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Manage your time and energize your life
You’ve chosen one of the most important careers in the world. Let us be a part of your 
journey. Our Quick-E! Pro series tackles the toughest topics in nursing and provides you 
with the crucial information you need to succeed in your profession. 

Quick-E! Pro Time Management: A Guide for Nurses is designed to help you make 
the most of your time. This one-of-a-kind resource includes proven strategies and 
techniques, as well as charts, graphs, and exercises designed to help you manage your 
time better, avoid burnout, and improve your work-life balance. 

Whether you’re an experienced nurse or a new graduate, Quick-E! Pro Time Management 
will help you prioritize your work, provide care more efficiently, and get fulfillment from 
your job every day.
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Welcome to Better 
Time Management

 Nurses often report they don’t have enough time to get everything done. Al

though it isn’t possible to add more hours to your day, you can use your time 

more effectively. This book is for nurses who want to work smarter, not harder. 

You will discover tips and strategies to help you realize better patient outcomes 

while managing your time more efficiently. No matter where you are in your 

career, you will find useful tips and strategies that can be implemented right away. 

We’ll take a closer look at: 

Proven strategies that improve efficiency and organization��

Tools to assess how your time is being used and strategies to improve ��

time management

How the patient’s perception (experience) affects time management��

How work flows affect a unit’s efficiency and effectiveness��

“Time management requires a shift from being busy to getting things done  . . .  

from process to outcome.” —Patricia Kelly-Heidenthal, Nursing Leadership and Management

Quick Highlight: Be on the lookout for “quick highlights” that will drive 

home some of the most crucial points in the book. 

INTRODUCTION
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Introduction: Welcome to Better Time Management

Whether you are a new graduate nurse, a nurse with many years of practice,  

or are serving in a leadership capacity, time management skills are a necessity. 

This unique resource ties time management, work-life balance, and job satis

faction to patient safety, quality outcomes, and improved patient satisfaction. 

Let’s get started by reviewing the link between time management and various 

stages of the nursing career. 
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Learning Objectives 
 

After reading this chapter, you will be able to:

Discuss time management challenges faced by new graduates��

Examine time management struggles typical of experienced nurses��

Challenges for new graduate nurses 

What was expected in nursing school does not match the real-world demands 

of nursing practice. “The nursing literature reports that the inability to handle 

the intense working environment, advanced medical technology, and high pa

tient acuity results in new graduate nurse turnover rates of 35% to 60% within 

the first year of employment” (Halfer and Graf 2006). As new graduates, you 

may often feel overwhelmed with the demands of your new role and newly 

acquired responsibilities. 

Quick Highlight: It is critical that you develop effective time and stress 

management strategies as soon as you begin to make the transition to  

your new practice. 

Chapter 1

Managing Time 
Throughout Your Career
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Reality shock and time management 

One common concern shared by new graduates is the mismatch between what 

was expected of a student versus what is expected of a registered nurse. In a 

landmark study of new graduate nurses, Kramer (1974) coined the term for 

this realization as “reality shock.” Reconciling role expectations with realities 

of patient care takes time. In fact, Kramer’s study showed that it remains a 

significant challenge for new graduate nurses during their first 18 months of 

practice. Time management plays out during the four distinct phases associated 

with reality shock.

The honeymoon phase is a time of excitement and anticipation. The end of 

school is in sight, you have passed boards, and you are ready to assume your 

first position as a nurse. There is an emphasis on learning routines and check

ing off clinical skills. In most cases, you will have the support of a preceptor,  

a clinical educator, and perhaps other new graduates. Unfortunately, the 

honeymoon phase is short. 

The next phase of reality shock is shock and rejection. In the first three to six 

months as a new graduate nurse, it is not uncommon to find yourself feeling 

overwhelmed, anxious, and fatigued. There are good days and bad days. You 

may often wonder if you are ever going to get it. Orientation is over, and you 

no longer have a preceptor as a safety net. At times, you may feel disillusioned 

if you begin to sense that the work environment is not all that you expected it 

to be. It is critical that you are offered ongoing support. You need to know that 

you are not alone; all nurses have experienced these same feelings at one point 

during their career. Research indicates that it will take at least 12 months 

Quick Highlight: A study of new graduate nurses during the first three  

weeks of transition to practice showed that organization skills were among 

their top five concerns (Halfer and Graf 2006).   
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before a new graduate nurse will begin to feel comfortable and confident (Casey, 

et al. 2004). Poor time management and organization skills further complicate 

a nurse’s successful transition to practice. New graduates who are struggling 

need resources to help them get through this sometimes difficult phase. 

Recovery, the third phase of reality shock, is a time when you, as the new gradu

ate, begin to return to an equilibrium state. You begin to tolerate the stressors 

associated with the new work environment. Your confidence increases. You 

begin to focus on the positive things that happened on the shift rather than the 

negative. It is an exciting time. Because you have time to slow down, you can 

begin to reflect on what you have learned and identify where you need to 

improve. It is the ideal time to explore new strategies to enhance organization 

and time management skills. 

The last phase of reality shock is resolution. In this phase, you are able to take 

on the challenges of practice. Although you still need help (we all do), you  

have come a long way from that first shift on your own. Due to the nursing 

shortage, new graduates are sometimes asked to assume a leadership role 

(such as charge nurse) soon after orientation is complete. You might consider 

this to be a milestone in your transition, but there are high levels of anxiety 

associated with assuming this role (Deppoliti 2008). The various chapters of 

this book can serve as useful resources for thinking about time management 

from various perspectives and relating it to patient safety, quality outcomes, 

and patient satisfaction.  

Quick Highlight:  “Stressors in rank order were lack of experience, inter­

actions with physicians, lack of organizational skills, and new situations”  

(Halfer and Graf 2006). 
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Struggles of experienced nurses 

As a nurse, you have an internal commitment to meeting patients’ and 

families’ needs, as well as the needs of the organization and the profession. 

There has been a growing movement across the United States to improve 

patient safety, implement quality-care initiatives, and enhance customer 

satisfaction. Compliance with complex documentation systems, new regu

latory requirements, and organizational initiatives often trickle down to the 

bedside nurse. 

The nurses who once felt they had time management under control can find 

themselves struggling to keep up. Pressure and frustration build. Nurses begin 

to experience role conflict (Espeland 2006). 

Role conflict occurs when you feel you are being pulled in too many directions. 

Each initiative (safety, quality, satisfaction) competes for your time and attention. 

At this juncture, there are three options: Do nothing, leave, or take control. 

When you choose not to do anything, you might experience stress, job dis

satisfaction, and eventually burnout. Leaving the profession relieves the stress 

initially, but you may feel like you have failed yourself, the patients, and the pro

fession. Although it isn’t the easiest solution, the most satisfying and meaning

ful one is to find order within the chaos. Nurses are resilient. With time and 

attention, we can find ways to address the ever-changing world of healthcare. 

Quick Highlight:  It is a challenge for even the most expert nurse to 

integrate all of the changes into the daily work flow. 

Quick Highlight:  The sense that one no longer has control over one’s 

environment contributes to burnout (Espeland 2006). 
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A note to nursing leaders

Time management is a critical skill for all nurses. Without it, staff members 

find themselves experiencing stress and fatigue on a routine basis. This can 

have a significant negative effect on the individual and the work team and 

could potentially compromise patient safety. Additionally, nurses need to  

find a way to balance their work life with their home life. Nurses look to you  

to lead the way. 

Poor time management contributes to the perception that there is not enough 

time in the shift to get everything done that needs to be done. Some nurses 

end up leaving the profession due to the physical and emotional stress that 

takes its toll over time (Sumner and Townsend-Rocchiccioli 2003). Adding to 

the pressure are the ever-changing organizational demands. You have seen 

nurses struggle to manage the changes in work flow. Your support and guidance 

is critical to their success. You can make a difference if you provide meaningful 

support to meet the needs of nurses wherever they are in their career. 

Quick Highlight:  “Nurses frequently feel overworked and overwhelmed by 

competing demands on their time . . . Setting realistic goals and prioritizing 

work helps to prevent burnout” (Espeland 2006).
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