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1. Give answers to the following questions: (18)
 I. Discuss the relationship between time management and the effective performance of individuals in an organization. 
	Time Management is the part of the process of planning and implementing specific activities with the control over the amount time spent in each activity. As discussed previously to be an effective individual in an organization you must have a goal. Your goal must contribute and align with the Goal of the organization. Once the goal is set, a good plan must be done on how to implement series of activities to meet the goal. One characteristic of the good planning is time bound. Timely achieving of goal is a measurement of effective performance of an individual/ employee.   
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	For example, Maria, a territory sales manager has a goal of selling 28 units of car for the month of February. Therefore, Maria will use the whole month and plan an activity how to sold 28 units of car for the whole month of Feb. She will plan to visit 28 customers, which means 1 customer per day who surely buy a car. At the end of the month, Maria sold 28 units’ cars, she meets her goal at a specified period. In this case Maria is having an effective performance since her goal will also contribute to the goal of the organization at large.  

II. How do managers use appropriate skills to resolve the conflicts?
	Appropriate skill to resolve conflicts, it is important to deal conflict at an early stage which is usually easier and the negative emotions are not so extreme.  
	There are wide range of useful skills to handle conflict. 5 useful skills to resolve conflicts are Assertiveness, active listening, Managing Emotions, Understanding others and empathy.  
Possibly the most important is Assertiveness.  Managers need to be able to express your views clearly and firmly, but without aggression.  
Mangers needs to practice active listening so that he can fully understand the situation and the position of those involved in the conflict. 
Manager should also manage emotion by recognizing and understanding the emotions of all the involves.  
Understanding others and Empathy, it is helpful to put yourself on other shoes so that you will be able to understand them fully support those people involved. 

 III. What is the importance of problem solving skills for managers?
	Problem solving skill is important because we encounter problems every day, and this skill is a wonderful ability to solve problems efficiently. Being a confident problem solver is really important to your success. Much of that confidence comes from having a good process to use when approaching a problem. With one, you can solve problems quickly and effectively. Without one, your solutions might be in 
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effective or you get stuck and do nothing with sometime painful consequences.

 IV. How does the good diary management support effective time management?
               One of the technique of effective stress management is Plan and take action, Reflect and move forward. Having a diary of the Plans and action taken to reach one goal is important because it will help you to maximize the time spent on each activity. First, it will keep you track of your goal, having a good diary will keep you reminded what are you aiming for and it will remind you of your goals. Secondly, It will help you check the essential things to be done. It will help you decided and choose the roles that is expected from you to reach to goals.  Lastly, Good diary management will help you get organized. If you become more organized, times will be saved significantly. Your work will be done smoothly and reduced all the unnecessary stress.   
                
V. How do you know when you are stressed? 
Stressed means a trouble in modern life. Stress can damage your mood, relationship, and it may lead to serious mental and health problem when prolonged.  Stress has 4 signed and symptoms. 
1. Cognitive symptoms – Memory problem, Inability to concentrate, poor judgment, Anxious and racing thought, Constant worrying. 
2. Emotional Symptoms – General unhappiness, anxiety and agitation, irritability, feeling overwhelmed, mental and emotional problems. 
3. Physical Symptoms – Aches and pains, Diarrhea and constipation, Nausea and dizziness, loss of sex drive, frequent cold and flu
4. Behavioral symptoms – Eating more or less, sleeping too much or too little, withdrawing from others, Procrastinating or neglecting responsibilities,  Substance abuse and nervous habits. 
Stressed are the situations and pressures and anything that puts high demands. It can be negative stress such as exhausting work schedule, rocky relationship or positive stress such as getting married, buying a house going to college or receiving 
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a promotion. 

VI. Outline the effective measures to control stress. 
 The effective way to control stress is 
1. Get a rest – Feeling tired can increase the stress and cause you to think irrationally. Stress may disrupt out sleep or giving you trouble falling asleep especially at night. There are plenty of ways to improve your sleep so that you feel less stressed more productive and emotionally balanced. 
2. Goal setting – when thing get complicated, come to think of it objectively. Identify the root cause of your stress and all you efforts will just be a trial and error solutions. 
3. Plan and take Action – Take a comprehensive prepared plan based on company’s vision needed to direct our actions. Do the things that will help you start to feel better.
4. Reflect and Move forward – reflection is needed to analyzed the circumstances and how you were able to solve it. Reflect about the things that should be stopped and continued. Also, start making a crisis management plan as a means of preparation for the upcoming challenges. However, make the plan as flexible it can be

2. “Time management is, in part, a tool for stress reduction.” Discuss. (6)
      Time management is a toll to reduced stress because it will help you become more effective in completing a task without wasting much of your time. We can use our time more wisely. Time management techniques includes scheduling, it allows you to block out segments of time and assign them to a specific activity. Balance the situation, it’s a technique to learn to distinguish the urgent situation. Delegation – concentrate on the task that needs your attention and consider also delegating the work to other people. This will make the task easier at a small amount of time and thus reduced stress.  Man needs to put aside some part in the day to tend to his personal 
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needs, as well as the needs of the people around him like his family and friends. By managing his time well, he can make sure that those limited hours are utilized efficiently. Mismanagement of time means more time spent running from one place to the other and lead to poor work output. The result of such trends is an unhappy feeling that leads to stress. It is vital for a person to realize the meaning of taking time off a busy schedule.

Case Study (6) 
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 
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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 dropbox 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 flatmates 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. 
1. Alison failed to make a to do list. If she only made a to do list she has in her mind to have all the necessary things needed for her to make her assignments. 
2. Alisson did not set a goal. It is essential to keep a goal because it will give you destination and vision to work forward. You can also manage your priorities and decide what is worth spending on your time. Alison entertains more on the distraction, that’s why she fails. 
3. Alison did not prioritized and failed to managed the distraction. Since she does not have a goal, she waste on her time with the distraction of her friends. 
4. Alison procrastinate, procrastination occurs when you put off task that you should supposed to be focusing on. She come dread doing the task and eventually, everything catches up with her and thus failed to complete her assignment and task on time. 
5. Alison has Ineffective Scheduling task – All of us has different 
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rhythms that is different time of the day when you fell most productive. She should have made her reading on her most productive time of the day where she can make best use of her time even without the help of her tutor. 
ii. List five strategies and explain how Alison could use these to overcome her time management problems.
      Here are some of the strategies that Alisson can use:
1. Set a goal – Alison must determine what her goal is. By setting this goal she needs to have a plan. 
2. Use a planning tool that helps you improved your productivity. Having a to do list would give Alison an idea on how she can perform her plan effectively.  
3. She need to get organized. Set priorities, and know how to spend your time well. Scheduling is best on this strategy. Alison should have made a schedule for herself to guide her achieving her goal.  
4. Stop Procrastinating – the more you turn off the task due to variety of reason, the more that it will give you trouble of getting started. Alison should have tried to do her assignment and readings even she left her notes. Make the things during your peak hours of the day to complete the task the reduced the stress.  
5. Manage the external time waster - decrease or eliminate time waste on the activities that is not in line with your goal. Alison should have learned to say no to the activities that waste her time. 
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