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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
Time, Stress, and Crisis Management 

Assessment 7

1.	Time is tied to every activity of the organization. It sets smart goals and measures its
successes and failure taking into consideration time. This dearly shows the importance of time and its positive or negative impact on organizational performance. 
For effective time management for organizational performance, managers as well as employees can decide which tasks fall into the categories of essential tasks, important tasks, and low value tasks, by asking which tasks are most valuable to the organization at that given time, which task does the manager deem most important, and if I cannot complete all the tasks, which should I complete first. These will keep the pace of progress and growth of the organization going.
http://www.cscanada.net/index.php/css/article/viewFile/j.css.1923669720130901.2419/3585

Without effective Time-Management, no organization or business would function efficiently.
The most important tasks might get pushed aside, and the tasks that are of no immediate benefit to the organization may take up unnecessary time and resources.
It is important to schedule tasks as needed, to ensure the effective running of the organization/business.
This means the management team right down to the production team.
Clear orders and task assignments need to be set out by the appropriate people, and followed through by the employees.
Failure to do so could lead to loss of income, loss of faith by the public and investors, and may also lead to loss of motivation by the staff.

2.	• Strategic actions - such as integrating crisis management into strategic planning
and official policies
• Technical and structural actions - such as creating a crisis management team and
dedicating a budget to crisis management
• Evaluation and diagnostic actions - such as conducting audits of threats and
liabilities, and establishing tracking systems for early warning signals
• Communication actions - such as providing training for dealing with the media,
local communities, police and government officials
• Psychological and cultural actions - such as showing a strong top management
commitment to crisis management and providing training and psychological
support services regarding the human emotional impacts of crisis.

The following are guideline questions for the management team to effectively create a Crisis
Management Plan – in accordance with the above-mentioned criteria:
• What kind of crisis could the company face?
• Can the company detect a crisis in its early stages?
• How will the company manage a crisis if one occurs?
• How can the company benefit from a crisis after it has passed?

There are many examples of crises which an organization/business can face; therefore there are many different ways of handling them.

Just one example, when one has a staff crisis – between employees or between management and the employees, it is always important to remember to stay calm, and not come across as aggressive or hostile.
Timing is also an important factor which needs to be considered.
Issues should be raised in private, and when both parties have set aside a time to discuss the matter.

Once a bond has been established, we must nurture the relationship as well as pursue our goals. We need to balance reason and emotion, because emotions such as fear, anger, frustration and even love may disrupt otherwise thoughtful actions. We need to understand each other’s point of view, regardless of whether we agree with it or not. The more effectively we communicate our differences and our areas of agreement, the better we will understand each other’s concerns and improve our chances of reaching a mutually acceptable agreement.
http://www.imd.org/research/publications/upload/PFM149_LR_Kohlrieser.pdf

3.	The importance of Problem Solving skills for the Management team – 
Effective problem solving skills help the management team to step back and to analyse the problem from all angles, not just as ‘what they see.’
This way they will ‘see the bigger picture’ and be able to create positive opportunities from a negative situation. 

A leader must never view a problem as a distraction, but rather as a strategic enabler for continuous improvement and opportunities previously unseen.
http://www.forbes.com/sites/glennllopis/2013/11/04/the-4-most-effective-ways-leaders-solve-problems/

Another important aspect is communication, between management and the staff. 
Both parties should feel comfortable enough to approach one another to discuss ways of dealing with a crisis, and share ideas and strategies.
If the management team does not effectively communicate, the ‘problem’ may get worse, or never reach a resolution. 
It boils down to team-work, where both the management and staff are involved.
If the management team sits back and expects all the work to be done by the subordinates, they are not setting a very good example.

4.	By working a diary, especially if you are part of the management team, would help you to work with your time more effectively. 
You would attend to the most important activities and events first, set out the necessary time to do so, and you would diminish time wasted on activities which do not need urgent attention.
You would also be able to delegate activities/meetings/follow-ups/events to your staff – which would help alleviate your work load, but it would also show that you trust your employees with their work and judgement with certain tasks.

This will reduce the pressure and stress all around, as the workload is divided amongst a team, and (if in the management team), you are able to deal with all the necessary ‘bigger’ tasks at hand.

5.	Everyone responds differently to stress, but a few signs include;
•	Loss of appetite
•	Lack of sleep
•	Irritability/short temper
•	Anxiety/emotional
•	Poor work performance
•	Loss of interest at work/hobbies
6.	Make sure you are getting enough rest.
Many people these days want to ‘put in the extra hours’ at work to meet a deadline/impress the boss/make more sales, but at the end of the day, burn-out is a real thing.
You are not effective if you are constantly tired.

Set realistic goals, with realistic time-frames.
This will help you with your work performance, which will also ensure you are not overworking yourself, which can lead to loss of focus and also irritability – which would have a negative impact on not only your performance, but also the people you work with.

Ask for help when you need it.
There is nothing wrong with admitting that you can’t do everything. Getting input from other staff does not mean you do not know how to do your job.
Having staff bring their views and opinions provides a different perspective on a task, and we can all learn from each other.

7.	“Time Management is, in part, a tool for stress reduction.”

When one wants to complete all tasks as quickly as possible, you lose sight of the process, it becomes all about the end result.

By setting goals and time-frames, keeping a diary, and setting aside time for each activity/meeting/event, you are reducing your stress load, as you have now assigned tasks.
If a person were to forego the abovementioned points, there would be no order to one’s day or schedule, and you would essentially have all these ‘tasks’ open, with no end in sight.

By ensuring that each task is assigned a time, you will feel less hasty to complete something, and will be able to complete the task properly. 

Time management also becomes important for keeping track of meetings/events/task deadlines/training and so on.
If you do not have that under control, your stress levels elevate, and you me become forgetful, or may not be paying attention when you need to be.

Delegation of tasks to help support your effective time management is helpful as well.
Thins not only helps ease your own stress, but it provides new ideas to tasks, and helps motivate you and the staff.
	

Case Study

i.	Alison should have ensured she had all her notes with her to start the assignment. 

Alison should have stayed home on the Friday night to start the assignment, at least agreeing to meet her friends later that night.

After the softball game on the Saturday, Alison should have left the celebrations early to continue on her assignment.

On Sunday, she could have used the internet to help her.
She should have also made sure her alarm was set – there is a function on most phones that allows you to set the alarm for every weekday.

ii.	Alison needs to ensure that she sets enough time aside to attend to her studies, as well as her social life.
At the moment, prioritising her assignments are the most important, so there will be certain nights that she will have to stay home to complete her work.
It is important to schedule ‘time off,‘ but this needs to be at set times, and not at random.

She also needs to let people know when she won’t be available.
It’s very important that the people around her understand her commitments to her academics, and give her the time and support that she needs.

Each morning, Alison needs to plan her day, from her work commitments, to her social commitments, and her academic commitments.
She needs to decide which tasks take priority, and which tasks can be dealt with further down the line. 

She needs to set goals, and put time frames on them, realistically of course.
She should attend to each assignment well in advance, to lessen the risk of rushing the end product.
[bookmark: _GoBack]
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