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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. 
	Please insert your completed assignment ( in word format)  here:

1. Relationship between time management and the effective performance of individuals in an organization.

1. Time is the most precious resource in business and society, unlike alternative resources, like labour and capital. However, few organizations really know how their time is important resource. Time management makes jobs easier, it helps employees perform and attain their necessary task. Also to record and guild the organizations toward achieving its goals. Organizations whereby individuals demonstrate effective performance in the workplace help produce high quality results from the actions of employees and managers. Time management is using your time to accomplish given tasks in an efficient and effective way using tools, skills and techniques to maximize your productivity and to improve organization performance through effective time management. There is a positive relationship between time management and effective performance.

1. How managers use appropriate skills to resolve conflicts.
Conflicts resolution requires specific leadership skills in the work place. The following steps below are appropriate skills used by managers to resolve conflicts:

1. Listen, And then Speak Out: Believe it or not, just listening to an employee’s issue is the first and most important step in resolving conflict. You should simply listen to all parties involved to completely understand the nature of conflict, and then start troubleshooting solutions.
1. Gather the group: As a leader, you’ll need to arrange a meeting with all involved parties to discuss the issue. Give everyone a chance to speak; this is a good opportunity to hear all sides and gain a full understanding of the conflict. Having a group meeting may also expedite a resolution that will satisfy everyone.
1. Be Impartial: Don’t take side, as a manager, you shouldn’t display any sort of opinion that favors one person over another. If you are partial towards one person, try to access the situation from all sides to come up with a fair and reasonable solution.
1. Do Not Postpone Conflict Resolution: Address the conflict immediately. Otherwise, the situation could escalate and could affect employee performance. Just make sure not to address the situation too quickly or without careful consideration, as your decision will directly affect the demeanor and performance of your staff. 
1. Promote Teamwork: Encouragement and motivation are powerful. Remind your staff of successful projects that required teamwork to complete. This is one of the most effective conflict resolution techniques and will really make the employees think about the importance of working together.
1. Broadcast Praise: As stated above, the power of encouragement and motivation can be multiplied when it is spread to recognize those who are modeling the teamwork and cooperation that is desired within any conflict. Try to give suitable models in these instances because behavior modeling can be risky if there are elements in the model that are undesirable.

1.  Important Problem Solving Skills for Managers.

Problem-solving skills are important in every organization, Business managers and office managers may find that nearly every aspect of their daily routine centers around some type of problem-solving. When you are in a management position, one of the most important things you do is simply handling the day to day issues that arise for your employees.
Improving your problem-solving skills will give you a distinct edge both in a management job and in other positions within your company. To make sure the problem is successfully resolved; managers can simply handle their problem solving skills by:
1. Practicing brainstorming activities such as mind mapping
1. Approaching everyday issues with a "what if" mentality, regularly testing new approaches
1. Keeping an idea journal where you jot down all your ideas, no matter how out-of-the-box
1. Working through logic puzzles and games like Sudoku
1. Following industry publications covering the latest software and strategies for common  issues

1. Good diary management support effective time management

Time is money, as an entrepreneur, from the moment you step out of bed; how you spend your time will dictate how much money you make. It takes excellent organizational skills, but also creativity and understanding.
Whether you are running your own time management, a good diary is an assistant to help and support you. This guide below will take you through everything you need to consider to ensure you are getting the most out of every day:

Organization:
The first thing to ascertain is how you work best. Are you more creative in the morning or the afternoon? Good diary may help you decide what time you need to pencil out of your busy diary to work on more creative tasks such as blog writing and planning. You can then be very specific about when you book meetings, ensuring your time is used effectively, as well as efficiently.
Good diary management can support the all day appointment function to remind you about important events, like meetings, anniversaries, holidays, birthdays, conferences and other important activities that need to be taken into consideration. For Outlook diary management software this technique works well.
Make use of the original organization features to help you run an effective time management diary such as categories and colour coding to help you file things neatly.
The aim is that you can see what you are doing any given day at a glance, and select different colour or category for all the types of events that commonly occur, like client meetings, meetings with colleagues, dentist appointments and time to write, read and respond to emails.
For clients and associates who you have a long-term relationship with, consider booking recurring meetings. Diary management works particularly well with direct reports and colleagues that you will want regular contact with. Manage these closely however.   If you find that you are regularly cancelling or rescheduling then you have to consider whether a recurring appointment is really the best use of your time.
You will often find that you have to book unsure appointments with busy clients. It is absolutely fine to pencil out space in your diary for these important meetings.

1. How to know when you are stressed

It’s important to be aware of the common warning signs and symptoms of stress overload. Below shows the symptoms for stress:

Cognitive symptoms:
1. Memory problems
1. Inability to concentrate
1. Poor judgment
1. Seeing only the negative
1. Anxious or racing thoughts
1. Constant worrying
	Emotional symptoms:
1. Depression or general unhappiness
1. Anxiety and agitation
1. Moodiness, irritability, or anger
1. Feeling overwhelmed
1. Loneliness and isolation
1. Other mental or emotional health problems
	Physical symptoms:
1. rashes, cramp, and headaches 
1. Diarrhea or constipation
1. Nausea, dizziness
1. Chest pain, rapid heart rate
1. Loss of sex drive
1. Frequent colds or flu
1. At worst. withdrawal and depression
	Behavioral symptoms:
1. Eating more or less
1. Sleeping too much or too little
1. Withdrawing from others
1. Procrastinating or neglecting responsibilities
1. Using alcohol, cigarettes, or drugs to relax
1. Nervous habits (e.g. nail biting, pacing)

1. Effective measures to control stress
1. Set aside leisure time
1. Prioritize tasks
1. Break projects into small steps
1. Make time for hobbies
1. Eat  food (nutritional food) at the right time, eating more fruits and vegetables, and reducing the intake sugar
1. Exercise regularly 
1. getting good night sleep
1. follow a regular and practical diet
1. Spend the time in between with family or friends or doing activities that induce a smile.
1. Do not think negatively or doubt your progress. In case of criticism take it with a pinch of salt and work harder to improve.
1. Manage time and responsibilities well. In case of any failures own up to it truthfully instead of blaming people and circumstances.

1. Time management Part, And a Tool to Reduce Stress 

1. Get a Rest: No matter how brilliant you are, when you are stressed out and tired, your mind will not be able to work properly. Worse, you can make hasty decisions, which you will surely regret for the rest of your life. Do not be too hard on yourself. You are not unbeatable. Simply get a sleep. You will need a fresh mind and a lot of energy to completely buster the factors causing you to stress. Bedsides, a complete rest is scientifically proven as an indispensable process in stress management. In the long run, if you fail to control your mind from too much thinking, you can barely get sleep. It is your body that will eventually surrender. it may lead you to physical illness that will cause you low performance. Remember, you are not born to die of stress.

1. Goal Setting: It is a well-settled rule that stress management is the answer to stress. But before starting with stress management, there is need to set out your priorities first. No matter how many ’how to deal with stress manuals’ you read, they will not make sense if you do not clearly know how you can align your vision to the goals of the business. That is true because more often than not, it is us who create our own stress. When things get complicated, you get stuck in the vicious cycle of stress. But if you come to think of it objectively, you will realize that the underlying causes of your stress are things that are not really important. You waste your time, effort, money, and emotions on things that are not supposed to be your problem. Until you are able to identify the root cause of your stress, all your efforts will just be trial and error solutions.

1. Plan and Take Action: A verse in the ‘’ What Will Matter’’ poem by Michael Josephson says that ‘’Living a life that matters  doesn’t happen due to hasty decisions and inactions Therefore, decisions should be based on plans and values on the forever changing circumstances inside and outside the workplace. Using that verse to answer our problem on how to deal with stress, the poet would like to say that we are the narrators of our own story and our choices make up our life. With that, if we can just make the right choices, we can deal with stress and other problems effortlessly. However, choices should not be random for the purpose of having Band-Aid solutions. A comprehensively prepared plan based on the company’s vision is needed to direct our actions towards a professional life that matters.

1. Reflect and Move Forward: Once a 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. Reflect about the things that should be stopped and continued. Also, start making a crises management plan as a means of preparation for the upcoming challenges. However, make the plan as flexible it can be without compromising its feasibility.

1. Meditate: A few minutes of practice per day can help ease anxiety “Research suggests that daily meditation may alter the brain’s neural pathways, making you more resilient to stress,” says psychologist Robbie Maller Hartman, PhD, a Chicago health and wellness coach its simple. Sit up straight with both feet on the floor. Close your eyes. Focus your attention on reciting out loud or silently a positive mantra such as “I feel at peace” or “I love myself.” Place one hand on your belly to sync the mantra with your breaths. Let any distracting thoughts float by like clouds.

1. Breathe Deeply: Take a 5-minute break and focus on your breathing. Sit up straight, eyes closed, with a hand on your belly. Slowly inhale through your nose, feeling the breath start in your abdomen and work its way to the top of your head. Reverse the process as you exhale through your mouth “Deep breathing counters the effects of stress by slowing the heart rate and lowering blood pressure psychologist Judith Tutin, PhD, says. She's a certified life coach in Rome, GA.

1. Be Present: Slow down. ‘’Take 5 minutes and focus on only one behavior with awareness,” Tutin says. Notice how the air feels on your face when you’re walking and how your feet “feel hitting the ground. Enjoy the texture and taste of each bite of food. When you spend time in the moment and focus on your senses, you should feel less tense.

1. Reach Out: Your social network is one of your best tools for handling stress. Talk to others -- preferably face to face, or at least on the phone. Share what's going on. You can get a fresh perspective while keeping your connection strong.

1. Tune In to Your Body: Mentally scan your body to get a sense of how stress affects it each day. Lie on your back, or sit with your feet on the floor. Start at your toes and work your way up to your scalp, noticing how your body feels.“Simply be aware of places you feel tight or loose without trying to change anything,” Tutin says. For 1 to 2 minutes, imagine each deep breath flowing to that body part. Repeat this process as you move your focus up your body, paying close attention to sensations you feel in each body part.

1. Decompress: Place a warm heat wrap around your neck and shoulders for 10 minutes. Close your eyes and relax your face, neck, upper chest, and back muscles. Remove the wrap, and use a tennis ball or foam roller to massage away tension.“Place the ball between your back and the wall. Lean into the ball, and hold gentle pressure for up to 15 seconds. Then move the ball to another spot, and apply pressure,” says Cathy Benninger, a nurse practitioner and assistant professor at The Ohio State University Wexner Medical Center in Columbus.

1.  Laugh Out Loud: A good belly laugh doesn’t just lighten the load mentally. It lowers cortisol, your body’s stress hormone, and boosts brain chemicals called endorphins, which help your mood. Lighten up by tuning in to your favorite sitcom or video, reading the comics, or chatting with someone who makes you smile.

1. Crank Up the Tunes: Research shows that listening to soothing music can lower blood pressure, heart rate, and anxiety. “Create a playlist of songs or nature sounds (the ocean, a bubbling brook, birds chirping), and allow your mind to focus on the different melodies, instruments, or singers in the piece,” Benninger says. You also can blow off steam by rocking out to more upbeat tunes or singing at the top of your lungs.

1. Get Moving: You don’t have to run in order to get a runner’s high. All forms of exercise, including yoga and walking, can ease depression and anxiety by helping the brain release feel-good chemicals and by giving your body a chance to practice dealing with stress. You can go for a quick walk around the block, take the stairs up and down a few flights, or do some stretching exercises like head rolls and shoulder shrugs.

1. Be Grateful: Keep a gratitude journal or several (one by your bed, one in your purse, and one at work) to help you remember all the things that are good in your life. “Being grateful for your blessings cancels out negative thoughts and worries,” says Joni Emmerling, a wellness coach in Greenville, NC.Use these journals to savor good experiences like a child’s smile, a sunshine-filled day, and good health. Don’t forget to celebrate accomplishments like mastering a new task at work or a new hobby. When you start feeling stressed, spend a few minutes looking through your notes to remind yourself what really matters.

	Case Study
	Questions

1. Identifying Alison’s Time Management Problems

· Being Busy: Alison was stressed and narrowly met deadlines; she was not focused on high priority tasks.
· Taking on Too Much: Alison find it hard saying ‘’NO’’ to her friends commitments, she was overcommitted and stress out to get everything done. She was trying to multitask by focusing on more than one task at a time and results in doing both tasks poorly.
· Failing to Manage Distractions: Phone calls from her friends distracted the steady flow of her work
· Failing to Plan: Planning is essential to correct time management, Alison didn’t decide what’s worth spending time on.
· Failing to Analyze: Alison didn’t evaluate the alternative plans to accomplish the objective

1. Strategies  to Overcome Problems 

1. Prioritizing : Keep a To-Do List, by prioritizing the task on your list, and organizing effective schedules and plans by dividing big job into smaller ones
1. Personal Goals setting: is essential to managing your time well, because goals give you a destination and vision to work toward. When you know where you want to go, you can manage your priorities, time, and resources to get there. Goals also help you decide what's worth spending your time on, and what just a distraction is.
1. Minimize distraction and manage interruptions: if friends ask you to join them last minute, deadline outright, just reply them if you could get together later in the week. Learn to say ‘’No’’ to time wasters
1. Recognize That You're Procrastinating: Avoid the temptation to socialize when you’ve scheduled work. Socializing is important when you don’t have things to worry about or work on.
1. Get help: If you are stressed out try to see outside help from colleague at work or rather consider hiring someone to manage the tasks that seem to get in the way
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