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Welcome to Your Time
Management Workshop!

This interactive session is designed to equip you with effective strategies

tailored for the unique demands of NHS primary care. By the end of this

workshop, you will be able to:

Boost Personal Productivity

Learn techniques to manage your tasks more efficiently, helping you
accomplish more within your working hours.

Reduce Workplace Stress

Discover methods to prioritize, delegate, and maintain control over your
schedule, leading to a calmer work environment.

Enhance Service Delivery

Improve your ability to allocate time effectively, ensuring efficient and
high-quality administrative support.

Develop Practical Skills

Acquire concrete time management tools and strategies directly
applicable to your NHS primary care role.



Strategy 1: The Eisenhower Matrix

Mastering your time requires a combination of effective techniques. Here is the first of four fundamental strategies that can transform
your daily workflow in NHS primary care.

Eisenhower Matrix

The Eisenhower Matrix is a powerful tool for prioritizing tasks based on their urgency and importance. This method helps you
categorize tasks into four quadrants, enabling you to focus on what truly matters and manage your time more effectively within
the demanding NHS primary care administrative environment.

o Urgent & Important (Do First): These are critical tasks that require immediate attention. Example: Addressing a critical IT
system outage impacting appointment scheduling.

o Important, Not Urgent (Schedule): These tasks are crucial for long-term practice efficiency and improvement, but don't
need to be done right away. Example: Developing new staff training modules or reviewing patient feedback to improve
administrative processes.

« Not Urgent, Not Important (Eliminate): These tasks are distractions and should be minimized or avoided. Example:
Unnecessary paperwork or excessive tidying of a perfectly organized desk when critical tasks are pending.

« Urgent, Not Important (Delegate): Tasks that demand immediate attention but are not critical to your core responsibilities.
Example: Responding to a common query that can be handled by a junior administrator or redirecting a patient to an online

resource.

This structured approach helps clarify your workload and ensures valuable time is allocated to high-impact administrative and
support activities, enhancing overall service delivery.



Interactive Activity: Applying the Eisenhower
Matrix

Now, let's put the Eisenhower Matrix into practice. Below is a visual representation of the matrix. Your task is to categorize the NHS
primary care administrative tasks listed into the correct quadrant based on their urgency and importance. Discuss with your peers how

you would approach each task.
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Tasks to Categorize:

« Handling a complaint from an angry patient at reception
« Planning staff training schedules for next quarter

« Sorting through a pile of routine filing and paperwork

o Completing mandatory data protection training

« Updating patient contact details and records

« Answering a simple appointment booking query

« Checking personal social media during work hours

« Organizing the staff room supplies and equipment

Take a few moments to discuss where each task belongs. What does this exercise reveal about your current approach to prioritizing
administrative tasks and service delivery?



Eisenhower Matrix Activity - Task Categorization

Worksheet
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Write each task number in the appropriate quadrant above.

NHS Primary Care Administrative Tasks:

Handling a complaint from an angry patient at reception
Planning staff training schedules for next quarter
Sorting through a pile of routine filing and paperwork
Completing mandatory data protection training
Updating patient contact details and records

Answering a simple appointment booking query

Checking personal social media during work hours
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Organizing the staff room supplies and equipment

High Urgency



Eisenhower Matrix Worksheet

Use this worksheet to prioritize your tasks based on their urgency and importance. Place each task in the appropriate quadrant, then
plan your actions accordingly.

Urgent & Important (Do First) Important, Not Urgent (Schedule)

Urgent, Not Important (Delegate) Not Urgent, Not Important (Eliminate)



Strategy 2: Time Blocking & Calendar Management

Time blocking is a proactive time management strategy where you dedicate specific blocks of time in your calendar for certain tasks or
activities. Instead of just creating a to-do list, you schedule exactly when and where you will work on administrative tasks, treating them
like appointments with yourself.

¢ Block Dedicated Focus Time ¢ Integrate Administrative Blocks

Allocate specific, uninterrupted periods for high-priority
administrative tasks. This could include processing patient
registrations, updating databases, or handling complex
queries.

NHS Example: Schedule a 60-minute 'Admin Focus' slot for
processing patient registrations, updating records, or handling
complex administrative inquiries without interruption.

Schedule Buffer Time and Breaks

Allow for the unexpected and ensure you have time to
recharge. This prevents burnout and helps maintain flexibility
for urgent requests.

NHS Example: Build in 10-minute buffers between busy
periods and protect your lunch break to handle unexpected
Incoming queries or system issues without feeling
overwhelmed.

Group similar administrative tasks together. This reduces
context-switching and improves efficiency for paperwork,
referrals, and communication.

NHS Example: Designate 30-minute ‘Communication Blocks
twice daily for returning incoming calls, responding to emails,
and coordinating with external services.

Regularly Review and Adapt Your Calendar

Your schedule isn't set in stone. Regularly assess what's
working and what's not, making adjustments as needed to
optimize your flow.

NHS Example: Spend 15 minutes each Friday reviewing your
week's schedule, noting peak busy times and planning next
week's administrative blocks accordingly.




Strategy 3: The 2-Minute Rule

The 2-Minute Rule is a simple yet powerful principle: if a task takes less than
two minutes to complete, do it immediately. This strategy helps prevent small
tasks from piling up, reducing mental clutter and boosting overall productivity.

e Immediate Action

Don't defer small tasks; tackle them on the spot.

¢ NHS Primary Care Examples
« Responding to a brief patient email query.
« Filing a completed patient registration form.
« Making a quick follow-up phone call to confirm an appointment.

o Updating a patient's contact details.

¢ Implementation Tip

Integrate this rule into your daily workflow to prevent overwhelm from
accumulated small tasks.




Strategy 4: Mastering Effective Delegation

Effective delegation is not about offloading unwanted tasks, but about empowering your team, optimizing workflows, and enhancing
overall practice efficiency. It's a vital skill for managing the demanding administrative workload in NHS primary care.

G

Identify & Define

Determine which tasks are suitable for delegation. Focus on
those that are routine, developable, or can free up your time
for higher-level strategic or managerial tasks. Clearly articulate
the desired outcomes and standards.

NHS Example: Delegating routine data entry tasks to junior
admin staff, or assigning appointment scheduling coordination
to trained reception team members.
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Communicate & Empower

Provide clear, concise instructions, including the task's
purpose, expected standards, deadlines, and reporting
mechanisms. Emphasize trust and empower the individual to
make decisions where appropriate, fostering ownership.

NHS Example: Explaining to a junior administrator the specific
process for handling patient complaints, including escalation
procedures and documentation requirements.

Select & Equip

Choose the right person for the task based on their skills,
experience, and development goals. Ensure they have the
necessary training, resources, and authority to complete the
task successfully.

NHS Example: Assigning patient registration processes to a
team member who has completed GDPR and confidentiality
training.

i

Monitor & Feedback

Establish a system for monitoring progress without
micromanaging. Offer support and constructive feedback.
Recognize accomplishments and use challenges as learning
opportunities to refine future delegation efforts.

NHS Example: Regular brief check-ins on delegated filing
systems, providing feedback on organization methods, and
reviewing efficiency improvements in team meetings.



Strategy 5: Saying No Professionally

In the high-pressure environment of NHS primary care, learning to say 'no' professionally is not about shirking responsibilities, but
about strategically safeguarding your time and energy to deliver the best possible administrative support. It's a vital skill for managing
workload and preventing burnout.

The Importance of NHS Primary Care Scenarios Key Implementation Tips

Boundaries

Saying "no" professionally means
respectfully declining requests or
commitments that would overstretch
your capacity, divert you from higher-
priority administrative tasks, or fall
outside your role. This practice allows
you to maintain focus on your core
duties, manage expectations, and
protect your well-being without
damaging professional relationships,
ensuring effective administrative
service delivery.

Additional administrative tasks
beyond role scope: Declining to
take on duties outside your job
description when already at
capacity, explaining your current
priorities and suggesting
appropriate alternatives.

Unrealistic deadline requests:
Politely explaining when a
requested timeline isn't feasible
given current workload, while
offering a realistic alternative
timeframe for administrative tasks
like report generation or record
updates.

Extra committee or meeting
invitations: Declining additional
responsibilities when your current
administrative duties are already
at capacity, perhaps suggesting a
colleague or offering to contribute
documentation instead.

Be clear and concise: State your
refusal directly but kindly, avoiding
vague excuses.

Explain briefly (if necessary): A
short, professional explanation
can help the other person
understand your decision without
inviting debate. Focus on capacity
or administrative priorities.

Offer alternatives: Suggest
another solution, a different
resource, or a colleague who
might be able to help with the
administrative request, if
appropriate.

Prioritize your well-being:
Recognize that over-commitment
leads to reduced effectiveness in

your administrative role and
increased stress.



Common Time Management
Challenges in Primary Care

Appointment & Walk-in Management

Handling scheduled appointments while simultaneously
addressing unexpected patient walk-ins or urgent administrative
requests can disrupt planned tasks.

Administrative Burden

Extensive documentation, processing referrals, and data entry
consume significant time away from core administrative support
or other essential duties.

Urgent Interruptions

Frequent calls, urgent patient queries, and immediate
administrative demands often require immediate attention,
diverting focus from planned tasks.

Priority Juggling

Balancing reception duties, administrative tasks, and
professional development requires constant re-prioritization and
adaptability.

Team Coordination

Ensuring effective communication and coordination among all
administrative and support staff can be time-consuming,
impacting overall workflow.

EHR & System Management

Efficiently using and updating Electronic Health Records (EHR)
and other practice management systems adds a complex layer
to daily administrative workflows.




Group Discussion: Scenario 1 - The Overwhelmed
Receptionist

Sarah is a practice receptionist juggling a constant stream of phone calls, appointment bookings, patient queries, and extensive
paperwork. She frequently feels overwhelmed, stressed, and struggles to keep up with her schedule in the fast-paced NHS primary

care environment.

— Challenges — Strategies — Interruptions
What specific time management Which core time management How can Sarah manage
challenges does Sarah face in her strategies could help her prioritize Interruptions from patients and
role? tasks and manage her workload colleagues while maintaining her

more effectively? focus?



Key Time Management Strategies: A Quick

Reference

Revisit the core strategies discussed in the workshop to enhance your productivity and manage your workload effectively.

The Eisenhower Matrix

Categorize tasks by urgency and
importance to prioritize your workflow.

®

Mastering Effective Delegation

Empower your team by entrusting tasks,
optimizing workflows and distributing
workload.

U—U
Time Blocking & Calendar

Management

Allocate specific time slots in your
calendar for focused work on key tasks.

8

Saying No Professionally

Decline non-essential requests gracefully
to protect your time and energy for
priorities.

&

The 2-Minute Rule

If a task takes less than two minutes,
complete it immediately to prevent
accumulation.



Group Discussion: Scenario 2 - The Practice
Manager's Dilemma

Mark, a dedicated practice manager, is constantly overwhelmed. His days are a relentless cycle of staff schedules, budget meetings,
administrative queries, urgent equipment maintenance, and ensuring regulatory compliance. He consistently works late, struggling to
delegate tasks effectively, leading to burnout and a feeling of being perpetually behind.

— Time Management — Prioritization Strategies — Effective Delegation
Obstacles How can he better prioritize his What effective delegation
What are Mark's biggest time numerous responsibilities to regain strategies could Mark implement to
management obstacles in this control of his day? alleviate his workload and

scenario? empower his team?



Your Action Plan for Success

Now it's time to translate insights into action. Use this framework to create a personalized plan for improving your time management
over the next 30 days, specifically for your non-clinical primary care role.

% 3

Select Key Strategies

Identify Your Top Challenges

Choose 2-3 specific techniques from today's workshop that

Pinpoint the 3 most significant time management hurdles you will most effectively address your identified non-clinical
face in your administrative or support role within NHS primary challenges.
care.

1
@

Set SMART Goals for 30 Days

Define clear, measurable, achievable, relevant, and time-

bound goals for implementing your chosen strategies in your
role.

Anticipate & Overcome Obstacles

Consider potential roadblocks in your administrative duties
and brainstorm proactive solutions to keep your plan on track.



Personal Action Plan Worksheet - 30 Day Time
Management Goals

Name: Date:

Step 1: Identify Your Top Challenges

Pinpoint the 3 most significant time management hurdles you face in your non-clinical primary care role.

1.

2.

3.

Step 2: Select Key Strategies

Choose 2-3 specific techniques from today's workshop that will most effectively address your identified challenges.

1.

2.

&l

Step 3: Set SMART Goals for 30 Days

Define clear, measurable, achievable, relevant, and time-bound goals for implementing your chosen strategies.

Goal 1:

Details:

Goal 2:

Details:

Goal 3:

Details:

Step 4: Anticipate & Overcome Obstacles

Consider potential roadblocks and brainstorm proactive solutions to keep your plan on track.

Obstacle:

Solution:

Obstacle:

Solution:

Obstacle:

Solution:

Review Date:




Wrap-up & Key Takeaways

Time Management is a Skill Small Changes, Big Impact Review & Adjust Regularly
Like any skill, effective time Even minor adjustments to your daily Your priorities and workload evolve.
management improves with consistent routine can lead to significant Periodically review your strategies and
practice and application. Keep refining improvements in productivity and adapt them to your current needs for
your approach. stress reduction over time. sustained effectiveness.

Next Steps & Continued Support

« Explore additional resources on the NHS Staff Wellbeing Hub.
« Consider specialized online courses for advanced productivity techniques.

« Reuvisit your personalized action plan created during the workshop.

For further questions or follow-up support, please contact your workshop facilitator at support@nhs.org or visit the internal HR portal.



https://www.england.nhs.uk/supporting-our-nhs-people/wellbeing-and-mental-health/nhs-staff-wellbeing-hub/
mailto:support@nhs.org

