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Introduction
Time management refers to the process of organising and planning how to divide   time between specific activities effectively (Trenholm, 2020). In healthcare settings, especially for roles such as care assistants and nurses, effective time management is essential for ensuring the delivery of safe, efficient, and person-centred care.

Types of Time Management
Time management can be divided into proactive and reactive approaches. Proactive time management involves planning ahead and setting priorities, while reactive management focuses on handling tasks as they arise. Healthcare professionals benefit most from a proactive approach, especially when dealing with multiple patients and responsibilities (Mind Tools, 2021).

Importance in Healthcare Settings
In the role of a care assistant, effective time management ensures that personal care tasks, medication reminders, and documentation are completed within set timeframes. For example, a delay in administering hygiene care can lead to discomfort or health complications for the service user. Nurses and senior carers must also manage complex schedules involving patient care, meetings, and training sessions. Poor time management in these roles can lead to increased stress, medical errors, and reduced patient satisfaction (WHO, 2019).
Time management also contributes to better teamwork. When care assistants manage their time well, they can support colleagues more effectively, which improves the overall quality of care. It also allows more time to build therapeutic relationships with patients, improving emotional wellbeing.

Tools and Techniques to Improve Time Management
Two key tools to enhance time management in healthcare are the Eisenhower Matrix and SMART Goal Setting.
1. Eisenhower Matrix
This tool helps prioritise tasks by urgency and importance. For instance, urgent and important tasks (e.g., responding to a patient fall) are done immediately, while less urgent but important tasks (e.g., care plan updates) are scheduled. This system reduces overwhelm and ensures critical care tasks are not overlooked (Covey, 1990).
2. SMART Goal Setting
This technique encourages setting goals that are Specific, Measurable, Achievable, Relevant, and Time-bound. For example, a SMART goal for a care assistant might be: “Complete all documentation within 30 minutes of finishing a shift for one month.” This helps create structure, increases accountability, and improves personal productivity (Doran, 1981).

Conclusion
Time management is a critical skill in health and social care roles, directly influencing service quality, staff wellbeing, and patient safety. Through proactive planning and the use of time management tools like the Eisenhower Matrix and SMART goals, professionals such as care assistants and nurses can improve their efficiency and reduce workplace stress. Investing in time management skills is therefore vital for long-term professional success in healthcare.
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