
Ask NAAP: What are the best practices for Time Management? 

As a Life Enrichment Director in senior living, your days are filled with balancing calendars, 
coordinating events, supporting residents, and managing staff or volunteers—all while creating a 
warm, engaging environment. Strong time management isn’t just helpful—it’s essential. Here are 
a few best practices to remain organized and effective: 

• Prioritize with Purpose 
Start each day by identifying your top three priorities. These should align with resident 
needs, regulatory deadlines, or major upcoming events. Use a planner or digital tool to 
structure your day around these tasks. 

• Batch Similar Tasks 
Group similar tasks—such as phone calls, emails, or supply orders—into specific time 
blocks. This minimizes switching between types of tasks, improving focus and efficiency. 

• Delegate Strategically   
Empower your team, including activity assistants or volunteers, by assigning 
responsibilities that don't require your direct oversight. This allows you to concentrate 
on high-impact areas such as planning and resident engagement. 

• Organize in Advance Yet Remain Adaptable 
Create a monthly activity calendar beforehand and secure vendors or entertainers early. 
However, ensure you allow flexibility in your schedule for any last-minute resident requests 
or unforeseen changes. 

• Use Technology Wisely 
Leverage digital tools for scheduling, tracking attendance, and communicating with families. 
A well-managed system saves hours over time. 

• Protect Personal Time 
Avoid burnout by setting boundaries. Schedule short breaks and try to end your day with a 
few minutes to review tomorrow’s plans—this helps you stay in control without carrying 
stress home. 

Effective time management allows you to focus more on what matters most: enriching the lives 
of the residents you serve.  

 


