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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. 
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Note:  Separate MS Word file cannot be attached on this section.  Thus, my completed assignment can be found on the succeeding pages of this file. 
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1.
I. Time management can help us get things done more efficiently to avoid work overload and stress.  Any individual who manage their time properly can lead to be more productive, exercise control over the amount of time they need to accomplish each task, especially to increase effectiveness and efficiency in their workload. Time management is really self-management, wherein you can change your habits and help you to effectively use of your time. There are three basic steps that everyone can follow to become better in managing their time:
· Setting goals
· Prioritization
· Planning
II. In any organization, managers must be strategic in handling conflicts, transparent and fair.  He/she must make decisions under a great deal of pressure. 
III. With so many issues arising with the work and life.  Good managers should possess effective problem solving rather than conflict resolution.  A good leader must never view any problem as a distraction, but rather a strategic enabler for continuous improvement and opportunities previously unseen.  In this way, it can prevent him/her to have any decision that could lead to different issue in the organization.
IV. Good diary management is complicated and time consuming task but essential in managing time effectively.  It helps you maximize your productivity as well as making sure every task will be organized and accomplished on time.  With so many ideas/tasks floating around our head, the first thing we need to do is to list down all those tasks out from our head and put it in a paper or outlook calendar.  This will reduce our mental energy wasting our time trying to remember everything we want to accomplish.  
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Every diary/calendar entry should come with the following information (at a bare minimum): 
· Date, time, location
· Attendees
· Agenda / meeting purpose
· Supporting papers
· Type of meeting (conference call, face to face, webinar etc.)
 
V. Stress is the body’s reaction to any change that requires an adjustment or response.  The body reacts to these changes with physical, mental, behavior and emotional responses.  The human body is designed to experience stress and react to it. Stress can be positive, keeping you alert and ready to avoid danger. Stress becomes negative when a person faces continuous challenges without relief or relaxation between challenges. As a result, the person becomes overworked, performing poorly, becoming frustrated and moody, others take it as a challenge and try to overcome it by employing tactics of stress management, having difficulty in relaxing, feeling worthless and avoiding others.

VI. If you are living with high level of stress, you are putting your well-being at risk.  It narrows your ability to think clearly, function effectively and enjoy life.  To effectively control stress, listed below are some stress management tips:

· Identify the sources of stress in your life
· Replace unhealthy coping strategies with healthy ones
· Practice the 4 A's (The four A's - Avoid, Alter, Adapt & Accept)
· Get moving
· Connect to others
· Make time for fun and relaxation
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· Manage your time better
· Maintain balance with a healthy lifestyle

2. Time management enables each of us to improve and be more productive and fulfilled individually, so logically the effects across whole organizations of good or poor time management.  Time management is a way you find the time for all the things you want and need to do. It helps you decide which tasks are urgent and which can wait, thus making your life easier, meaningful and less stressful.

Case Study
i. Based on the given scenario, listed below are some of the constraint that affected Alison in managing her time:
· Fail to keep to-do list – Alison should have a list of things she need to accomplish over the weekend aside from completing her assignment.
· Not prioritizing – Due to the limited time that Alison needs to finish her assignment since she is also working, it became hard for her to know how to prioritize especially that she has other schedule aside from doing her assignment.  However, it's essential for her to learn how to prioritize tasks effectively if she wants to manage her time better.
· Failing to manage distractions – Alison had several distractions thru the phone calls she received from her colleague.
· Taking on too much – Alison is person who has a hard time saying “no” to her colleague.
· Ineffectively scheduling tasks – Alison neglected to be productive in the schedule that she is in the right mood to finish her assignment.
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ii. Listed below are five strategies that could help Alison overcome her time management problems:
1) [bookmark: _GoBack]Make a list of the tasks she needs to accomplish – Before Alison can manage her time, she should need to know what the tasks she needs to accomplish.  From that list, she can assess what is the most or least important task that needs to be done.
2) Balance your effort – Alison should have worked on most important task in her assignment since Friday evening because she knew already that her assignment is due on Wednesday of the following week.
3) Focus on your most productive time of day – Some people work better in the morning, and some are more focused in the evening.  Alison should have maximized her time doing her assignment on the time when she is productive.
4) Leave time for fun – While there are times when we just need to power through a large project, it's important for Alison to give her time to let loose. Not only will it refresh her mind, it's good for her body, too. It doesn't have to be a lot of time but make sure that she will do.
5) Sleep for 7-8 hours every night – Getting the proper amount of sleep will help keep Alison alert and energetic, able to think clearly, and function at a high level.
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