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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 act or process of planning and exercising conscious control over the amount of time spent on specific activities, especially to increase effectiveness, efficiency or productivity. Job performance is one of the most important factors that most of organization should consider to focus in. Employee performance is defined as whether a person executes their job duties and responsibilities well. Many companies assess their employee's performance on an annual or quarterly basis in order to define certain areas that need improvement. Performance is a critical factor in organizational success. Business professionals need to understand that time is the most important resource that they need to manage and maximize. However, time is also the most misused and mismanaged element in today s world.
Managing performance requires us to reconcile caring for and developing our people with ensuring that departmental and organizational aims are achieved. Managing performance requires us to strike a balance between compassion and accountability. Good modern managers strive to balance these two areas according to the situations in which performance needs managing. This involves judging each different situation on merit and deciding a course of action and management style that is right for the situation. For instance, we need to be caring and compassionate if, for example, an employee needs help and encouragement to get through difficulties or challenges. On the other hand, we need to focus on accountability responsibility where, for example, matters of health and safety or essential processes or policies are concerned.

Studies of time management have attempted to analyse and understand the time use of those persons who want to become more efficient on the job, in their activities that they undertake. The need for prioritization, the creation and use of lists and the assigning of activities to particular time slots on an individual's calendar is essential for a successful event. Based on the assumptions that activities can be completed in manageable bits, allowing a person to work through the obligations of the day to achieve their desired goals will be the key indicators that an event can be organized in accordance with the client requirements. Today, the main concern in management of human resources is the improvement in performance of people working in the organization with a view of increasing their efficiency through motivation (Awosusi, 2011). He added, unless the employees are well informed about their performance and also their strong and weak points, it is very difficult for them to improve their level of performance.
The orientation that each worker, groups, departments, and countries have toward time differs relatively with respect to different cultures or norms of each worker, groups, departments and countries. The effectiveness and efficiency of an organization comes down to the effectiveness and efficiency of individual workers in the organization. The management of time is an issue which is fundamental to job performance, and how a worker manages his/her time will depend literarily on his/her favourable or unfavourable attitude towards time which will invariably influence his/her perceived job performance in an organization. The researchers found significant relationships between management of time and allocation of time to managerial tasks and job performance, concluding management of time is a key to managerial performance. 

The study proves that there is a significant relationship between time management and

job performance especially in the context of event management as event managers or organizers are constantly working to meet deadlines given by their clients and the planning process takes months in advance to prepare. However, the short duration of planning process usually affects the job performance of event professionals or crew members

Objective approaches to time generally consider time as a uniform commodity where people view it much as they do money. The basic contrast between ``objective'' and ``subjective'' time is that the former is characterized by concrete or measurable quantities of time which

people actually have to work with, and the latter is based on people's perceptions of the amounts of time available, relative to the things they have to do (Appelbaum, 2008 and Bauer, 2008). Therefore, it is of the utmost important for event crew members lead by the manager heading the organizer appointed and entrusted by the client to carry out their responsibilities to execute the tasks following up to the event. Event management companies must recognize the importance of time when creating, planning and executing any event.

In conclusion, the above answer discussed the relationship between time management and the effective performance of individuals in an organization.  
References
Ahmad, Nor Lela., Ahmad Nizan Mohd. Yusuf, Nor Diyana Mohamed Shobri, Samsudin Wahab. 2012. The Relationship between Time Management and Job Performance in Event Management. Procedia - Social and Behavioral Sciences, 65 (2012): 937- 941
Njagi, Lucy Karimi and Jane Malel. 2012. Time Management and Job Performance in Selected Parastatals in Kenya. Australian Journal of Business and Management Research, Vol.2(5):19-29

Students noted /handouts

II. How do managers use appropriate skills to resolve the conflicts? 
Workplace conflict includes any type of conflict which takes place within a workplace or among workers and/or managers, potentially including conflict between employees out of work hours (Honeyman 2013). At one time or another, everyone engages in disagreement or conflict at work. It can range from an argument with a co-worker to a strategic disagreement with your superior that goes too far (Schnurman 2017). The common thread is the impact that workplace conflict has on employee engagement, morale and productivity. Hence the reason why a manager’s seminal job is managing personalities and creating a cohesive work environment. Disagreement is a healthy way to assess and resolve issues, but discussions that transition into conflict are problematic. 

For management, it is important to be able to identify conflict in the workplace and know how to quickly and effectively resolve the underlying issues in a positive way. Resolving conflict in a positive manner can lead to much-improved professional and personal relationships (Bisk Education 2017).

According to Schnurman (2017), there are two approaches managers can use to resolve workplace conflict. First, they can seek to minimize conflicts by fostering a healthy, communicative organizational culture and secondly, they can skilfully resolve it once issues arise. Schnurman (2017) argued that managers can use the following guidelines to address and resolve conflict at work.

1. Expect disagreement: Expectations drive behaviour. Workplace tension is inevitable and increases as demands and stress rise. Every organization has conflict. Therefore, managers should strive to identify and resolve conflicts early before they grow in size and complexity.

2. Define roles and responsibilities: A major cause of workplace flare ups is lack of role clarity. In relationships, it often leads to tension when a person feels he is carrying too much of the weight. Therefore, managers should take the time up front to understand and clarify expectations. A brief conversation initially can save a lot of time and angst later. A good approach is to bring all interested parties together to define responsibilities as a group.

3. Decide what is important: Managers should choose their battles wisely. They may be better off letting isolated incidents go. In contrast, major issues or an ongoing pattern of behaviour must be addressed. Therefore, identify the central issue and focus on it. They should not waste time or energy on extraneous and minor matters.

4. Assume positive intent: Managers should allow workers the benefit of the doubt and watch conflicts solved with less animosity. When they assume positive intent, they will be more willing to forgive and forget. It is much more difficult for someone to move on if he/she believe that other person intended to harm him/her. In reality, most of the time conflict is caused by good people who act poorly or are misinterpreted. Therefore, it is constructive for managers to depersonalize their feelings and focus on the problem, not the person.

5. Avoid socializing the disagreement: During conflict it is natural to seek out allies. While it may serve to satisfy people’s short term emotional needs, discussing the issues with others in the organisation is basically gossip and may lead to deeper, more lasting tension. Thus, unless you are clearly seeking advice from a confidant keep comments to yourself.

6. Clarify concerns: Managers should be proactive and should not allow issues to fester. If they sense that someone is upset with them, they should ask them a question such as, "Did I do something that upset you?" If they are upset with someone, they should say to the worker(s), "Something is bothering me. Do you have time to discuss it?" Schnurman (2017) argued that these approaches can go a long way to nipping issues in the bud.

7. Focus the dialogue on understanding the other person’s viewpoint: Once managers grasp their perspective, they can express yours. Letting another person share first helps to defuse anger and create the opportunity for resolution.

8. Address people in a non-confrontational manner: Managers should steer clear of aggressive or judgmental comments. They should speak calmly, describing their frustration in neutral, but clear language. They should be sincere, courteous and direct. They should not attack, judge or interrupt. Doing so will only generate an emotional, defensive response and serve to deepen the rift.

9. Control your emotions: Letting your emotions get the better of you will only exacerbate the issues. Therefore, managers should act professionally and let rationality rule the day.

10. Accept responsibility: It always takes two to tango. Therefore, taking accountability for your role in the disagreement will help to defuse the situation. It will also position you as the resolver of conflict. 

In closing, arguments are part of every workplace. How they are handled, especially by management goes a long way to define the health and informal culture of an organization.
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III. What is the importance of problem solving skills for managers? 
The Concise Oxford Dictionary (1995) defines a problem as: “A doubtful or difficult matter requiring a solution” and “Something hard to understand or accomplish or deal with.” Interpersonal relationships fail and businesses fail because of poor problem solving. This is often due to either, problems are not being recognised or being recognised but not being dealt with appropriately. Solving a problem involves a certain amount of risk. This risk needs to be weighed up against not solving the problem. According to John Foster Dulles, Former US Secretary of State, “The measure of success is not whether you have a tough problem to deal with, but whether it is the same problem you had last year.”
It is important for managers to learn problem-solving skills because they have to make decisions. Managers face problems every day that need solving. It might be that they are trying to save their company, keep their job, or end the conflict in the company between workers. Whether the issue is big or small, managers set goals, face challenges, and strive to overcome them. Whatever the situation is, there is a way to consistently arrive at effective and satisfying solutions

Good problem solving skills empower managers not only in their personal life but are critical in their professional life. In the current fast-changing global economy, employers often identify everyday problem solving as crucial to the success of their organizations. For employees, problem solving can be used to develop practical and creative solutions, and to show independence and initiative to employers.

The ability to solve problems is a skill, and just like any other skill, the more people example, managers practice, the better they get. So how exactly do they practice problem solving? Learning about different problem solving strategies and when to use them will give them a good start. Problem solving is a process. Most strategies provide steps that help people identify the problem and choose the best solution. There are two basic types of strategies: algorithmic and heuristic.

Algorithmic strategies are traditional step-by-step guides to solving problems. They are great for solving math problems or for helping people to remember the correct order of things. Algorithms are best when there is a single path to the correct solution. But what do people, including managers do when there is no single solution for the problem? That is where Heuristic methods came in. Heuristic methods are general guides used to identify possible solutions. A popular one that is easy to remember according to Bransford & Stein (1993) is IDEAL. It involves the follows steps. 
1. Identify the problem

2. Define the context of the problem

3. Explore possible strategies

4. Act on best solution

5. Look back and learn 

IDEAL is just one problem solving strategy. Therefore, building a toolbox of problem solving strategies will improve managers’ problem solving skills. With practice, they will be able to recognize and use multiple strategies to solve complex problems.

In conclusion, it is important to realize that being a problem solver is not just an ability; it is a whole mind-set, one that drives people to bring out the best in themselves and to shape the world in a positive way. Rather than accepting the status quo, true problem solvers are constantly trying to proactively shape their environment.
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IV. How does the good diary management support effective time management? 

Time is money, and for no one is that more true than time starved entrepreneurs. Creating and maintaining an effective time management diary can be the difference between success and failure. As an entrepreneur, from the moment you step out of bed, how you spend your time will dictate how much money you make. It takes excellent organisational skills, but also creativity and intuition.

Time management methods involve finding ways to work more efficiently, so as to maximize one's use of time. A variety of techniques and tools for list-making, task analysis scheduling, and task prioritization are typically used for this purpose. The basic time management process involves the following steps: 
· developing a thorough understanding of all the various steps that must be performed to get a particular task completed

· writing these steps down in the order they must be performed

· identifying dependencies among steps that may cause bottlenecks to occur

· scheduling the steps (using memory tools, including day planners, memo boards, sticky notes, shared calenders, project management software and personal information managers to assist in their timely performance) 

· tracking execution of the steps as they occur 

· using what is learned from experience executing the steps to improve the efficiency with which various steps may be performed.
Traditional approaches to time management suffer from an over-emphasis on efficiency, technique, and getting things done and under-emphasize aligning actions with values and on preserving work/life balance (Mills 2008). Mills (2008) argued that emphasizing task completion over maintaining a balanced life tends to create stress rather than reduce it. This style of prioritizing sets the stage for failure and negative thinking when people including managers fail to meet deadlines, or meet them in one sphere of life only by neglecting responsibilities and dependencies in the other. People including managers are often asked to prioritize tasks according to their urgency (e.g., according to deadlines) without also considering their importance (e.g., whether or not they match values) (Mills 2008).  He indicated that this misplaced emphasis tends to cause people to neglect their less demanding but perhaps more satisfying relationships in favour of "oiling squeaky wheels" with potentially damaging long term results. 
Mills (2008) recommend taking a values-centered and balance-focused approach to time management so as to avoid some of these pitfalls. Mills (2008) stated that the same techniques for analysing, scheduling and tracking task performance described above can be usefully employed, so long as these techniques are used in the service of meeting work and family responsibilities, rather than just focusing on work needs.
1. Creating protected time for both work and family responsibilities: 

A good way to make sure that work demands do not intrude into managers' needs for family and personal time is to set time boundaries around work activities, and not to allow those boundaries to stretch too far. This can be quite a trick to pull off for managers in some lines of work, and will be impossible for some to manage. By the same token, knowing that they are in a line of work that will regularly cause them to neglect their personal and family life is information that they use to make values-based decisions about whether or not to stay in that line of work over the long term. 

2. Taking breaks and vacations:

A vital way for managers to preserve work/life balance is to make sure that they build time for play and relaxation directly into your schedule. One way to do this is to schedule and stick to having periodic breaks in between periods of work. Rather than making such breaks simply about getting a coffee or smoking a cigarette, try to incorporate restorative physical activity into their routine. Try stretching, walking, a relaxation technique such as progressive muscle relaxation, or even a few yoga postures during these break times to get their energy moving again. Prophylactic, preventative use of techniques for defusing stress at such times can help keep stress from accumulating. 
It is also important to schedule time away from work for purposes of vacation. There are questions as to whether a long vacation is the best way to relax and decrease stress. Shortly after you return to work from any vacation, many people quickly become stressed out again. Keeping this in mind, it can be questionable logic to blow your entire vacation budget on something you can do only once a year. As an alternative, consider taking a number of mini-vacations spread more frequently throughout the year. 
3. Spreading Out Predictable Sources of Stress: 

It is often possible to predict that particular events will be stressful, and then to use this knowledge intelligently so as to minimize their impact on the quality of your life. Therefore, Scheduling stressful events to occur during times when you have fewer responsibilities and more attention to give them can lessen their negative impact. Similarly, it is useful to stagger major lifestyle changes so that they occur widely spaced apart in time (when that is practical). Even life changes that are positive sources of eustress, such as getting married or bringing home a new child, can become unpleasant and overwhelming when too many things happen at once. In the same vein, stressors that are predictable can often be scheduled during times when they are more manageable.
Sometimes stressful events can simply be avoided entirely. It is possible to research commuting traffic patterns in advance of buying or renting a home and move to a region where commutes are easier. Alternatively, it may be possible to reschedule the hours of work so that you do not need to commute during peak traffic hours. Telecommuting (e.g., working from home) may also be an option to explore if your employment allows it. 

In concluding, faced with endless meetings, frequent interruptions, and urgent last-minute tasks, managers can easily be busy all day without making any progress on high-priority projects and goals.

Therefore, it is important for them to know how to schedule their time properly. Scheduling is the art of planning activities so that people can achieve their goals and priorities in the time they have available.  
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V. How do you know when you are stressed? 
Stress is the body’s way of responding to any kind of demand or threat (Segal et al. 2017). When someone sense danger, whether it’s real or imagined, the body's defenses kick into high gear in a rapid, automatic process known as the “fight-or-flight” reaction, or the stress response (Segal et al. 2017). The stress response is the body’s way of protecting you. When working properly, it helps you stay focused, energetic, and alert. In emergency situations, stress can save your life by giving you extra strength to defend yourself, for example, or spurring you to slam on the brakes to avoid an accident. 

Seventy-two percent of adults surveyed by the American Psychological Association reported feeling stressed out at least some of the time during the past month. Regardless of what you are stressing about, stress can quickly turn into a problem when it builds and starts to cause wear and tear on your body and your overall mental state.  In fact, if left unmanaged stress can actually lead to depression. 

Chronic stress leads to physical changes in your brain and body, changes in the way you’re thinking, and ultimately to changes in the way you’re behaving. Stressed out people are more likely to engage in unhelpful and unhealthy behaviours like overeating, smoking, drinking, and dropping out of important activities like exercising and socializing.  And all of this can increase the likelihood that your stress turns into depression.

How can you tell if you’re just stressed out or are suffering from depression? Essentially the answer lies in the severity and the duration of your symptoms (Olive 2016). Feeling stressed out is usually associated with feeling overwhelmed or under pressure (Olive 2016).  According to Olive (2016), the term “stressed out” is a generalization we use to really just say that we’re having a hard time coping with distressing emotions such as fear or sadness. These feelings can last for a couple of days. 
The most dangerous thing about stress is how easily it can creep up on someone. Persons can get used to it. It starts to feels familiar even normal. Persons do not notice how much it is affecting him/her, even as it takes a heavy toll. That is why it is important to be aware of the common warning signs and symptoms of stress overload.
1. Cognitive symptoms include memory problems, inability to concentrate and poor judgement. 

2. Emotional symptoms include depression or general unhappiness, anxiety and agitation and, Moodiness, irritability, or anger.

3. Physical symptoms include aches and pains, diarrhea or constipation and, nausea and dizziness

4. Behavioural symptoms include eating more or less, sleeping too much or too little and, withdrawing from others.

The situations and pressures that causes stress are known as stressors. We usually think of stressors as being negative, such as an exhausting work schedule or a rocky relationship. However, anything that puts high demands on you can be stressful. This includes positive events such as getting married, buying a house, going to college, or receiving a promotion. 

However, when you don’t manage these emotions effectively they can transform from a single episode of feeling overwhelmed into a chronic mood that feels more severe and lasts longer. That’s when stress turns into depression. Depression is more than just a passing bad mood.  If someone have been feeling some of the following symptoms for two weeks or more, he/she might be suffering from depression: 

· Feeling sad and hopeless

· Lack of energy, enthusiasm and motivation
· Withdrawing from other people

· Trouble making decisions

· Feeling restless, agitated and irritable

· Eating more or less than usual

· Sleeping more or less than usual

· Trouble with concentration and memory
· Feeling bad about yourself or feeling guilty
· Feeling anger and rage

· Feeling that you can't overcome difficulties in your life

· Trouble functioning in your personal life

· Chronic physical symptoms (such as pain or stomach issues)

· Thoughts of death or suicide
Although depression is the most common mental health disorder in the some countries example, the US, it is treatable. However, most people cannot manage it alone. Therefore, if a person is suffering from depression, it’s important that he seeks professional help.
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VI. Outline the effective measures to control stress. 
Stress occurs when someone perceive that demands placed on him such as work, school or relationships exceed his ability to cope. Some stress can be beneficial at times, producing a boost that provides the drive and energy to help people get through situations like exams or work deadlines. However, an extreme amount of stress can have health consequences, affecting the immune, cardiovascular and neuroendocrine and central nervous systems, and take a severe emotional toll.

Untreated chronic stress can result in serious health conditions including anxiety, insomnia, muscle pain, high blood pressure and a weakened immune system. Research shows that stress can contribute to the development of major illnesses, such as heart disease, depression and obesity. However, if one finds positive and healthy ways to manage stress as it occurs, many of these negative health consequences can be reduced. Everyone is different, and therefore, they choose different ways to manage their stress. Some people prefer pursuing hobbies such as gardening, playing music and creating art, while others find relief in more solitary activities: meditation, yoga and walking.

Below are five healthy techniques that psychological research has shown to help reduce stress in the short and long-term.

1. Take a break from the stressor: It may seem difficult to get away from a big work project, a crying baby or a growing credit card bill. But when you give yourself permission to step away from it, you let yourself have time to do something else, which can help you have a new perspective or practice techniques to feel less overwhelmed. It’s important to not avoid your stress (those bills have to be paid sometime), but even just 20-minutes to take care of yourself is helpful.

2. Exercise: The research keeps growing — exercise benefits your mind just as well as your body. We keep hearing about the long-term benefits of a regular exercise routine. But even a 20-minute walk, run, swim or dance session in the midst of a stressful time can give an immediate effect that can last for several hours.

3. Smile and laugh: Our brains are interconnected with our emotions and facial expressions. When people are stressed, they often hold a lot of the stress in their face. So laughs or smiles can help relieve some of that tension and improve the situation.

4. Get social support: Call a friend, send an email. When you share your concerns or feelings with another person, it does help relieve stress. But it’s important that the person whom you talk to is someone whom you trust and whom you feel can understand and validate you. If your family is a stressor, for example, it may not alleviate your stress if you share your works woes with one of them.

5. Meditate: Meditation and mindful prayer help the mind and body to relax and focus. Mindfulness can help people see new perspectives, develop self-compassion and forgiveness. When practicing a form of mindfulness, people can release emotions that may have been causing the body physical stress. Much like exercise, research has shown that even meditating briefly can reap immediate benefits.

Additionally, Helpguide.org (2017) argued that relaxation techniques such as yoga, meditation, and deep breathing activate the body’s relaxation response, a state of restfulness that is the opposite of the fight or flight or mobilization stress response help to reduce stress. Helpguide.org (2017) stated that as someone learn and practice these techniques, his/her stress level will decrease and their mind and body will become calm and centred.
Inclusion, the above answer has outlined effective measures that can control stress. As stated above, some stress can be beneficial at times however, an extreme amount of stress can have health consequences, affecting the immune, cardiovascular and neuroendocrine and central nervous systems, and take a severe emotional toll.
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2. “Time management is, in part, a tool for stress reduction.” Discuss. (6) 

Most people do not have the luxury of spending the majority of their time on the things that are most important to them. However, successful time management will help people to become more effective in completing tasks. Bookboon blog (2012) argued that people can use our time more wisely, even gain a greater sense of control over our lives by applying some effective time management techniques. Some of these techniques that Bookboon blog (2012) stated that can be adopted are as follows:

1. Schedule: Simple and effective.
One important tool is a schedule. It allows you to block out segments of time and assign them to a specific activity. At work, a schedule offers additional benefits because it allows you to: Ensure you have allotted time for all of your necessary tasks and functions, and cut off unproductive interruptions by referring to it. It also lets you limit meetings to their scheduled time rather than letting them go on until people feel like leaving. And best of all, it allows you a lot time for yourself for breaks.

2. Balance Situations: What is really urgent and what is not
Another time management technique is to learn to distinguish true emergency situations from situations that seem urgent but just are not that important. Before you drop everything next time, ask yourself: Is this truly important or just urgent to the person requesting my help? What will the consequences be if I do not handle this immediately? Do I actually have important and urgent things that should be done instead? Is there someone else that can handle this situation?

3. Delegation: Concentrate on tasks that need your attention:
People should also consider delegating tasks to others. There are a number of benefits to you, to the person that you delegate your tasks to, and to the organization as a whole when you learn how to properly delegate. The benefits for you include: reduced stress, additional time to dedicate to tasks that you truly need to work on for yourself, and practicing the skill of effective delegation.

In addition, WebMD (2017) argued that learning how to manage time, activities, and commitments can be hard, however, doing so can make people’s life easier, less stressful, and more meaningful. This website stated that persons can start managing their time by prioritizing tasks, controlling procrastination, and managing their commitments. 
1. Prioritize tasks: Make a list of all your tasks and activities for the day or week. Then rate these tasks by how important or urgent they are. 

· Urgent tasks are those that must be done right away to avoid a major problem, such as paying the electric bill today because your electricity will be turned off tomorrow. This approach always leads to stress.

· Important tasks are those that are meaningful or important to you, such as spending time with your family, helping friends, or getting exercise. They are also tasks you must do to avoid a problem, such as paying bills or meeting a deadline at work. 

· Not important tasks are ones that don not need to be done or that are not important to you.

After you have your list and have rated the items, think about how you are spending your time. If you take care of important tasks in a timely way, you will not have as many urgent tasks to worry about. 

2. Control procrastination: The more stressful or unpleasant a task, the more likely you are to put it off. This only increases your stress. You should try these tips for controlling procrastination:

· Structure your time: Use a day planner or notebook to plan your day or week. For shorter projects, use a timer or alarm clock to help you stick with your plan.

· Break up large tasks: If you know that you will not be able to focus on a project for 3 hours, break up your work into 1-hour blocks over 3 days. It is easier to face an unpleasant task if the time you are giving it is brief.

· Create short-term deadlines: Short-term deadlines will help you make a habit of meeting deadlines. It will also force you to get things done. That way, when the long-term deadline does arrive, you will not have as much pressure and work built up. 

· Avoid perfectionism: If you demand perfection, you might not even start a task because you are worried it will not be perfect. Doing your best is fine. Giving yourself enough time to do your best will reduce stress.
3. Manage your commitments: Both too many and too few commitments can lead to stress. Letting go of a commitment does not mean giving up. It means learning what is important to you, recognizing that you have limits, and deciding how you want to spend your time. Here are some tips for letting go:

· Do not commit to things that are not important to you.

· When you want or need to let go of something, imagine tying it to a helium balloon, releasing the balloon, and watching it float away. 

· Accept that your life is a "work in progress." You do not have to finish every project or meet every goal in your life by tomorrow or even next week. If one of your goals is less important, you can work on it later in your life.
Making commitments can be just as hard as letting them go. People who are under stress tend to have too many commitments instead of too few. But sometimes stress comes from a lack of commitment. If you need more commitment in your life, think about what is most important to you. When you are ready to commit:

· Do it: Give yourself to a new commitment as fully as you can.

· Be responsible: Take your commitment seriously. Do not back out of obligations.

· Open up: Be open to new ideas and suggestions, and be ready to learn. 

To end, the above answer discussed how time management is a tool for stress reduction. It argued that learning how to manage time, activities, and commitments can be hard, can make people’s life easier, less stressful, and more meaningful. 
References
Bookboon blog. 2012. Time Management: The Best Way to Reduce Stress. Bookboon blog
Accessed on 20/2/2017

http://bookboon.com/blog/2012/02/time-management-the-best-way-to-reduce-stress/

WebMD. 2017. Management: Managing Your Time. WebMD,
Accessed on 20/2/2017

http://www.webmd.com/balance/stress-management/stress-management-managing-your-time
students notes/handouts
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 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.
Alison’s time management problems are as follows:
1. She fails to schedule her activities or work
2. She fails to keep up with her planned activities

3. She did not prioritise her activities or work 
4. She fails to structure her time to meet her commitments 
5. Fail to meet or keep to her deadlines

6. Her fails to manage her activities or commitments effectively

7. She does commit herself to her commitments
ii. List five strategies and explain how Alison could use these to overcome her time management problems. 

Five strategies Alison could use to overcome her time management problems are as follows:
1. Schedule: It allows her to block out segments of time and assign them to specific activities.  Schedule allows her to allotted time for all of her necessary tasks and functions, and cut off unproductive interruptions by referring to it. It would also allow her allocate time for herself.
2. Balance Situations: This would allow her to distinguish true emergency situations from situations that seem urgent but just are not that important. Before her would have gone out with her friends, she would ask yourself whether is truly important for her to go out or whether it is more important to stay in to do her assignment. Then this would have allowed her to make the right choice which is to stay home to do her assignment. 

3. Prioritize tasks:  This would cause Alison to make a list of all her tasks and activities for the day or week. She would then rate these tasks by how important or urgent they are. She would be able a position to list her tasks as urgent, important and not important tasks and try to do the one which are listed as urgent first and follow with the others down the line.

4. Structure your time: she would use a day planner or notebook to plan her day or week. For shorter projects, she would use a timer or alarm clock to help her stick with her plan.

5. Manage your commitments:  This would allow her to learn what is important to her, recognizing that she has limits, and therefore, deciding how she would want to spend her time. Letting go of a commitment does not mean giving up. Here are some tips for letting go. She would learn:
· Do not commit to things that are not important to her.

· When she wants or needs to let go of something, imagine she is tying it to a helium balloon, releasing the balloon, and watching it float away. 

· Accept that her life is a "work in progress." she do not have to finish every project or meet every goal in her life by tomorrow or even next week. However, if one of her goals is less important, she can work on it later in her life.
In conclusion, the above answer listed five strategies and explained how Alison could use these to overcome her time management problems. 
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