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QUESTION 1

i. Discuss the relationship between time management and the effective performance of individuals in an organization.
The manager needs to set goals and objectives of an organization, how to make a huge task attainable to break down into smaller pieces. Once achieved, it will bring a sense of achievement to motivate an individual to move on to the next subtask. Therefore, the relationship occurs when the manager provide motivation and identify problems that interfere with performance, by understanding the individuals at different levels of comfort, the employee and the manager should monitor progress against goals, problem solving roadblocks , reassess goals and re-evaluate training and resource needed. Hence, this will contribute to a successful functioning process within the organization.



  
ii. How do managers use appropriate skills to resolve the conflicts?
Managers use conflict resolution by formulating a constructive confrontation method of bringing the individuals in conflict together ideally with a third party whose function is to help build an exploratory and cooperative climate. Constructive confrontation aims to get the parties involved to understand and explore each other’s perceptions and feelings. It is a process of developing mutual understanding to produce a win-win situation. The issues will be confronted but on the basis of a joint analysis, with the help of the third party, on facts relating to the situation and the actual behavior of those involved.
Third parties must monitor the ways in which negative feelings are expressed and encourage the parties to produce new definitions of the problem and its cause or causes and new motives to reach a common solution. Therefore, the following counseling approach should be adopted:
a. Listen actively
b. Observe as well as listen
c. Help people to understand and define the problem by asking pertinent, open-ended questions
d. Recognize feelings and allow them to be expressed
e. Help people to define problems for themselves
f. Encourage people to explore alternative solutions
g. Get people to develop to develop their own implementation plans but provide advice and help if asked.
Effective problem-solving and constructive confrontation both resolve conflicts and open up channels of discussion and cooperative action.
iii. What is the importance of problem solving skills for managers?
·  To minimize the occurrence of problems. 
· To avoid mounting of problems that may result in taking short-cuts to temporarily alleviate the tension points.
· To solve the core of each problem.
· A leader must have the wisdom of approach to problem solving with inner vision, best practices, protocols and standard operation procedures for growing and competing in the market place.


iv. How does the good diary management support effective time management? 
It is a great communication tool and gives all the background details including who, where, when, or what and it also reduce the likelihood of having to reschedule meetings, which we all know only gives the impression of being disorganized.
v. How do you know when you are stressed?
Stress is how the body responds in any kind of demand or threat. When you feel threatened the nervous system responds by releasing a flood of stress hormones, including adrenaline and cortisol, which rouse the body for emergency action. The heart pounds faster, muscles tighten, blood pressure rises, breath quickens and the senses become sharper. These physical changes increase the strength and stamina, speed your reaction time and enhance focus.
vi. Outline the effective measures to control stress.
Stress management is all about taking charge of lifestyle, thoughts, emotions and the way you deal with problems. No matter how stressful life seems, there are steps you can take to relieve the pressure and regain control.
a. Get a rest
[bookmark: _GoBack]You will need a fresh mind and a lot of energy to completely buster the factors causing stress. Besides, a complete rest is scientifically proven as an indispensable process in stress management.
b. Goal setting
When things get complicated, you get stuck in the vicious cycle of stress. Align your vision to the goals of the business to avoid stress, when you waste your time, effort, money and emotions on things that are not supposed to be your problem. 
c. Plan and take action
Decision should be based on plans and values and forever changing circumstances inside and outside the workplace. A comprehensively prepared plan based on the company’s vision is needed to direct our actions towards a professional life matters.
d. 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. 
Question 2. 
 “Time management is, in part, a tool for stress reduction.” Discuss.
The point that one must understand through time management are the steps one can take to practice both short term and long term time management techniques for the purpose of stress reduction. This is important because with good time management skills you are in control of your time and your life, of your stress and energy levels. Time management techniques are intended to reduce the causes of acute and chronic stressors through changes in life practice. Techniques for time management;
· Assess the value of your time and how effectively you are using it.
· Focus on the priorities so that you know which tasks should be done, which ones can be dropped.
· Plan for projects so that they are done properly with adequate resources and time.
Techniques can be helpful in stress reduction, it is through long term time management techniques that stress is ultimately controlled or eliminated. Therefore, practicing the techniques also helps by ensuring that you are in control of where you are going and what you are doing which in turn, makes highly productive, improving enjoyment in your current role, giving you more time to relax and enjoy life. 

Case study
i) Identify and list Alison’s time management problems.
a) Alison did not get organized - which resulted in poor time management.
b) Alison did not schedule her time appropriately- did not make time commitment to the things she was supposed to do or schedule requires that you know yourself.
c) She did not manage external time waster – time impacted by external factors imposed by other people and things.

ii) List five strategies and explain how Alison could use these to overcome her time management problems.
a) Schedule activities for after school work  
Complete your school work as soon as possible. Putting off less important activities until after you complete your school work will allow you stay on track and focus on your “fun” activities without the pressure looming school work.
b) Get organized
Life improves when you decide to do things differently. In this case, the goal is to gain control over time, rather than letting it control you. It is about taking ownership of time, which is the essence of your life. The main objective of time management is for you to discover what time you have available to devote to study, recreation or other activities.
c) Set priorities 
Prioritize your assignment. Managing your time effectively requires a distinction between what is important and what is urgent.
d) Stop Procrastinating
You may be putting off tasks for a variety of reasons. Perhaps the task seems overwhelming or unpleasant. Try breaking down the task into smaller segments that require less time commitment and result in specific, realistic deadlines. If you are having trouble getting started, you may need to complete a preparatory task such as collecting materials or organizing your notes.
e) Use helpful resources
It is wise to rely on the help, expertise and knowledge of others to assist you with the learning process, smart friends, tutors, study groups and even the internet, are useful resources for tackling complex subjects and making the most effective use of your time.
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