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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.
A- Time management is critical for success and efficiency of an organization. While timemanagement books and courses frequently place their emphasis on business pioneers and partnerships, it is additionally important for educators, job holders, experts, and factory 
. Time management is indeed the most crucial for both individuals and organizations for carrying their business effectively. Overseeing work and home obligations under the same rooftop takes a unique kind of time administration.
Imperative part of time management is effective planning for the future. Once in a while, effective time management includes investing more effort at the beginning keeping in mind the end goal to revamp the organization. In spite of the fact that numerous time management books and teachings contrast in their proposals, most concur that the first venture in productive time management is to sort out the workspace or home. Regardless of the possibility that one’s calendar is all around requested, yet the workplace and documentation is a debacle process resulting in a wastage of energy and time to work for a disorganized workplace.

Effective time management includes keeping a timetable of the undertakings and exercises that have been esteemed essential. Keeping a date3book or day by day organizer is useful to remain focused, however self-discipline is likewise required. The usage of to-do list will be useless unless an employee consistently show concentration towards his or her daily activities.

 II. How do managers use appropriate skills to resolve the conflicts? 
A- It’s important to emphasise that dealing with conflict early is usually easier, because positions are not so entrenched, others are less likely to have started to take sides, and the negative emotions are not so extreme. The best way to address a conflict in its early stages is through negotiation between the participants.
Later on, those in conflict are likely to need the support of mediation, or even arbitration or a court judgement, so it’s much better to resolve things early.
There are five main strategies for dealing with conflicts, all of which can be considered in terms of who wins and who loses.
5 Strategies for Dealing with Conflict
1) Compete or Fight
This is the classic win/lose situation, where the strength and power of one person wins the conflict.
It has its place, but anyone using it needs to be aware that it will create a loser and if that loser has no outlet for expressing their concerns, then it will lead to bad feeling.
2) Collaboration
This is the ideal outcome: a win/win situation.
However, it requires input of time from those involved to work through the difficulties, and find a way to solve the problem that is agreeable to all.
3) Compromise or Negotiation
This is likely to result in a better result than win/lose, but it’s not quite win/win.
Both parties give up something, in favour of an agreed mid-point solution. It takes less time than collaboration, but is likely to result in less commitment to the outcome.
4) Denial or Avoidance
This is where everyone pretends there is no problem.
It’s helpful if those in conflict need time to ‘cool down’ before any discussion or if the conflict is unimportant, but cannot be used if the conflict won’t just die down. It will create a lose/lose situation, since there will still be bad feeling, but no clearing the air through discussion, and results, in Transactional Analysis terms, in ‘I’m not OK, you’re not OK’.
5) Smoothing Over the Problem
On the surface, harmony is maintained, but underneath, there is still conflict.
It’s similar to the situation above, except that one person is probably OK with this smoothing, while the other remains in conflict, creating a win/lose situation again. It can work where preserving a relationship is more important than dealing with the conflict right now, but is not useful if others feel the need to deal with the situation.
These five behaviours can be shown in terms of a balance between concern for self and concern for others:

III. What is the importance of problem solving skills for managers?

A- Having good strong problem solving skills IN A MANAGER can make a huge difference to THE COMPANY. 
Problems are at the center of what many people do at work every day. Whether you're solving a problem for a client (internal or external), supporting those who are solving problems, or discovering new problems to solve, the problems you face can be large or small, simple or complex, and easy or difficult. 
A fundamental part of every manager's role is finding ways to solve them. 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.

 IV. How does the good diary management support effective time management?

A- It's the end of another busy working day and, even though you COMING into the office early and left late, you don't feel as if you've accomplished anything significant.
It's all too easy for this to happen. Faced with endless meetings, frequent interruptions, and urgent last-minute tasks, you can easily be busy all day without making any progress on high-priority projects and goals.
That's why it's so important to know how to schedule your time properly- Below are the steps you can take to do this, thereby making time for the work that really matters, while still leaving time for personal development, family and friends.
The Importance of Scheduling
Scheduling is the art of planning your activities so that you can achieve your goals and priorities in the time you have available. When it's done effectively, it helps you:
· Understand what you can realistically achieve with your time.
· Make sure you have enough time for essential tasks.
· Add contingency time for "the unexpected."
· Avoid taking on more than you can handle.
· Work steadily toward your personal and career goals.
· Have enough time for family and friends, exercise and hobbies.
· Achieve a good work-life balance.
Time is the one resource that we can't buy, but we often waste it or use it ineffectively. Scheduling helps you think about what you want to achieve in a day, week or month, and it keeps you on track to accomplish your goals.

 V. How do you know when you are stressed?

a- Stress can cause changes in those experiencing it. In some cases there are clear signs that people are experiencing stress at work and if these can be identified early, action can be taken before the pressure becomes a problem. This may make it easier to reduce and eliminate the causes.
It is important that everyone looks out for changes in a person's or a group's behaviour. However, in many cases the changes may only be noticeable to the person subject to the stress and so it is also important to look at how you are feeling and try to identify any potential issues you may have as early as possible and take positive action to address them; this may be raising the matter with a line manager, talking to an occupational health professional or your own GP.
Stress can show itself in many different ways - see below. Some of the items in this list may not be signs of stress if people always behave this way. Managers may need to manage staff exhibiting some of these signs differently. You are particularly looking for changes in the way people behave that could be linked with excessive pressures.
· 
· 
· Head and mental health

· Heart, lungs and circulation

· Skin

· Metabolism

· Muscles and joints

· Digestive system and gut

· Reproduction and growth

· Immune system


 VI. Outline the effective measures to control stress. 

A- You may feel there’s nothing you can do about stress. The bills won’t stop coming, there will never be more hours in the day, and your work and family responsibilities will always be demanding. But you have a lot more control than you might think. Stress management is all about taking charge: of your lifestyle, thoughts, emotions, and the way you deal with problems. No matter how stressful your life seems, there are steps you can take to relieve the pressure and regain control.
What you can do
1. Move your body frequently—don't sit for more than an hour
2. Make positive face-to-face connection with other people a priority
3. When you can't change the stressor, learn to avoid, alter, adapt, or accept
4. Reduce your intake of alcohol, nicotine, and caffeine
5. Do something you enjoy every day
6. Get all the restful sleep that you need to feel your best
2. “Time management is, in part, a tool for stress reduction.” Discuss. 

A- The values clarification process does not generally result in such a stark decision-making process as is the case with unexpected pregnancy. More ordinarily, people will find themselves faced with the more pedestrian task of trying to balance numerous work and family responsibilities. This balance can be best accomplished through a values-driven time management process.
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. 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 fail to meet deadlines, or meet them in one sphere of life only by neglecting responsibilities and dependencies in the other. People 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). This misplaced emphasis tends to cause people to neglect their less demanding but perhaps more satisfying relationships in favor of "oiling squeaky wheels" with potentially damaging long term results.
Taking a values-centered and balance-focused approach to time management so as to avoid some of these pitfalls. The same techniques for analyzing, 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.
Creating protected time for both work and family responsibilities
A good way to make sure that work demands do not intrude into people's needs for family and personal time is to set time boundaries around work activities, and to not allow those boundaries to stretch too far. This can be quite a trick to pull off for people in some lines of work, and will be impossible for some to manage. By the same token, knowing that you are in a line of work that will regularly cause you to neglect your personal and family life is information you can use to make values-based decisions about whether or not to stay in that line of work over the long term.
Taking breaks and vacations
A vital way to preserve work/life balance is to make sure to 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 incorporating restorative physical activity into your routine. Try stretching, walking, a relaxation technique such as progressive muscle relaxation, or even a few yoga postures during these break times to get your energy moving again. Prophylactic, preventative use of techniques for defusing stress at such times can help keep stress from accumulating.
On a larger scale, it is important to schedule time away from work for purposes of vacation. While large-scale vacations (several weeks of travel to exotic locations) can be wonderful, many Americans simply do not have enough vacation time from work or the available resources to make them practical. There is also a question 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.
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. Scheduling stressful events to occur during times when you have fewer responsibilities and more attention to give them can lessen their negative impact. For example, repainting the house in the summertime when you have some days off will likely be less stressful than tackling the project in the evenings when you are rushing home from work. 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. For example, if going to the grocery on a Saturday afternoon is stressful because of the crowds and long lines, schedule your week to fit the shopping in on another day.
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 you 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 employer allows it.


(6) 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. 
a- The following keys time management problems for alison

· Clear focus on priorities– there is no focus on goals.
· To do list is a must which shall help her plan her day accordingly.
· Interruption being a key element in Alison failure to complete the assignment 
· Multitasking and doing things which are of low priority.


ii. List five strategies and explain how Alison could use these to overcome her time management problems.


1. Start the day with a clear focus.
The first work-related activity of the day should be to determine what you want to achieve that day and what you absolutely must accomplish. Come clear on this purpose Setting a clear focus for your day might require as little as five minutes, but can save you several hours of wasted time and effort.
2. Have a dynamic task list.
Capture the tasks and activities you must do on a list and update it regularly during the day. Revisit this list frequently and add new items as soon as they appear. Make sure your list gives you a quick overview of everything that’s urgent and important, and remember to include strategic and relationship-building activities as well as important tasks.
3. Focus on high-value activities.
Before you start something new, identify the activity that would have the most positive effect on your daily routine, Resist the temptation to clear smaller, unimportant items first. Start with what is most important.
· To help you assess which activities to focus on first, ask the following:
· What does the most important thing from me right now?
· What will cause the most trouble if it doesn’t get done?
· What is the biggest acheivement I can make right now?
· Which strategic tasks do I need to deal with today to help me be smarter tomorrow?

4. Minimize interruptions.
The more uninterrupted time you get during the day on important tasks, the more effective you’ll be. Identify the activities that tend to disrupt your work, and find a solution. For example, avoid checking social networking and answering the phone when you’re in the middle of something important. Once you have broken your flow, it can be difficult to reestablish it. Instead, discipline yourself to work on a task single-mindedly until it’s complete.
5. Stop procrastinating.
If you have difficulties staying focused or tend to procrastinate, you may benefit from creating an external commitment for (deadline) yourself. For instance, schedule a meeting in two days’ time where you’ll be presenting your work and by which time your actions will have to be completed. It’s also very effective to complete the most unpleasant tasks early in the day, and to allow yourself small rewards once you’ve completed them.
6. Limit multi-tasking.
Many of us multi-task and believe we’re effective when we do so; but evidence suggests that we can’t effectively focus on more than one thing at a time. In order to stop multi-tasking, try these tips: Plan your day in blocks and set specific time aside for meetings, returning calls and for doing detailed planning and analysis work. Whenever you find yourself multi-tasking, stop and sit quietly for a minute.

7. Review your day.
Spend 5-10 minutes reviewing your task list every day before you go to sleep. Give yourself a pat on the back if you achieved what you wanted. If you think your day’s effort fell short, decide what you’ll do differently tomorrow in order to accomplish what you need to. Leave to home in high spirits determined to pick up the thread the next day.
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