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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. Time management is the process of planning and exercising conscious control over the amount of time spent on specific activities especially to increase effectiveness, efficiency or productivity. It is important to realize that time management forms the key principle to goal achievement in all aspects of life. It is essential for any employees to manage their time and know their priorities. By managing his time well, he can make sure that those limited hours are utilized efficiently

Mismanagement of time means more time spent from running from one place to the other and lead to poor work output. It is vital for a person as well to realize the meaning of taking time off a busy schedule.


ii. In crises, managers must make decisions under a great deal of pressure. However, it is possible for crises to be managed well. A strategy for crisis management can be developed beforehand and the mechanisms readied so that if crisis/conflicts arises, decision makers are prepared. Many companies do not concern themselves with crisis management but there are certain elements composed of an effective crisis management plan as below:
· Strategic actions
· Technical & structural actions
· Evaluation and diagnostic actions
· Communication actions
· Psychological and cultural actions
 It is the leader’s duty to communicate and reinforce the organization’s values, to be         optimistic but brutally honest because ignoring problems will not help the company to grow and to learn.


iii. Problem solving is an essential skill for all employees, supported and led by leadership and it is possible to hone your ability to solve problems and make your business run more effectively and, therefore, provide the foundation and framework for continual improvement. 

A fundamental part of every manager's role is finding ways to solve them. So, being a confident problem solver is really important to the 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 may be ineffective, or you'll get stuck and do nothing, with sometimes painful consequences.

There are four basic steps in solving a problem:
1.Defining the problem.
2.Generating alternatives.
3.Evaluating and selecting alternatives.
4.Implementing solutions.


iv. Time management may be aided with a range of skills, tools, and techniques used to manage time when accomplishing tasks when complying with a due date. A good diary management support keeps track of all the tasks you have for the day and the upcoming days. You will see how much time spent producing results and how much time is wasted on unproductive thoughts and actions. Any activity or conversation that is important for the company’s success is essential to be recorded in case you need to back track that event.



v.  Stress is the body's reaction to harmful situations -- whether they’re real or perceived. When you feel threatened, a chemical reaction occurs in your body that allows you to act in a way to prevent injury. This reaction is known as "fight-or-flight,” or the stress response. During stress response, your heart rate increases, breathing quickens, muscles tighten, and blood pressure rises. You’ve gotten ready to act. It is how you protect yourself.

However, there is stress that motivates us to work harder and one that makes us feel tired, suffocated, and dejected. How we handle stress is completely up to us.
Physical symptoms of stress include:
•Low energy
• Headaches 
• Upset stomach, including diarrhea, constipation, and nausea
•Aches, pains, and tense muscles
• Chest pain and rapid heartbeat
• Insomnia 
•Frequent colds and infections

Stress is a part of life. What matters most is how you handle it. The best thing you can do to prevent stress overload and the health consequences that come with it is to know your stress symptoms.

vi. The way to combat stress is simplified in today’s world. The recommended methods are:
· Eating nutritional food at the right time
· Exercise regularly
· Get a good night’s sleep
· Follow a regular & practical diet
· Only agree to the work that can be done in the given time and avoid excess work.
· Manage time and responsibilities well.

 
2. ‘Time management is, in part, a tool for stress reduction.” 
Successful time management will help us to become more effective in completing tasks. We can use our time more wisely – even gain a greater sense of control over our lives, by applying some effective  time management techniques. The first important tool and simplify our time management skills is schedule. It allows us to block out segments of time and assign them to a specific activity. Another time management technique is to learn to distinguish true emergency situations from situations that seem urgent but just aren’t that important. And last is delegation – concentrate on tasks that need your attention.

We should also consider delegating tasks to other people. There are a number of benefits to us, to the person that we delegate our tasks to, and to the organization as a whole when we learn how to properly delegate. Employees with poor time management skills are far more likely to be stressed or feel increased levels of anxiety. It is the same as a person with no navigation skills, feeling ill-at-ease or anxious. However, following the simple time management principles we can have positive impact. 

CASE STUDY:

i. Alison’s time management problems
Deadline: Wednesday
Started task: Friday evening after dinner

1. SATURDAY – 1030am call by Mary, invited to play softball
· 11am Met friends
· 2pm played softball
· Came home late and tired to finish the homework
2. SUNDAY – church (am), visited aunt (pm)
· Tried to finish homework but its too difficult to understand
3. MONDAY – woke up late, half run and half walk to work
-arrived 15 minutes late

Alison’s time management problems include; 
- too many activities not to be prioritized
- Poor time management handling
- Not organized
- She doesn’t get enough rest

ii. 1. Carry a schedule of her TO DO LISTs:
2. carry on with her extra-curricular activities but limit the time
3. make sure to check her diary or set an alarm on her tasks
4. Schedule any interruptions. Avoid unimportant calls & focus on what’s important
5. Get enough rest to be able to freshen her mind

These simple effective stress management techniques can help Alison become more responsible individual. In the long run, these steps will be very valuable to her and beneficial to the people around her.
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