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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. 
	
I. Planning, priority setting, goal setting, time allocation, scheduling  and organizational time management environment factors. The overall objective that the effectiveness of decision-making processes is at least partially dependent on these aspects of time management. A set of scales measuring aspects of decision-making processes was adapted from existing scales. 
II. We've all seen situations where people with different goals and needs have clashed. Increased understanding. Going through the process of resolving conflict expands people's awareness. Better group cohesion. team members can develop stronger mutual respect, and a renewed faith in their ability to work together. Improved self-knowledge. helping them to understand the things that are most important to them, sharpening their focus, and enhancing their effectiveness.
III. Whatever issue you are faced with, some steps are fundamental:  identify the problem, Define the problem, Examine the options Act on a plan ,Look at the consequences.
IV. Any verbally agreed meetings. Ensure your Executive is kept in the loop when changes are made to the diary, especially any changes or cancellations that take place during that day. Once we  complete control over the diary it is really important that you understand how to maximize your time management your manager’s productivity through your diary management skills. Schedule time for interruptions. Plan time to be pulled away from what you're doing
V.  stress is a physical or psychological stimulus that can produce mental tension or physiological reactions that may lead to illness.  Difficulty sleeping or sleeping too much Loss of appetite or overeating ,Decreased energy ,Loss of interest in things you once enjoyed Feeling generally overwhelmed and hopeless, Difficulty concentrating ,Feelings of guilt 
VI. Take a break from the stressor, exercise, smile and laugh, get social support, meditate, and spend time with friend and family.
[bookmark: _GoBack]2. Time management strategies. Know How You Spend Your Time, Set Priorities; Use a Planning Tool, Get Organized, Schedule Your Time Appropriately, Delegate: Get Help from Others, Stop Procrastinating, Manage External Time Wasters, Avoid Multi-tasking, and Stay Healthy. Successful time management today can result in greater personal happiness; greater accomplishments at home and at work, increased productivity, and a more satisfying future.
Study case 
I. Carry a schedule and record all your thoughts, conversations and activities for a week. Take the first 30 minutes of every day to plan your day. failing to keep a to do list, not setting personal goals, not prioritizing, ineffectively scheduling tasks, multitasking, failing to manage distractions, procrastination.
II. 
1. Set Priorities-identify important and not important works. Focusing on these important activities  allows you to gain greater control over your time
2. Use a Planning Tool- Always record your information on the tool itself.
3. Schedule Your Time appropriately- it is also making a time commitment to the things you want to do.
4. Get Help from Others - You need to select someone with the appropriate skills, experience, interest, and authority needed to accomplish the task.
5. Manage External Time Wasters-
6. Know How You Spend Your Time – Keeping a time log is a helpful way to determine how you are using your time.
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