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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. 
	1 – I – Proper management of time results in effective performance of individuals in an organization. This proper management of time promotes fewer interruptions and less time spent between activities, focus on important tasks and goal oriented activities, and reflection on past activities to generate improvement in the future. By focusing on key tasks and activities that will generate the best output, proper time management improves the performance of individuals in an organization.

1 – II – Managers use conflict resolution skills effectively by identifying the crisis and taking planned actions, instead of unplanned reactions. This action include the creation of a crisis management plan where possible crisis are identified beforehand, and appropriate strategic actions are planned in order for the plan to be ready to be put in action in the eventuality of a crisis, setting goals that will stop that crisis, evaluate the situation when it happens, establish proper communication with the media and authorities, and providing psychological support services.

[bookmark: _GoBack]1 – III – Problem solving skills are extremely important for managers because the way a crisis is handled will impact the future of the business. When a crisis happens, it will usually be the focus of the media and the general public. If the crisis is handle correctly, the company will adjust to the crisis and it will restore the confidence of the public in the company, allowing the business to continue with minimal damage. However, if the company fails to respond appropriately to the crisis, it will permanently affect the future of the business as it will not recuperate.

1 – IV – Good diary management supports effective time management by keeping a record of thoughts, conversations, and activities, which helps a person to assess his own productivity. Keeping a diary allows for the productivity and effectiveness to be measured and improved if necessary, and serves as the base in the process of planning time spent in activities.

1 – V – Stress results of an increased amount of mental or emotional pressure, and since we are all different individuals, each one deals with stress differently. Some will feel motivated and will rise to the challenge, however, most people will feel tired and suffocated, feel ill and experience headaches, will have trouble sleeping and concentrating, and will feel a lack of motivation to work and be productive.

1 – VI – Effective measures to control stress include: eating the right food at the right time, regular exercise and good night sleep, avoiding excessive workloads and spending time with friends and family, avoiding self-criticism, and assuming responsibilities when necessary.

2 – Proper time management promotes a balanced life rather than emphasizing in task completion. Many sources of stress come from having to deal with heavy workloads, and working longer hours that would be desirable. By planning specific times for work and for leisure a balance is created that reduces stress. This also means that the time spent working is more effective by identifying causes of distractions and tasks that have the best output, which will not only reduce the work hours but will also reduce the stress in those hours. For example, a person who does not practice time management and does not have his tasks prioritized will spend more time completing this tasks and will get distracted more buy not having a planner time for this distractions, which will increase significantly the amount of time spend at work and will increase the sense that a deadline is approaching and the task are not yet completed, and will reduce the time available for his personal life, and even in his personal time he will be still be thinking about that deadline. All of this generates an incredible amount of stress that would be considerably smaller if his tasks were planned and prioritized, and he would spend more time doing activities he enjoys outside the work that will in turn help with relax and reduce stress. 
Time management is a tool for stress reduction because it removes sources of stress, diminishes stress related to unavoidable tasks, and creates time for stress-free activities that help relax.

C.S. – I – Not checking what resources are necessary to complete the tasks and what time would be enough, not avoiding distraction during the time she was taking specifically to complete the task, not account that time she was taking for church and family obligations she would not be able to use it to complete the task, not taking time to get enough sleep and proper nutrition, and not thinking that the tutor would not be available during the weekend.

C.S. – II – Plan her day – identifying what activities and tasks she has to do, prioritize them, and deciding when would she be doing each task
Schedule activities – create time blocks where she would be working exclusively on her task and have the discipline to keep those appointments.
Decide results – deciding what results would be achieved in each time block, and work to accomplish that.
Not giving immediate attention and block distraction – not answering the phone for one of her friends and not giving up on her task to go visit friends.
Remember that is impossible to get everything done – acknowledging that it would not be possible to do both the game and the study, and that the study was more important.
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