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	ASSESSMENT 7

1.	Give answers to the following questions :

I.	Discuss the relationship between time management and the effective performance of individuals of an organisation. 

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 this time management is well planned and well maintained, the quality and effectiveness of an individual's performance in an organisation will increase.


II.	How do managers use appropriate skills to resolve the conflicts?

To resolve conflicts, managers use several skills and techniques to overcome it and one of the skill is by communicating and reinforce the organisation's values to be optimistic but brutally honest and to show how emotion but not fear because ignoring problems will not help the company to grow and to learn. It is very important to manage one's time and maintain a calm state of mind.


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

It is the managers's duty to communicate and resolve the problems faced by employees in an organisation to run a business. In today's world it is becoming increasingly important to manage one's time and maintain a calm state of mind. Adding to this is the feeling that never have enough time for anything, be it completing their deadlines,or mean the goals of the company, or personal time to rest and recreate, can no doubt  temper with their inner peace causing them lose their cool in the smallest crisis. In order to work and contribute to the best of the worker's ability, a few measures are taken by the managers which include time management where most employees undergo the training for management of time. Secondly, stress and crisis management which can be handled by changing certain habits of our lives so that it motivates us to work harder.



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

Good diary management simply means the lifestyle and daily chores management of an individual. Managing time and responsibilities well can enhance the performance of a person. Any goals which is important to our success should have a time assigned to it so that there will be no room to procrastination. Taking the first 30 minutes of every day to plan our day will result in more effective time management. Therefore a good diary management is definitely supports effective time management to help an individual attain his goal and succeed in life.

V.	How do you know when you are stressed?
 
Stress is a physical or physiological stimulus that can produce mental tension or physiological reactions that may lead to illness. Being stressed can be know if one feels tired, suffocated and dejected. Stress also causes one to feel ill and less motivated to work.

VI.	Outline the effective measures to control stress.

There are a few effective measures to control stress. Firstly, to manage stress, we need to get a rest. Simply getting a sleep will leave us with a fresh mind and a lot of energy to completely buster the factors causing stress. Secondly, goal setting will help in controlling stress by identifying the root cause of stress and solve it. Other than that, planning and taking actions as well as reflecting and moving forward also a measure taken to control stress. Lastly, to control stress, crisis management is done where a strategy for crisis management is developed beforehand and the mechanisms readied so that if crisis arise, decision makers are prepared to face and overcome it. 


2. "Time management is, in part, a tool for stress reduction." Discuss

Time management is an important aspect in one's life as there are only twenty four hours in a day and it is the same for every living on this earth. There are no extra time given to anyone to meet their goals. So everyone needs to do what it takes to achieve goals with the time they all equally have. It is extremely important to realise that time management from the key principle to goal achievement in all aspects of life. A good time management is a tool for stress reduction as mismanagement of time often leads to poor work output which results in unhappy feeling causing stress. Therefore, it is vital for a person to realise the meaning of taking time off a busy schedule. For an example, as an Immigration Officer working in the airport can really be stressful handling a huge amount of travellers in and out of the country daily. But with a good time management skill, this stress can be easily handled. For an instance, to reduce the stress of handling the passengers for a long hour, each of us will be assigned a partner where we discuss with out partners to divide the breaks hours equally to shorter interval. The an hour break will not be broken down into 15 minutes where we take turns to rest every 15 minutes during the 7 hours working period so that we feel less stressful at work. So this is how a good time management helps in reducing stress.



Case Study

Questions

i.	Identify and list Alison's time management problems.

Alison's time management problems procrastination. She procrastinates to much which lead her to wait until the last minute to even start her assignment. Alison could have went to office to get the notes right away rather than waiting until Monday to get it and start reading the textbook all over again. Other than that, Alison need to give priority to what is important first. For an example, she should have denied when Falon invited Alison out to visit some friends as completing the assignment is much more important. Alison should have put aside some part in the day to tend to her personal needs, but at the same time, she should make sure that the remaining hours should be utilised effectively to focus on her goals. 


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

Alison can overcome her time management problems by following the time management practises. Firstly, she needs to carry a schedule and record all her thoughts, conversations and activities for a week. This will help her understand how much she can get done during the course of a day and where her precious moments are gone. She will eventually see how much time is actually spent producing results and how much time she has wasted on unproductive thoughts, conversations and actions. Secondly, Alison has to take the first 30 minutes of every day to plan her day. Scheduling her time will give best results in time management. Thirdly she can put up a "Do not disturb" sign when she absolutely has to get work done. The fourth strategy is that she should not instantly give her attention unless it's absolutely crucial. Instead she can schedule a time to answer calls or return phone calls or meetings. Lastly, she has to plan to spend atlas 50 percent of her time engaged in thoughts, activities and conversations that produce most of the results in managing time well. 
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