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Q.1.

i. Time management and effective performance of individuals in an organization are main factors in contributing to organizations profitability.  By introducing time management training for staff they will be able to prioritize tasks, and learn how to handle unexpected tasks also.  Staff will take great satisfaction when accomplishing tasks.  High performance gets noticed and can lead to promotion, or better career opportunities.  By getting employees involved in the planning process will help them understand the goals of the organization, what needs to be done, why, and how well it should be done.  The relationship between them is “hand in hand”, the right time is allocated to the right activity and the right activity is given the right amount of time in which to perform it.  Time management plays an important role in our personal lives as well as business.  Effective planning of your day by making to do lists, or a task plan helps to prioritize tasks.  The more efficiently time is managed by staff, the more productive and effective the organization becomes.  

ii. As conflicts in an organization are common, managers are trained to use leadership skills and appropriate conflict resolution techniques to resolve conflicts in the workplace.  These techniques are:

· Stay calm
· Listen, then speak out.
· Gather the group
· Be impartial
· Attack the problem, not the person
· Do not postpone
· Promote team work
· Avoid blame
· Broadcast praise
· Focus on future
· Celebrate agreement

Conflicts can be avoided if steps are taken early in a discussion, and can be resolved if the skills listed are applied.  When conflicts go unaddressed they can have a negative impact on productivity and teamwork.  Conflicts are not always negative.  Positive conflicts can have a good impact on an organization.  Competition between 2 co-workers to produce more work will benefit the company.


iii. It is very important for managers to have very good problem solving skills, as we all have to make decisions and face problems every day that need solving.  Managers not only need to sort out their own problems, but they have to sort out the problems of an organization too.  There are usually a number of steps to go through to solve a problem: Identify the problem, structure the problem, look for a solution, make a decision, implement the action, monitor / seek feedback.  Training in effective problem solving skills for managers is an advantage, as it would help them identify problems and their severity and how to solve them.  This in turn would help employees to work more efficiently with co-workers, customers, etc.

iv. The good diary management supports effective time management by ensuring you get the most out of your day, and that every issue is dealt with and you are in control.  This is paramount to the success of the business.  The diary must be kept up to date at all times, and you (or your assistant) must not allocate any more time o it than there is in a day, i.e. if there isn’t enough time for 1 more long meeting, then don’t try and squeeze one in.  Schedule it for the next day.  Try and stick to the time allocated to a particular meeting, don’t let it over run, as this will then set you back for the rest of the day, and give you added stress.  Be prepared for your day, and for meetings.  Make sure you have everything you need to make it a success.  Prioritize the meetings you attend; only attend them if necessary or advantageous.  By maintaining a good diary you can keep an eye on where your time is going, and how it is being spent.  This way if it is spent badly, you can see it, and change it.

v. There are many symptoms that people get when they are stressed, some are emotional and some are physical.  People react to stress in different ways.  Stress is not all bad though, in small doses it can help you to accomplish tasks, and our bodies can handle small doses.


Physical symptoms include:
· Headache
· Upset stomach
· Chest pain
· Insomnia
· Clenched jaw and grinding teeth

Emotional symptoms of stress include:
· easily agitated, frustrated, moody
· feeling overwhelmed, losing control
· difficulty relaxing
· low self esteem


Ongoing, long term stress can have serious health problems, such as:

· mental health, depression
· heart disease
· high blood pressure
· obesity and other eating disorders
· menstrual problems
· gastrointestinal problems

The best way to prevent stress and  the problems it creates is to know your own stress symptoms, and try to handle them.  Stress relief techniques, such as meditation or other relaxation methods can help, also learning to say NO to certain tasks could help!

vi. Some effective measures to control stress are:

· make positive face to face connection, especially with friends
· reduce alcohol, nicotine and caffeine, and eat a healthy diet
· get a lot of restful sleep
· identify the sources of stress.  Keep a log and track patterns and themes, and jot them down so you can try and avoid them.
· Express your feelings instead of keeping them bottled up
· Create a balanced schedule between work and family life
· Learn to forgive an let go of anger and resentment
· Don’t schedule things back-to-back, or fit too much into one day, manage your time.
· Prioritize tasks by making lists, and delegate responsibility to other people
· Try using stress reduction techniques such as meditation or yoga
· Learn to say NO.


Q.2.

Time management is a tool for stress reduction as it helps you plan out your day by setting reasonable amounts of time on each task and making sure you use your time to your fullest advantage to get what you want done.  Make a list of all the tasks you want done right away – urgent tasks, then make a separate list of important tasks, and finally a list of not important tasks.  Try and do as many of the urgent tasks as you can in your day by structuring your time and giving yourself ample time to complete them.  Interruptions and poor delegation skills lead to wasted time, which can stress you.  So by learning to delegate and manage your time effectively will help in making you less stressed in your job.





CASE STUDY

i. Failing to manage phone distraction – Alison should have put her phone on silent.
Prioritizing her work – Alison should have stayed in and continued reading the text book on the Friday night.  She could have played softball on Saturday, but she should have gone home instead of celebrating.  Again on Sunday, she could have gone to church, but gone home to study instead of visiting her aunt and uncle.
Procrastination – Alison kept putting off reading her textbook, and continuing her work as she found it hard to understand.
Ineffectively scheduling tasks – Alison is going to have to do some quick work on Monday and Tuesday, but it wont be her best work.  Alarm clock wasn’t set and so she was late getting to work.

ii. 5 Strategies to overcome time management problems:

1. Set priorities – Alison knows her deadline is Wednesday, so she should set aside enough time to complete the task, and only do the other things once the task was completed.
2. Create a schedule -  Alison should have made a schedule for her weekend, so that she could still play softball and go to church, and still complete her work.
3. Avoid distractions – When Alison is studying she should switch of her phone and other distractions (tv, radio)
4. Get help from experts – don’t be afraid to ask for help as soon as you find things are tricky to manage, or you don’t understand something.
5. Stop procrastinating – if you have created a schedule, stick to it.  Don’t keep adding other things to the schedule, and stop putting it off.  If Alison had worked all day Saturday and received help on Sunday she would be ready to complete a good piece of work on Monday and Tuesday, ready for Wednesdays deadline.









Student Statement:

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


	Student Signature
	N. Burgess
	Date
	13th Feb 2017


[bookmark: _GoBack]
For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	



image1.png
ﬁ
o R




