[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Mwenya Musonda

	Student Number:
	1404

	Course:
	Diploma in Business Administration

	Assignment NO:
	05



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. 
	Please insert your completed assignment ( in word format)  here:



















Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Mwenya musonda
	Date
	5/26/2015




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	

























                                                                                                                         Mwenya musonda
                                                                                                                                                   Student no: 1404
                                                                                                                                                   Assignment no: 7
                                                                                                                                                    Page: 3
	                                                                                       
I. Discuss the relationship between time management and the effective
Performance of individuals in an organization.

· Time management is the process of planning and exercising conscious control over the amount of time spent on specific activities, especially to increase effectiveness, efficiency or productivity. Effective Performance is handling of crisis as a result to find a solution to the crisis. The relationship between time management and effective performance is that you have to very Strategic before your take any action. Both time management and effective performance can produce benefits afterwards.

II. How do managers use appropriate skills to resolve the conflicts?
· Managers make decisions under a great deal of pressure. The first thing they have to communicate than find the main cause of the conflict than find a strategic action to take.

III. What is the importance of problem solving skills for managers?
· It is important for a manager to have problem solving skills because it can help resolve internal conflicts within the company. This can help spare the company from not hitting rock bottom and can also help maintain the workers moral. 
IV. How does the good diary management support effective time management?
· good diary management supports effective time management by helping you keep up with you diary schedule and plans. It can also help you to find yourself time to spare. 
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V. How do you know when you are stressed?
· When you are stressed you have some behavioral changes, physical pain and emotional pain. 	
 
          Behavioral changes include;
· increase or decrease in activity levels 
· substance use or abuse 
· inability to rest or relax 
· irritability, outbursts of anger, frequent arguments 

          Physical pain include 
· visual disturbances 
· headaches, other aches and pain
· weight loss or gain 
· immune system disorders 

Emotional pain include 
· Guilt 
· anxiety or fear
· apathy
· Grief

VI. Outline the effective measures to control stress.
· Mostly they are a couple of measures one can take to control stress. These include getting rest, goal setting, planning and taking action, reflect and move forward. You can also practice stress relief techniques such as deep breathing, meditation and gentle stretching. Mostly to control stress you need to avoid substance abuse like taking alcohol, tobacco, drugs and excessive caffeine.



Measures to control stress


· Getting rest-no matter how brilliant you are, you need to get rest so that you can properly for the next task simply sleep will get you a refreshed mind.
· Goal setting-it is a well-settled rule that stress management is the answer to stress. When things get complicated, you get stuck in the vicious cycle of stress.
· Plan and action- decisions should be based on plans and values and on the forever changing circumstances inside and outside the workplace.

2. “Time management is, in part, a tool for stress reduction.”

· Knowing how you spend your time is a key element of your diary schedule. Focusing on carrying a schedule and record all your thoughts and activities for a week can help with stress reduction. Mostly stress hits you more when you put 100percent of your thoughts on the problem bothering you. But if you make yourself busy with other activities you won’t focus more on the stuff stressing you.


Case Study

Alison is studying ‘Management’ by distance learning. Her assignment is due on the coming
Wednesday, so she started it last Friday evening after dinner.
She decided to work in her bedroom. When she began to read the assignment, she discovered that she needed some notes she had left at work. She thought she would therefore begin by reading the textbook, and would get the notes on Monday. After half an hour of reading, one of her friends, Falon, rang. She asked whether she wanted to go and visit some friends. Alison decided to continue work on the assignment on Saturday.
Saturday was very busy. Her friend Mary rang at 10.30 to ask whether Alison would be available to play softball at 2.00 that afternoon. Alison was still in bed, but she agreed to meet the others at 11.00 to do some practice. Her team won their game and they all wanted to celebrate. By the time Alison got home, it was too late to do any studying.
On Sunday she went to church in the morning and visited her aunt and uncle in the afternoon. She didn’t remember the assignment until after dinner. She still didn’t have her notes, and there were parts of the textbook she found difficult to understand. The assignment was proving to be harder than she thought it would be. She really needed some advice. She phoned her tutor but all she got was a message saying that the tutor would ring back if she left her name and number. Alison began to think that she wouldn’t get the assignment finished on time. It needed to be in the tutor’s drop box on Wednesday. She’d have to do some quick work on Monday and Tuesday evenings. It wouldn’t be her best work, of course, but that couldn’t be helped. On Monday she wakes up after 8.00, having found that she has forgotten to set the alarm clock her flat mates have already gone, and there is no time for breakfast. She rushes out of the house and reaches the bus stop just as the bus is disappearing around the corner. She half runs, half walks to work, but it is already 8.45 when she reaches there she is 15 minutes late.


Questions
i. Identify and list Alison’s time management problems.
· Alison left her notes at work which made her feel a bit lazy to begin with. She also made a promise to her friend that she will make it for the softball practice
at 11:00AM while she was still in bed at 10;30AM.this shows that she had only 30 minutes left her to get practice. After the game at 2:00PM the team decides to go celebrate their victory. This left very little time for her to go finish her work when she got home because she would have been tired. When she tried to do her assignment on Sunday evening it proved to be harder than she thought.

Time management problems (Alison)
· She didn’t set her assignment as her number 1 priority.
· She didn’t using her schedule or planning tools for the weekend.
· She didn’t manage or organize her time well.

ii. List five strategies and explain how Alison could use these to overcome her time
Management problems.

· Knowing how Alison spent her time would have helped her see how she used her time.
· Setting her priorities if she had set her assignment as her priority she would have finished it in time.
· Using a planning tool would have helped her planning for her assignment and softball game.
· Get organized if Alison organized for her assignment she would have not forgotten her notes at work.
· Schedule her time appropriately if she scheduled her time between work, friends and extra activities she would have had a lot of time to rest and to do her assignment. 
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