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1.  
I. Time mangemt and the effective performance of an individual in an organization are related because employees are expected to be punctual for work at all times and if not, must have a valid excuse. The employee must be able to manage their time and work load to complete tasks on time. The organization is reliant on employees to perform to their full working potential which will make the entire organization run efficiently. 

II. Managers use appropriate skills to resolve conflicts by :
· Listening to employees and their problems 
· Be quick when thinking of solutions to various situations 
· Point out the faults and then explore options together to resolve them 
· Have employees agree to disagree and move on from the situation 
· Approach each situation with an open mind 

III. The importance of problem solving skills of managers is that there must always be a solid plan of action and capability of handling difficult situations especially at a moment’s notice. If a situation should arise, the manger is responsible to make decisions to settle the situation and provide support to employees. 
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IV. Good diary management supports effective time management by being able to record and plan out time of activities and tasks to be done for the week. It will improve personal and professional life with a sense of order, productivity and efficiency. 

V. Someone knows when they are stressed when: 
· They are not able to focus properly or are confused 
· They become cranky or have mood swings 
· They have constant headaches or migraines 
· They have trouble sleeping 

VI. Effective measures to control stress: 
· Regular exercise 
· Getting a good night’s rest
· Having a nutritional diet
· Engaging in favorite pastimes/relaxing 
· Proper time mangemt for different activities 
· Having a positive attitude/mindset

2. [bookmark: _GoBack]“Time management is, in part, a tool for stress reduction.” It is always wise to have a good sense of time management. Stress can be due to having many things to do and feeling overwhelmed. When managing time, all activities and projects should be scheduled in order of priority or those which need to be completed as soon as possible. This will make the load of the work easier to handle a give a sense of clarity and also reduce stress. 
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Case Study 

i. Alison’s time management problems: 
· She did not prioritize her time for studying
· She failed to manage distractions
· She procrastinated 

ii. Five strategies Alison could use to overcome time management problems: 
1) Carry a schedule – this will enable proper recording of all appointments for each day of the week.
2) Ask for helping – this will help lighten the load.
3) Prepare for work – laying out clothes and preparing food the night before work will save time in the morning and avoid rushing.
4) Stop procrastinating – wasting time will only make the task seem harder to accomplish with more pressure of completing it. 
5) Slowing down – being busy is not always good with juggling different things to do in one day. Priorities need to be made.
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