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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 process of planning and exercising conscious control over the amount of time spent on specific activities, especially to increase effectiveness, efficiency or productivity.
Generally humans and time have a strong bond. When 12.30pm clicks inn, we know it’s time for lunch, 5.30pm time to go home, 8.30pm time to for last prayer of the day called ISHA, 9pm have dinner and 10pm sleep. Now imagine life without a clock.
The relationship between TIME MANAGEMENT and EFFECTIVE PERFORMANCE of individuals in an organization can be seen in by following this successful businessman’s ( Joe Matthews, Don Debolt, and Deb Pervical) practices: 
1 .Carry a schedule and record all your thoughts, conversations and activities for a week. This will help you understand how much you can get done during the course of a day and where your precious moments are going. You will see how much time is actually spent producing results and how much time is wasted on unproductive thoughts, conversations and actions.
 2. Any activity or conversation that's important to your success should have a time assigned to it. Schedule appointments with yourself and create time blocks for high-priority thoughts, conversations, and actions. Schedule when they will begin and when they will end. Have the discipline to keep these appointments.
3. Plan to spend at least 50 percent of your time engaged in the thoughts, activities and conversations that produce most of your results.
4. Schedule time for interruptions. Plan time to be pulled away from what you're doing. Take, for instance, the concept of having "office hours." Isn't "office hours" another way of saying "planned interruptions?"
5. Take the first 30 minutes of every day to plan your day. Don't start your day until you complete your time plan. The most important time of your day is the time you schedule to schedule time.
6. Take five minutes before every call and task to decide what result you want to attain. This will help you know what success looks like before you start. And it will also slow time down. Take five minutes after each call and activity to determine whether your desired result was achieved. If not, what was missing? How do you put what's missing in your next call or activity?
7. Put up a "Do not disturb" sign when you absolutely have to get work done.
8. Don't instantly give people your attention unless it's absolutely crucial in your business to offer an immediate humanitarian response. Instead, schedule a time to answer emails and return phone calls.
9. Block out other distractions like Facebook and other forms of social media unless you use these tools to generate business.
10. Remember that it's impossible to get everything done. Also remember that the odds are good that 20 percent of your thoughts, conversations and activities produce 80 percent of your results.
II. How do managers use appropriate skills to resolve the conflicts?
Managers need to focus on building mutual respect and understanding; it encourages them to resolve conflicts in a united and cooperative way.
Below are some steps that can help managers to resolve conflicts in a good way:
1.Make sure that good relationships are a priority. Treat the other person with respect. Do your best to be courteous, and to discuss matters constructively.
2.Separate people from problems. Recognize that, in many cases, the other person is not "being difficult" – real and valid differences can lie behind conflicting positions. By separating the problem from the person, you can discuss issues without damaging relationships.
3.Listen carefully to different interests. You'll get a better grasp of why people have adopted their position if you try to understand their point of view.
4.Listen first, talk second. You should listen to what the other person is saying before defending your own position. They might say something that changes your mind.
5.Set out the "facts." Decide on the observable facts that might impact your decision, together.
6.Explore options together. Be open to the idea that a third position may exist, and that you might reach it jointly.
During the above process, manager’s focus should be on behaving courteously and consensually, and on insisting that others do the same. Manager’s priority is to help each side develop an understanding of the other's position, and to encourage both to reach a consensus – even if that means agreeing to disagree.
III. What is the importance of problem solving skills for managers?
A fundamental part of every manager's role is finding ways to solve problems. So, 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 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.
Below are some importance’s of problem solving for managers,
-	It keeps good relationships within your team
-	It helps the team understand that problems are common, and they need to be solved with respectful discussion and negotiation, rather than aggression.
-	It helps the team to work happily, effectively and without resentment.
-	Because the managers is a good problem solver, the staff work smoothly hence the organization functions effectively.
-	By listening to each staff involved carefully, makes them feel respected within the organization. But the manager will always take a calm and appropriate decision for the betterment of the organization.  
IV. How does the good diary management support effective time management?
A good diary always helps effective time management in varies ways. If you are person who is well organized then you will have the entire plan noted down for a week, this will help you save time as your entire week is scheduled in your diary. This could include all work to be done for clients, all marketing calls to be made, all admin matters needing to be done and all personal matters to attend to, including family and friends. You may also wish to color code each of these four activities. Any meetings you are having with full attendant details should also be included.
By the use diary you can contact your clients, most likely prospective targets (those that you may be close to closing a deal with), so that as early as possible in the week all these matters are moving ahead as soon as possible, and that they have the full week to be furthered as much as possible.
When you have a good diary management, it saves time while referring to any previous discussion, conclusions, decisions etc. because diaries work on dates, you just have to pull the date, open the page and everything in front of you is as clear as black and white.
V. How do you know when you are stressed?
Below are few signs/examples to show symptoms of stress,
	You’re perpetually sick and just can’t seem to get over it.
	You’re having trouble concentrating.
	You have a constant headache that just won’t go away.
	Your back or neck is always aching.
	You having trouble sleeping well. In the long run, if you fail to control your mind from too much thinking, you can barely get sleep. It is your body that will eventually surrender. It may lead you to physical illness that will cause you low performance. Remember, you are not born to die of stress.
	Your hair is starting to fall out.
	You’re getting UTIs. (urinary tract infection)
	Your sex life is suffering.
No matter how brilliant you are, when you are already stressed out and tired, your mind will not be able to work properly. Worse, you can make hasty decisions, which you will surely regret for the rest of your life. Do not be too hard on yourself. You are not unbeatable.
When things get complicated, you get stuck in the vicious cycle of stress. But if you come to think of it objectively, you will realize that the underlying causes of your stress are things that are not really important. You waste your time, effort, money, and emotions on things that are not supposed to be your problem. Until you are able to identify the root cause of your stress, all your efforts will just be trial and error solutions.
VI. Outline the effective measures to control stress.
 Get a Rest
No matter how brilliant you are, when you are already stressed out and tired, your mind will not be able to work properly. Worse, you can make hasty decisions, which you will surely regret for the rest of your life. Do not be too hard on yourself. You are not unbeatable.
 Goal Setting
It is a well-settled rule that stress management is the answer to stress. But before starting with stress management, there is a need to set out your priorities first.
No matter how many 'how to deal with stress manuals' you read, they will not make sense if you do not clearly know how you can align your vision to the goals of the business. That is true because more often than not, it is us who create our own stress. When things get complicated, you get stuck in the vicious cycle of stress.
But if you come to think of it objectively, you will realize that the underlying causes of your stress are things that are not really important. You waste your time, effort, money, and emotions on things that are not supposed to be your problem. Until you are able to identify the root cause of your stress, all your efforts will just be trial and error solutions.
 Plan and Take Action
A verse in the “What Will Matter” poem by Michael Josephson says that “Living a life that matters doesn’t happen by accident. It’s not a matter of circumstance but of choice.” In business, bad things happen due to hasty decisions and inactions.
Therefore, decisions should be based on plans and values and on the forever changing circumstances inside and outside the workplace. Using that verse to answer our problem on how to deal with stress, the poet would like to say that we are the narrators of our own story and our choices make up our life.
With that, if we can just make the right choices, we can deal with stress and other problems effortlessly. However, choices should not be random for the purpose of having Band-Aid solutions.
A comprehensively prepared plan based on the company’s vision is needed to direct our actions towards a professional life that matters.
 Reflect and Move Forward
Once the stress has been dealt with successfully, expect more of it to come. But next time, you should be able to do things better. In order to do that, a reflection is needed to analyze 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 without compromising its feasibility.
2. “Time management is, in part, a tool for stress reduction.” Discuss. (6)
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.
When one manages time efficiently, it benefits him in ways that are stress free, because he manages time well that also means he is well organized. During the entire day everything falls in its place at the right time, there’s very little scope or no scope at all for stressing due to some unfinished task, towards the end of the day he can put aside sometime for personal needs like family, gym, 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.


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.
-	Planning was lacking
-	Hasty and poor decisions were made
-	Diary management wasn’t used at all, if it needed she wouldn’t forget her notes on Friday before leaving the office.
-	Her sleep routine didn’t favor her project
-	She gave instant importance to her friend over her assignment
-	She didn’t reflect to her Friday mistake and continued with same on Saturday, Sunday and partly on Monday.
-	She didn’t TIME herself well, if she did, she would be able to cater to all her other priorities like going to church, training and performing in the match and also visiting her uncle and aunty. 
ii. List five strategies and explain how Alison could use these to overcome her time management problems.
- Alison first problem was she didn’t plan her project well right from the beginning. If she used diary management, she would have noted that she needs to carry her notes for assignments which is due on Wednesday. 
- While she decided not to give up by reading the text book that showed some positive side,as soon as Falon rang, Alison decided to go out and visit the friends. The problem seen; she gave up on the project and decided to go out with Falon, only if she said NO to falcon, she could have got a lot covered on Friday night itself. 
- The study was postponed to Saturday then, only if Alison planned her day well, she would be able to study as well as play softball. Lack of time management resulted to some problems, 1st Alison should have woken up early in order to get some assignment done. She could have also gone to a nearby library to find more textbooks which would help her in the project. By the time its 11.00am she ready for her training and match. When it came to celebrating after, Alison should have participated but for a very short while, as she had her assignment as priority. 
- Going to Church was absolutely fine, because prayers give us the inner peace. That afternoon visit to uncle and aunt could be necessary, but it wasn’t supposed to stretch till dinner. Time is very important; she could have visited them for a short while and continued with her assignment that afternoon. 
- Only if she contacted the Tutor earlier on Saturday then there was a possibility of Alison getting a call back, but Sunday night was not a good time to call the tutor. Also if she made some effort on getting her notes on Saturday then she wouldn’t be as stressed as she was on Sunday night. 
- Because she was stressed out, Alison probably slept late on Sunday and woke up late Monday morning, Alison should have at least tried to get a good sleep so that she is fresh and ready to multi task on Monday, she would even enjoy her healthy breakfast before leaving for work, wouldn’t miss the bus and probably wouldn’t be scolded or warned by her BOSS. They say ‘’ Early to bed and early to rise, keeps the men healthy and wise’’ 
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