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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 necessary to prioritise your time?      (10)
Prioritizing time will allow for more efficient and effective output. It will allow work to be completed in a more organized manner and hence will allow for a better outcome overall.

Before you can develop plans which will show inter-dependencies and hence allow for effective prioritization, you have to know what you want to accomplish (your goals or targets). Once you have your goal or target set, you can break the work required to achieve the goal down into phases with sub-tasks. These sub-tasks can then me planned in an effective manner to allow goal achievement.

Once you have the tasks, you will be able to understand what resources, time, money, and materials you require to achieve this, and in which order. This will allow you to prioritise the workload appropriately. For example, if you were building a house there would be no point hiring a builder to start on day 1 if you don’t have the deliverables from the architect with regards to what is being built.

When working in a changing environment your time may be prioritized based on the most significant or longest duration requirement to achieve the overall goal, and this may change throughout the project. For example, if your role was a project manager delivering submarine maintenance periods the overall goal is to return the submarine to sea. There could be high grade work packages that will stop the submarine from going to sea, and “nice to have” work packages. If the planning or implementation work associated with the “nice to have” work packages was prioritized over the “sea stoppers” then ultimately the submarine would be delayed from returning to sea and the overall goal and objective would not be achieved.

When working through a project where there are numerous interdependencies, if time is not prioritized in accordance with a cohesive plan then work that is stopping over tasks starting may be completed late, and hence there would be an overall delay to the final outcome.

Likewise, it is important to include planning at the start of a project to ensure the goal will be achieved in the most efficient manner. Although this may add time onto the start of the project, it will reduce the overall duration and hence this prioritization is often deemed essential.

2. What do you mean by setting your goals with SPIRIT? Explain in detail.        (8) 
SPIRIT is a method for setting goals. The way that we word goals is one of the biggest factors in assisting us to achieve them. SPIRIT stands for Specific, Prizes, Indiviual, Review, Inspiring and Time-Bound. This will be discussed below.

Specific; The first thing to consider with your goal is to ensure it is specific. it needs to be tangible and measurable rather than “wishy washy”. Stating you want a nice car for example is very ambiguous, stating you would like a 3 series BMW that is less than 5 years old is specific enough to allow you to focus on the goal. Likewise, if you were building a house stating “I want a house built” would not be specific enough, but stating “I want a 3 bed house, with 2 x bathrooms, 1 x living room, 1 x kitchen, over 2 floors that will be built within 12 months” is specific enough to measure against.

Prizes; reward yourself with prizes along the way, especially if it is a long-term goal. This will keep encouraging you to work towards the end goal. If, for example, your goal is to loose 6 kg, then at 3kg buy yourself a new dress or t-shirt to celebrate the half way mark. If you are building a new estate of houses, then celebrate once the first house is built, and when the first house is sold. This will help keep yourself and your team motivated.

Individual; it is important that the goal is something that you want. If your spouse wants you to get a promotion but you quite like your current job then you will be less likely to work towards the goal as you are not committed to it. Ensure the goal is individual, something you want to achieve, and something that you are willing to work towards.

Review; Ensure you are reviewing your progress, and adjusting the plan and goal as appropriate as you work towards it This will ensure it remains achievable, and will ensure your motivation is maintained.

Inspiring; when wording and framing your goal you need to make sure it is positive and will motivate you to complete it.

Time-Bound; Give yourself a deadline for achieving the goal, and if possible deadline for milestone goals along the way. This deadline should be achievable and realistic.

3. What are different guidelines for efficient planning?     (7) 

There are numerous guidelines that can be followed for efficient planning. These guidelines include the following:

· Personal organisation; putting items where they belong will allow less time spent looking for items (e.g. filing paperwork correctly, or putting car keys where they belong)

· Workspace and Personal space; organize your space to ensure efficiency. Throw out or take home items that are not adding value (if it hasn’t been used in a year or a full business cycle then it’s not adding value)

· Long or Short Term; work in two timeframes or short and long term, ensuring you understand the links between the short term goals to help achieve the long term goals

· Master Calendar; have a master calendar where everything is noted, this will help you keep on top of everything.

· To Do list; as cliché as it may sound, a to do list is a good way of helping focus your attention when it gets busy and hectic

· Planning contact; planning meetings with colleagues and staff will ensure efficient use of time and that you are coming to meetings prepared with the relevant information

· Prior Planning; Nearly all experts advise that all activities should have prior planning if you want them to be executed in an effective and efficient manner

· Planning checklist; for every plan made you need to check if the what, where, when, who, how is covered. This can be used as a planning checklist

· Use scheduling tools to put plans into action; this includes planners, monthly project lists, daily to-do lists, and full project plans.

4. How can you manage your work load easily?       (5)
Workload Analysis will enable you to manage your work load more easily and efficient. The following questions form the basis of a work load analysis:

1. What activities do you need to do each day, and how long does each one take?
2. What activities do you need to do each week, and how long does each one take?
3. What activities do you need to do each month, and how long does each one take?
4. What activities do you need to do each year, and how long does each one take?

By answering the above questions you will realize there are more things to complete than there is time for in a day, week, month or year. Most people will be optimistic with the time they allocate for activities, and it will not always be realistic and hence unachievable.

Once you have a list of activities that you need to do, you will be able to start to start prioritize them. When completing this analysis in a work setting, usually people will realize that once they have tallied everything up there is only a spare 5 minutes left to do their primary job role.

Some simple advise to give to employees to ensure they are managing their work load easily is as follows:
· Do not multi-task; multi-tasking can often be counter productive as you are not giving one task your full attention through to completion (or as far as appropriate) but rather moving onto the next task which can be time consuming

· Prioritize the work; encourage your team to spend the time prioritizing work each day / week / month. Some items need to be completed first and if they aren’t could cause a significant impact (e.g. delay to next work package or contractual obligations not being followed).

· Flexibility and Adaptability; Allow employees to work in ways that they believe are the most efficient. If a higher priority tasking comes in, you need to be able to prioritize this by being flexible, and adapt to the new workload.

· Electronic planning; this can be beneficial to allow sharing of information between your team (e.g. allowing shared calendar access) and also for sending information for people to review prior to meetings

· Reasonable; ensure timescales and deadlines are reasonable and realistic, without this work will not be completed and mental wellbeing may be effected, which in turn will have a negative effect.
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