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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. 
	1) Why is it important to prioritize your time?

Prioritizing our time will help us to identify the most important things to us and find the right life balance regardless whether this is work or personal related. 

My understanding of prioritizing time is that we should be planning our time accordingly to the situation for instance, should I cut the grass today or should I visit my grandad in hospital? Obviously for me the hospital visit would be the priority as I can cut the grass even in a week and it would not have much (if any) impact on me or my future existence, but I don’t really know how much time my grandad has left therefore I may not have the opportunity to see him again the following day. At work, when we do multiple tasks simultaneously we may not always be able to complete them all at the same time therefore we should be picking the one which is the most important at the time and complete the rest once we got the other one is done.

Because we can`t simply take the lost time back, all of us should prioritize time wisely.
We need to understand whether certain tasks are as important as other tasks.












2) What do you mean by setting your goals with SPIRIT? Explain in detail.

Setting goals in spirit means, setting goals accordingly to our own objectives. It is about know where we are and where we want to be in few years. It is about setting ourselves targets and follow the plan to achieve them.

Goals set in Spirit should be SPECIFIC, which means measurable for example saying that I want to be rich is just ambiguous but saying that I want to earn £1.000.000 in 5 years is specific. As we move along we should PRIZE ourselves, for instance if your goal is to set a cleaning company, you should buy yourself a cleaning machine once you got a van which is ready to use. The goals should be INDIVIDUAL which means, related specifically to ourselves otherwise we won`t work towards it. It is important that during the process we don’t forget to REVIEW our progress. We should step back, look from perspective and reflect on it to see if whatever we do make sense. We should positively be/feel INSPIRED which in my opinion means the way we see our goals – Imagine how it is to have a successful business and how will it benefit us. Of course, we should not forget about TIME-BOUNDS. It is important to set ourselves a deadline for achieving the goal as we don’t want our project to drag forever.

































3) What are different guidelines for efficient planning?

Efficient Planning means that everything has its own space and whatever we need at the time is easily accessible 

As an example, at work place we should clean our paperwork reguralary rather than once a year as it will allow to get the quicker access to the information we may need.
It is important to work only on two horizons which means that we should focus on short and long term plans. It will gives us understanding of what needs to be done in short term but will reflect on us and our future long term, for instance to invest in pension as once we retired those money we saved will allow us to live our life comfortably for the rest of our days. To better plan our day to day tasks we can use calendars which will include the most important events throughout the day. Because some days may be busier than other days we could use Daily Tasks List which contains the most important tasks to complete during the day sorted in “the most important” first order.




































4) How can you manage your workload easily?

· DO IT NOW – if we come across any tasks which could be completed in 30 minutes we should jump on it straight away, anything above 30 minutes should be added to our daily tasks list. As an example, my manager asked me to send him and email with previous week invoice attached as he needed this for a meeting with the client – simple task and it will take only couple of minutes. But if I was asked for the same invoice to be produced first and then forwarded to him I would add this to my daily plan and completed the work once my other, more important tasks are completed.
· DUMP – In simple words, it means that we should not be storing any data, files which have not been in use for long period of time. A lot of people are scared of throwing the away in case they may need them again, but do we really need something which has not been used for a year or longer?
· SORT AND GROUP – means that everything we do should be organized, have its own place. At my work place it means – Return to work forms in one place, holiday forms in other place, documents to be filed in one tray and the ones which still requires my attention in different tray it could even be something like individual employees files arranged in alphabetical order so each time you need to pull one out it is easy to access/find.
· SET UP THE SYSTEM – in my words means that we should create a best way to complete our daily tasks. We should always follow our Daily tasks list.
DELEGATE – why not delegate tasks to other co-workers, it is important to utilize our employees, very often with higher qualification or knowledge of the subject, it will not just free our time but in many cases it will result in better outcome.
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