.
• To reduce eye strain.

 Relaxation and re-
focusing exercise:

 Let’s practice deep 
breathing and 
meditation for 1 
minute.



Great Job!
 Thanks for attending 

the training!
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