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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.Time management is the key to success, it allows to take control of your life instead of going with the flow. You accomplish more, like cliché  ”time is money”. Hence it is very important that we prioritize time. The following are key point when it comes to time management.

· Time is limited- we all have 24 hours in a day yet some people achieve more than others not because they are better but they make wise decision about what to do with time. Time is a special resource that you cannot store or save for later use.
· Accomplish more with less effort- By being time conscious, you are able to work faster and smarter as you have allocated time for everything. It keeps you focused that way you do not lose momentum and are able to accomplish your goal or task .E.G studying for exams, if you give yourself 2 hours to master a topic and you keep taking breaks every 15 minutes you will lose focus, and it will take you longer to complete the topic.
· Make better decisions-Sometimes we are faced with many decisions to make at the same time, but having sound time management will give you time to think and make better decisions. however, If you don’t prioritize your time you will make hasty decisions that could result in poor decisions.
· Learn more- When you are able to control your time and work more efficiently , you are able to learn more and increase your experience faster, this will enable you to move up in life faster. I will use myself as an example, Because I am able to prioritize my time, I can combine working and studying at the same time without having work piled up on my desk.
· Reduce Stress- according to Mark Ryan; “One of the main causes of stress is due to people feeling rushed. With good time management, you know how much time you have, how long it will take to get your tasks done, you accomplish more, and have more free time. This gives you more breathing room, which reduces the feeling of being rushed, which in turn leads to less frustration and stress.”
· Creates discipline- Time management leads to higher productivity and a disciplined life.

2.
· Specific- Be specific about what you want or don’t want to achieve. The result should be tangible and measurable. Example; Get distinctions in all modules in college.
· Prizes- Reward yourself at different points in the goal, particularly if it’s long-term-You can reward yourself by getting portable laptop for research. 
· Individual -The goal must be something that you want to do. Do not let your parents or peers influence or pressure you.
· Review- Review your progress periodically. Does the goal make sense? Make sure your goal is realistic and see if there are any changes that should be made
· Inspiring -Frame the goal positively. Make it fun to accomplish. You could make a poster of the end result, frame it, and post it on the wall. Stick revision notes all around your house.
· Time-Bound- Give yourself a deadline for achieving the goal. Even better, split the goal into small parts and give yourself a deadline for each item. Don’t procrastinate.



3.
· Get organized-Leave your stuff where you can easily find it 
· Keep it simple
· Stay realistic
· Utilize your work and personal space-to their greatest advantage.
· Plan for the present and future-Anticipating events will help you to get things done in the short term which contribute to achieving long-term objectives.
· Make use of a calendar-it can be your most helpful planning tool. 
· Make a To-Do-List; helps focus attention on the highest priority items.
· Use Action planning worksheets, milestone charts, and PERT diagrams (the types of diagrams used in project management) are excellent planning aids when properly used.
·  Planning contact with colleagues and staff will help minimize disruptions. Keep a file for each person you meet with on a regular basis, with items to be discussed highlighted for easy reference.
· Personalize it-The most effective approaches to planning are those tailored to meet individual needs. Concepts, procedures, and worksheets should be modified to fit individual circumstances.
· Plan before action- Experts say nothing should be attempted without prior planning, although applying flexibility is also important.
· Set aside time for evaluating how your planning is working and what changes may need to be made.
· When planning projects of all magnitudes, its good to list your objectives. This makes determining the amount of time you will need easier

4.
· Do it now! – Anything that takes less than 30 minutes should be done as it comes up. If it will take more than 30minutes, add the task to your planner
· Dump. Throw out or take home all those things you have collected that you don’t need or use. We’re so used to holding on to things and sometimes are afraid to throw out the wrong thing. We like the same rule for work that we use at home: if you haven’t used it for a year (or an entire business cycle), get rid of it because you obviously aren’t using it.
· Sort and group. Your desk should be organized logically; pencils and pens in one place, another place for letterhead and envelopes. Have a basket for projects and another one for priority items so that you can locate the things you need when you want them. You can use the same kind of system on your computer so that you can find your working files. Once a project is complete, move it into an appropriate folder for retention.
· Set up a system. Use a planner to jot down your daily to-do list and schedule in any tasks that will take longer than 30minutes to do. Prioritize each item so that you know what to work on, and make sure that you stick to the list. (Maintain some flexibility for emergencies, but make sure you get back to priorities as soon as possible.)
· The to-do list- write on a sheet of paper what you want to get done and by when. Rank tasks according to importance or urgency to plan your day and focus your mind.
· Review your workload regularly.  Consider delegating whole projects that you don’t need to be involved in or allocate a specific time when you only do your admin, for example.
· Remember the 80:20 rule of workloads. It’s very simple — 80 per cent of our work contributes to less than 20 per cent of its value. Concentrate on the most crucial 20 per cent of your workload, because performance would still be strong.
· Set realistic deadlines for your tasks. Look at your to-do list and estimate the time each task needs to be completed but don’t be overoptimistic. Be honest of what you can achieve in a working day or week so that you don’t feel overwhelmed from the start.
· Allow time for interruptions. If you need to finish a certain task at a certain time, only deal with urgent queries during this time. You can then quickly pick up again where you left off.
· Structure your workload. Avoid picking up a job, doing a bit and then putting it back on the pile. Deal with them one at a time and finish each one before starting another. Your mind will be clear and ready for the next one
· Don’t let your inbox drive your workload. .Don’t check your inbox every time a message arrives. Switch off instant alerts if necessary and allocate a time when you will check your inbox to avoid distractions.
· Fun, fun, fun.  Tackling more challenging projects first might mean more time, but also that a major task is completed and a weight off your shoulders.
· Keep multitasking to a minimum. Starting a number of jobs simultaneously means most of them won’t get your undivided attention. Think of multitasking as dealing with more than one task during a day, not at the same time. That way you focus on the project in hand
· Keep a log of your workload. If you’re unsure how long things take, how often your focus shifts or how many times you get interrupted, keep a log of your working week. This will help you plan your week in future
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