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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. 
	Question 1:
i, Relationship between time management and the effective performance of individuals in an origination;
Time management is a skill which you need to obtain being a process of planning, and being in control of their actions to reach specific tasks. 
Range of tools and techniques to obtain goal setting, meaning in some companies only half the information to set date and goal which would be impossible. As well as the personal, the company needs to have structure and objectives so time management can be obtained. This would be a unique tool being organised leading by example to fellow employees from the senior management. 
Prioritising schedules, meeting with agenda to follow especially in customer service meeting expectations of demand, we are all customers have expectations working to tight deadlines in our personal and working lives. 
Being proactive with office hours and always schedule the day first thing to achieve and sometimes being pulled into different direction as an impact, managers need to delegate and staffs need to also take responsibility.    


ii. Managers use appropriate skills to resolve conflict;
Appropriate skills would be to plan and schedule their time to fulfill any gaps which a crisis could happen with the business, but not having measures in place will cause more problems, skills ahead would be training programme identifying who and when training will take place for all staff know their requirements. Employee knows expectations of the job role, as a manager performance management to resolve issues. 
Conflicts can happen with the environment out of our control, this would need a crisis plan, when and what would be achieved not to unsettle service, in extreme cases would have to close the business, but a plan would be in place to continue service level or loss of profit and reputation would suffer. Unless something like a explosive or fire damage. 
Most of all on a day to day operation have a vision with clear objectives with communication through the business or department to successes of the planning. 

iii. Problem solving for managers;
Problem solving is finding a solution, not a quick fix, but like term finding what caused the problem and how to decease the issue to prevent reoccurring. Reviewing the processes within the business to stay ahead, list of actions to follow especially from meetings. 
Most of all problems are caused by staff, if this is the case strong management to prevent further issues, managing the problem and again with other fundamental issues manage the problem putting policies in place and review. 
This is the only way to deal with and solving issues before becoming a problem and giving the manager a headache causing stress. Goal setting and take action don’t ignore problems but stay calm during the process. 

iv,  Good dairy management to support effective time management. 
Dairy is set as a schedule to plan the day, week and so on, most people use Google calendar working to a plan and deadlines will enable more productive to end results within goal setting. 
Always review during the time period set and double check schedule in case other objects take up your time, most of all you need set yourself direction of any execution to fulfil your role as a manager but at the same time supported by line manager by reviewing the process. 

V,  How do you know when you are stressed;
Stress element has different impacts when you can not see clearly the situation and concentration will just go through tiredness which can make you fail, not being in control causing low performance, wrong discussions and wrong decisions can have a very big impact in work and personal life. 
Low energy levels, personal problems, not being in control of your life if you feel pressured within work, spacing any work load and sharing and talking to your team as a real benefit. 
Everyone need to stay focused and have time for yourself not just work, in personal life digest what is happening around you. 
conquest will be its toll not giving anyone your attention, bad tempered, even cause mental illness leading to depression, so many factors to take into account to understand and control stress. 

Vi, the effective measures to control stress;
Controls to stress will be have a good sleep, well balanced diet, and general look after your body with right exercise and diet. 
Scheduled planning with reviewing, any management good practices will be managed and given leadership with meeting to set goal with vision of end product or service. 
Be proactive with your time, when we have achieved recognise how we have achieved, especially busy periods e a team player always involve the team. Its not all about the workload, share and help other, helping others will help yourself with trust and honestly. 
All the above mentioned to adhere with workload will make successful business, but most of all help develop your confidence in these areas. 
Question 2; 
Time management is a tool for stress reduction:
This is simply by managing your time with a time plan and fresh mind with a vision on how and when you want to achieve with who involved. 
Self control and don’t waste time or money with project to create a problem think through and use the team for ideas, your staff will have a great input. This is where managers go wrong don’t let the staff have their say or speak freely what you all need to achieve going to back to vision. Don’t be a blame culture or negative vibes this will be the wrong tool for the job. 
Same within our personal lives, stay ahead and think through being with people to help you and support, I have experienced work colleagues help when times are hard and feeling pressurised like divorce and deaths within the family, all related to same thing not having a clear understanding. 

Case Study; 
Question one:
Alison problem with time management of the following, 
· Burning the candles both ends with work and personal life
· Not planning and goal setting deadlines to achieve assignment
· A balanced schedule with studying with note taking 
· Not enough rest, everything is done last minute, not having a clear mind 

     Question two:
       Alison management problems to achieve would be;
· Firstly schedule study plan to identify how much time is required to achieve assignment.
· Enough rest to recharge with clear mind for work and course work. 
· Make time for family and friends after assignment has been completed or allocate time one evening to have a rest from studying.
· From the start of the assignment, manage her time what is expected to make time with her tutor to support her. 
· Alison needs to be focused during study time, not be disturbed to achieve knowledge of her management course; this would be part of the schedule plan to create time for her to digest learning for quality work. 
·  Explain to family and friends time is required to achieve her course work in management, giving them dates from the schedule, times and days can make, organisation through her life in work, studying and social life. 
· Reviewing the schedule for achievement instead of stressing and causing a crisis in her life.  
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