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                               Question 1 (i)
Time management is important for the effective functioning of any organisation. When it comes on to the relationship of an individual performance and the organisation itself time management is crucial. It is crucial because the efficiency of the firm will depend on how individuals use their time and the other resources of the organisation. Serious issues can arise on the performance of individuals in the organisation because of the nature of their employment, their personality and how their job roles are defined.
                                          Question 1 (ii)
Managers are the leaders in the organisation and they can  resolved conflicts in several ways; It will also depend on the leadership style of a particular manager. Some of the ways that managers can use their appropriate skills to resolve conflicts are as follows.
1. Be a good listener: An employee would want to know that a manager is willing to listen to him. Being a good listener, the manager should listen to all parties involve in a conflict, then he may be able to understand the root cause of the conflict.
2. Having listened to all parties separately  the manager will then call a meeting with all parties involved, where he is likely to gain a better understanding of the conflict at hand.
3. Impartial: The manager should be neural at all times to gain the trust of everyone, and to seek a good outcome.
4. Prompt response: The manager must respond promptly, where he find that some employees are difficult to deal with he may want to refer the matter to the Human Resource Department for them to deal with it  at that level. 
                                  Question 1 (iii)
Problem solving skills are important for managers because
1. They need these skills to be able to identify the issues and the root cause of a problem. Some issues can cause from a particular employee behaviour or some oppressive working policies in the organisation.
2. Managers must be able to think logically and be able to analyse all of the information that is available to them regarding a matter.
3. Managers need skills to enable them to choose the best strategy when making decisions in solving a conflict.
                                  Question 1 (iv)
A good diary management supports effective management in the following ways.
1. It will ensure that all appointments and meeting for managers are properly schedule and waiting time is reduced.
2. It will enhance better performance level
3. Customers will get better support
4. Managers will be able to use their time more efficiently.
                                Question 1 (v)
Some of the signs of stress are as follows:
1. When a person fail to remember things that happened recently
2.  Not able to concentrate on the job or on most things
3. Always believe that everyone is against him
4. Is always anxious even when it is not necessary
5. Not able to make correct decision
6. Is unpredictable because of mood swings.
                Question 1 (vi)
Some  effective measures to control stress include
1. Exercise: Finding some time to exercise will help to relax the body and mind and can change a person’s mood to a positive one.
2. Relaxing: Being relax can help to loosen up the body, it take the form of stretching, taking a herbal bath and adequate sleep.
3. Dieting: Eating regular and eating the right kind of food gives the body enough energy to function on a daily basis.
                                   Question 2
Stress is when a person’s body react to certain pressure in the workplace or else where. If stress continues for a long period it can get worst and lead to depression and other medical issues.
Some times the line manager may put employees under pressure to get certain things done within a specified time, because middle management have him under pressure too. The starting point of the pressure may be coming from customers demanding their orders.
If certain jobs are not prioritised, or there is a proper scheduling of work to be done and then come a great demand this can  produce stress. Good time management can be used as a tool to reduce stress both in the work place and elsewhere. Having a to do list is one way of managing time, and having compiled this list of what needs to be done each day will help with the following
a. Help focus on the outcome
b. Always remember what must be done
c. Save time
d. Know what to prioritised
Updating a to-do-list as soon as a task is done should let a person feel more organised, and being organised can reduce stress.
                                    Case Study
Allison is under stress because of her workload and her bad time management, her time management problems identified so far are as follows:
1. She had too many things to do in a short time. She did not have a to-do-list and was depending on her memory for all her tasks and that did not work out for her in this case.
2. She ran out to time by starting her assignment too late
3. She forget to do the most things that should be done regarding her assignment.
4. She took on too much activities
5. She is easily sidetracked by her friends, as a result she did not managed her time properly.
                          Strategy
The following are five strategies that Allison can use to overcome her time management problems.
1. Avoid unnecessary things: she should stick to deadlines and prioritise what is necessary.
2. Planning: She should plan out her work before hand, and know what needs to be done and how she will accomplish them.
3. Multitasking : This is a skill which Allison could use to more than one task at the same time. It will assist her in using less time to complete several task.
4. Know when to multi task:  If Allison know when to use this skill she can be more efficient, she will need to be able to concentrate well to find this skill useful.
5. Reduce Interruption: Allison will have to try and reduce all possible interruption. She could do this by turning off her phone and only turn it on back if she want to make a call herself.
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