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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:

Question:

1. Why is it necessary to prioritize your time?

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

3. What are different guidelines for efficient planning?

4. How can you manage your workload easily?

Answer: 

1. Time, as the saying goes, waits for no man. Time is also a wasting asset.it continually slips away, and we have no power to replenish our supply. Being time-sensitive people, we have surrounded ourselves with time-saving devices. Indeed, a substantial portion of human activity is dedicated to finding ways to accomplish the same things in less time. Concern with time and speed is most apparent in the workplace, where it now impinges on the lives of managers, technical professionals, and supervisors to the point of creating a minor industry of time-management seminars, day-planners, PDAs, and scheduling software. Effective time management has many benefits. This includes a reduction in wasted time, mitigation of work overloads, and higher levels of personal productivity. Perhaps more important, time management ensures that the most important tasks get done. Mastering time management will help you balance the many pressures on your time and achieve your goals. That balance will help you avoid burnout and stress and will make you more productive at home and in the office (Harvard Business Essential, 2005).
2. Goals are the starting point of effective time management. They act as compass, pointing the way to the things in which you should be concentrating your time. If you identify your goals, you will know what is most important for you to accomplish on a daily, weekly, and monthly basis. Goals guide time management by helping you assign priorities to the many things that beg to be done. Goal setting is a formal process of defining outcomes worth achieving. When you set goals, you commit to outcomes that you can accomplish personally or through your team, by setting goals and measuring their achievement, you can focus on what is most important, provide a unified direction for your team, devote less energy to noncritical tasks, avoid time wasters, motivate yourself, and boost overall job satisfaction. To be effective guides to action, goals should have these characteristics: SPIRIT. Specific, avoid vagueness in your goals. Vagueness will complicate your time management problems. Prizes, reward yourself at different points in the goal specially if it’s long term. Review, progress should be review periodically. As your work toward your goals, step back periodically and review them. Are they realistic? Are they still timely? Are they still relevant? Inspiring, frame the goal positively. Make it fun to accomplish. Time-Bound, give yourself time frame. Does the goal need to be accomplished by the end of the week of the end of the year?
3. A high productivity is marked by efficient utilization of resources, less wastage and more output in a less amount of time. To achieve a high productivity level, it is critical that the entire activity is planning in a detailed manner with enough enablers as a part of the plan to improve productivity. There is no substitute or alternative to efficient planning. Planning little details helps with seamless execution of the associated activities. To develop appropriate plan, using right planning tool is essential. A useful planning tool encompasses all the necessary elements required to represent the entire plan and its individual parts in details. It should be the enabler that helps not just with the design of the plan but also its implementation. After you’ve identified and prioritized all the tasks for which you are responsible, you need to deal with them systematically. The best approach is to use a specific time. A schedule allows you to visualize time resources and your plan for allocating them. You can see at a glance time blocks in which you are committed or uncommitted. You can also see whether priority tasks are being crowded out by less important ones. As you build schedule, always begin with A-priority tasks. These should have first call on your time. By scheduling these first you will accomplish two important time-management results: You will have time to deal with most important responsibilities, and you will leave much less room for time wasters to creep in. as you set up the schedule, keep in mind that your days undoubtedly have periods of high and low energy. For example, afternoons are periods for low energy for many people, schedule important work or activities that require creativity and energy in the morning, when you are most alert and energetic. Schedule routine tasks - handling email, reading reports, and so forth – during low energy period. A to-do list is one of the simplest and most commonly used scheduling tools. It captures all the tasks you need to complete on a given day in one ere-catching format. 
4. If you want o succeed in the world of work, then nothing will be more important than your ability to manage both yourself and your workload. While there is plenty of advice that will help you in the Internet. The truth is that doing so is largely a matter of character. You need to choose to follow advice, and to do the hard work that staying on top of your workload takes. Your choices will largely determine where you end up in life. They will even influence what luck you find, and how you handle those opportunities. 2,500 years ago, Greek philosopher Heraclitus nailed it in three worlds: Character is destiny. There is a difference between being made responsible for something, and taking responsibility. If you want to succeed, then get in the habit of assuming responsibility and acting as though you can be held to account. When you this, and succeed, there is something that will do more good for your professional reputation. Understand your priorities. There is little value in taking responsibility for the wrong things; for things that don’t matter. So at all levels you need to understand the priorities of your organization, your bosses, and they role you play in your organization. Focus in what’s important. Clearly, taking responsibility is about focusing on what is important, but it is all too easy to be seduced instead by what is urgent. Urgency implies time pressure, while importance is all about consequences. You will see around you plenty of people who fall into this busyness trap. They will  feel as if they deserve recognition for their hard work and aggrieved when don’t receive it. But in truth, by focusing too much on what is urgent, and therefore not enough on what is important, they are delivering relatively little of value to their organization. We must take a look at three lapses of responsibility that can kill your productivity: distraction, displacement, and procrastination. Distraction can happen easily and can waste anything from seconds to hours of your time. The strongest approach is always to remove sources of distraction as much as possible. So, for example, when you are working on a report, close your email software and web browser. Displacement is finding something else to do, which you convince yourself is valuable, as an alternative to doing what most needs to de done. Displacement activities typically take up more time than distraction, and are more satisfying, because you feel productive. But frequently, this is just lower-value busy-work. Finally, procrastination is putting something off. Usually it is wholly purposeless: you put something off for no good reason, with no benefit. The sort of things we put off are usually important but difficult. We don’t want to do them, even though we know how important they are.
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