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Q.1. 
The relationship between Time Management and the effective performance of individuals in an organisation is important because poor Time Management can lead to stress. Employees can become burnt out and unwell because they have not had enough rest and appropriate goals have not been set by their managers. It is impossible to achieve more than a person is physically and mentally capable of. If an employee is not drinking enough water and rushing about then they can become dehydrated and exhausted.
The Free Management library gives five major causes of Workplace Stress. These are:
1. Poor planning - not knowing what you are trying to achieve.
2. The feeling that there is too much to do. This feeling can occur even if there is hardly anything to do at all.
3. Not enjoying the job that you have. This could, in fact be caused by many other things instead, e.g. not knowing what you really want or not eating well, but most people will blame their job.
4. Conflicting demands on the job – no clearly defined priorities.
5. Insufficient resources to do the job – the employer is not providing adequate training or tools etc.
6. Not feeling appreciated – no form of recognition from their employer.
The Free Management library also states the biggest time wasters in an organisation are Interruptions, employees coasting through the day and poor delegation. All these are solved by effective Time Management. Symptoms of Poor Time Management and Stress are Irritability (fellow workers notice this first), fatigue, difficulty concentrating, forgetfulness where you can't remember what you did all day or what you ate yesterday, loss of sleep, physical disorders e.g. headaches, rashes and cramps etc, at worst, withdrawal and symptoms of depression.
[bookmark: wise]Wise Principles of Good Stress and Time Management are:
1. Learn the signs for being overstressed or having a time management problem. Ask friends about how you are doing. Perhaps they can tell you what they see that you may not be realising.
2. Most people feel that they are stressed and/or have a time management problem very often. Verify that you really have a problem. What is it that leads you to conclude that you have a time or stress problem?
3. Don't have the illusion that doing more will make you happier. 
4. Stress and time management problems have many causes and usually require more than one technique to fix. 
5. One of the major benefits of doing time planning is feeling that you're in control.
6. Focus on results, not on busyness.
7. It's the trying that counts – time management skills cannot be perfected immediately.
8. Find a way to realistically analyse your time. Logging your time for a week in 15-minute intervals does not take up that much time. Complete this for a week and review your results.
9. Write a ‘to do’ list for your day. Set aside two hours right away each day to do the important "A" items and then do the "B" items in the afternoon. 
10.  At the end of your day, spend five minutes cleaning up your desk. This will give you a clean start for the next day.
11. Learn good meeting management skills. Meetings can become a terrible waste of time. 



Q.2. 
Managers can use appropriate skills to resolve conflicts. MindTools.com states that ‘Conflict is an inevitable part of work. We've all seen situations where people with different goals and needs have clashed, and we've all witnessed the often intense personal animosity that can result.’ The fact that conflict exists is not necessarily a bad thing as when it is resolved effectively, this can also eliminate many of the hidden problems that it has brought up to the surface as well.
When conflict arises, it's easy for people to get entrenched in their positions and for tempers to flare and voices to rise. Body language can become defensive or aggressive. MindTools.com initially suggests that this can be avoided by using the Interest-Based Relational (IBR) approach.
Roger Fisher and William Ury developed the IBR approach and published it in their 1981 book ‘Getting to Yes’. They argue that you should resolve conflicts by separating people and their emotions from the problem. Their approach also focuses on building mutual respect and understanding, and it encourages a manager to resolve conflict in a united, cooperative way.
The approach is based on the idea that your role as a manager is not simply to resolve conflict but to ensure that team members feel respected and understood, and that you appreciate their differences. In essence, it helps you to manage conflict in a civil and ‘grown up’ way.
During the process, focus should be on behaving courteously and consensually, and on insisting that others do the same. The priority is to help each side develop an understanding of the other's position, and to encourage both to reach a consensus, even if that means agreeing to disagree.
To use the IBR approach effectively, everyone involved should listen actively and empathetically and have a good understanding of body language. It is emotionally intelligent to understand how to employ anger management techniques:
Make sure that good relationships are a priority. Treat the other person with respect. Do your best to be courteous, and to discuss matters constructively.
Separate people from problems. Recognize that, in many cases, the other person is not ‘being difficult’ and real and valid differences can lie behind conflicting positions. By separating the problem from the person, you can discuss issues without damaging relationships.
Listen carefully to different interests. You'll get a better grasp of why people have adopted their position if you try to understand their point of view.
Listen first, talk second. You should listen to what the other person is saying before defending a position. They might say something that changes your mind.
Set out the ‘facts’. Decide on the observable facts, that may impact your decision together.
Explore options together. Be open to the idea that a third position may exist, and that you might reach it jointly.
You can often prevent contentious discussions from turning bad by following these guidelines, and they can help you avoid the antagonism and dislike that can cause conflict to spiral out of control.
However, the IBR approach may not be appropriate for all situations e.g. you may not be able to resolve differences in such a consensual, collaborative way if your organisation is in a crisis. On these occasions, you may have to ‘pull rank’ as a leader and make quick decisions about disputes and conflicts.
Other models for conflict management are the ‘Conflict Layer Model’ and Bell and Hart’s Eight Causes of Conflict.
The Conflict Layer Model
[image: https://www.mindtools.com/media/Diagrams/Conflict-layer-model.jpg]
 
From "Working With Conflict" by S. Fisher et al. Published by Zed Books, 2000. 
According to psychologists Art Bell and Brett Hart, there are eight common causes of conflict in the workplace. Bell and Hart identified these common causes in separate articles on workplace conflict in 2000 and 2002.
The eight causes are:
1. Conflicting resources.
2. Conflicting styles.
3. Conflicting perceptions.
4. Conflicting goals.
5. Conflicting pressures.
6. Conflicting roles.
7. Different personal values.
8. Unpredictable policies.
You can use this classification to identify possible causes of conflict. Once you've identified these, you can take steps to prevent conflict happening in the first place, or you can tailor your conflict resolution strategy to fit the situation.
A final model for Conflict Management is the Thomas-Kilmann Conflict Mode Instrument: 
[image: image]
The model organizes five conflict management styles based on two dimensions; assertiveness and cooperativeness.
There are the five conflict management styles according to Thomas, K.W., and R.H. Kilmann:
1. Accommodating – This is when you cooperate to a high-degree, and it may be at your own expense, and actually work against your own goals, objectives, and desired outcomes.  This approach is effective when the other party is the expert or has a better solution.  It can also be effective for preserving future relations with the other party.
2. Avoiding –  This is when you simply avoid the issue.  You aren’t helping the other party reach their goals, and you aren’t assertively pursuing your own.  This works when the issue is trivial or when you have no chance of winning. It can also be effective when the issue would be very costly. It’s also very effective when the atmosphere is emotionally charged and you need to create some space. Sometimes issues will resolve themselves, but ‘hope is not a strategy’, and, in general, avoiding is not a good long term strategy.
3. Collaborating – This is where you partner or pair up with the other party to achieve both of your goals.  This is how you break free of the ‘win-lose’ paradigm and seek the ‘win-win’. This can be effective for complex scenarios where you need to find a novel solution. This can also mean re-framing the challenge to create a bigger space and room for everybody’s ideas. The downside is that it requires a high-degree of trust and reaching a consensus can require a lot of time and effort to get everybody on board and to synthesize all the ideas.
4. Competing – This is the ‘win-lose’ approach. You act in a very assertive way to achieve your goals, without seeking to cooperate with the other party, and it may be at the expense of the other party. This approach may be appropriate for emergencies when time is of the essence, or when you need quick, decisive action, and people are aware of and support the approach.
5. Compromising – This is the ‘lose-lose’ scenario where neither party really achieves what they want. This requires a moderate level of assertiveness and cooperation. It may be appropriate for scenarios where you need a temporary solution, or where both sides have equally important goals. The trap is to fall into compromising as an easy way out, when collaborating would produce a better solution.
By knowing your own default patterns you improve your self-awareness.  Once you are aware of your own patterns, you can pay attention to whether they are working for you and you can explore alternative patterns.
By using a scenario-based approach, you can choose more effective conflict management styles and test their effectiveness for you and your situations.


Q.3. 
Good diary management supports effective time management by preventing mismanagement of time. Time is a valuable commodity and it must be managed wisely. Recurring appointments are a simple way of ensuring that a manager meets regularly with key individuals such as direct reports.
Categorising and colour coding can also be used to make a diary easy to understand at a glance. According to practicallyperfectpa.com, research shows that there is a 75% greater chance that a person will complete a task if it is in their calendar. On that statistic alone it is worth including all your deadlines in your calendar and scheduling time to complete important tasks.
The website SmartPA describes seven diary management skills for busy entrepreneurs:
Plan your diary in advance
Last-minute meetings or urgent calls will always crop up, but planning your diary in advance will ensure that everything else is scheduled. Although you’ll need to add events to your calendar on a daily basis, taking a few minutes to plan your diary at the start of each week can help you to visualise what the next seven days will entail.

Following this, you can schedule additional meetings, conferences or calls at times which are appropriate for you.
Take advantage of colour codes
Most professionals rely on electronic or online diary management and this offers many advantages. Easy to update and accessible from anywhere, online calendars ensure that you can always check what’s coming up.

However, it’s important to get the most out of diary management software and there’s bound to be numerous features you’re not using. Colour coding your engagements can be an extremely useful way to organise your diary. 

Highlighting different types of engagements in varying colours means that you can see what events are approaching, just by glancing at your diary. Meetings with potential clients, conferences with in-house colleagues and even important family events can be categorised so that you’re able to recognise them instantly, rather than having to read through your daily list of appointments.
Factor in breaks
Unfortunately, Managers often find it hard to switch off and don’t usually take as many breaks as they should. Over time, this can have a negative effect on their professional life, as well as their health and well-being.

When managing your diary, it’s vital to include regular breaks and time away from the office. In addition to factoring a daily lunch break into your diary, for example, you may need to include specific days off. 

Whilst most people work at least five days per week, busy managers often end up working more than this. When progressing business; working over the weekends, early in the morning, and late into the evening isn’t uncommon. Although the business may require such input from the start, it’s crucial that you schedule regular breaks so that you don’t suffer from the strain of overwork. 
Collate as many details as possible
When adding something to your diary, don’t be tempted to simply note down vague details. Whilst you might have additional information stored in your head, it can be difficult to recall it at a later date.

For example, rather than simply diarising a meeting with specific person, you’ll need to make a note of where the meeting is to be held; the topic (including any preparation that might be required); any other attendees; the nature of the meeting and the contact details of the host. 

Whilst you may have the information elsewhere, adding these details to your diary means that you can access it quickly and easily, should you need to.
Use your time wisely
When you’re arranging events or diarising meetings, it’s vital to be aware of other engagements. For example, if you are arranging two out-of-office meetings you may want to schedule them on the same day, at nearby locations. This can cut down on your travel time and ensure that you aren’t left idle between events.

Similarly, determine whether face-to-face meetings can be changed to phone calls, or even video conferencing. Often this cuts down on the time a discussion takes but still enables the same results.
Back-up your diary
Once all the diary management skills are implemented, a diary becomes very useful.  In fact, most professionals would struggle to operate without a properly managed diary.

It’s vital, therefore, that your calendar is properly backed up, in case there is an electronic or internet issue. Unfortunately, this can happen all too frequently and there is a risk of losing everything that hasn’t been secured.

Having a data recovery plan and keeping your diary backed up via cloud computing, for example, ensures that you can access the document from wherever you are and that you aren’t solely reliant on hardware. If a hard drive or server fails, it could delete crucial data, but if it’s also stored virtually, access to a back-up will be available instantaneously.
Get professional help with diary management
Organising a diary is no easy feat, particularly for a busy manager. Whilst it may be tempting to overlook the management of a calendar when there are so many other tasks to do, this can result in missing important events, being ill-prepared and losing crucial time. 

By accessing professional help with diary management, however, a manager can ensure that their engagements are managed effectively and that their time is put to good use. Often, the additional time gained by having a well-organised diary means that managers are able to spend more time at home or commit to additional professional endeavours.

An experienced PA, for example, will have specific expertise when it comes to diary management. By allowing an accredited professional to manage a diary, a manager will benefit from their experience and their engagements will be more streamlined. As well as building a cohesive diary for them on a regular basis, using a professional PA will enable them to do what they do best which is sourcing business, increasing revenue and, ultimately building a business.
When outsourcing diary management requirements, there are other benefits that a manager can gain. Assistance will be available in other areas. By using a highly trained, virtual PA, for example, you could also access help with email management, call handling, documentation and research. Whilst it may not be viable for a manager to hire staff to complete these tasks, outsourcing administrative needs will allow them to focus on the more crucial aspects of the business. 



Q.4.
A person knows that they are stressed when the following occurs (from the Life Coach Directory):
Psychological Symptoms:
Irritability, poor concentration and decision-making, memory loss, mood swings, chronic worrying, anxiety and low mood, nightmares and persistent bad dreams.
Physical Symptoms:
Cold hands, shakes and trembling, shortness of breath, heart palpitations or a racing heartbeat, niggly aches and pains, tension headaches, lower-back pain, problems with menstruation and indigestion, loss of libido, vulnerability to colds and infections.
Behavioural Symptoms:
Passive or aggressive behaviour, procrastination, increased alcohol or caffeine consumption, craving for sweet, sugary snacks and comfort eating, compulsive/impulsive behaviour, poor time-management, increased absenteeism from work and being accident-prone.   



Q.5.
‘Time Management is, in part, a tool for stress reduction’ because:
According to Activia Training "Lost time is never found again".
Benjamin Franklin's famous quote is a reminder of how finite our time is. We have to manage every second to get the most out of it. Yet, regardless of which part of the world we live in, we find that people struggle with one common problem: stress.
We all suffer from stress brought on by trying to meet deadlines while keeping up with our other responsibilities and yet, we never seem to get things done. Across the world, most of us wear one or more of these hats: a parent, a spouse, or an employee. Struggling to balance these roles takes a toll on most people - technology and you can begin to see why people are constantly stressed. It seems like no sooner they have reached inbox-zero and they suddenly have to put out yet another fire.

These days, people even believe that if they can somehow, ‘go faster’, they will be able to get ahead of any stressful situations. Others try to manage their time more effectively by adding a few extra hours to their workday, at the expense of sleep. However, neither of these results in a good solution, and pushing themselves to their limits will only put them further down the path to burnout.
Many people believe that the importance you give time management in your life dictates the quality of your life. According to the Activia training website, around a quarter of working Brits sleep only five hours each night. This was the result of a 2015 study carried out by researchers at the University of Leeds. Health problems associated with such poor sleeping habits include increased risk of anxiety, depression and heart disease.
We need between 7 to 8 hours of sleep, so by learning to better manage our time, we can easily create better sleep habits and curb our stress levels before we burnout.

Stress is often defined as a state of mental or emotional strain or tension resulting from adverse or demanding circumstances. Our inherent ‘fight or flight’ response is severely constrained in modern society, especially at work, where we can do neither. You cannot shout your boss if (s)he is too demanding and you cannot run away from the office when things get tough. So a response which is natural is suppressed. However, the ‘fight or flight’ feeling sticks in your mind and stays there. This leads to headaches, general indecision and sleep disorders.

We can also define stress in any situation as the body's natural reaction to uncertainty, so the first step to removing stress is to establish where it comes from. We will experience stress when we feel as if things are out of control in our life. When there is too much to do and it's hard to get organised, it's time to stop and assess our situation.

By creating a clear plan for our work and a timeline with important milestones, it will minimise the effects of stress that come with working on projects. There will be ups and downs on the path to completion, but with milestones in place, a manager can check their progress against them. An ability to monitor progress means a manager will stay much calmer during the working day. 

[bookmark: _GoBack]When a manager manages their time properly, they won't stress over getting enough sleep or taking a day or two off a project to unwind. They can complete their work, enjoy their personal life, and still get a full night's rest every night.

[image: How Effective Time Management Can Help You]
Becomes
[image: ]!!!

17

image2.jpeg




image3.png
Competing Collaborating

Compromising

ASSERTIVE =
£

Avoiding Accommodating

H

o COOPERATIVE High




image4.jpeg




image5.png




image1.png
ﬁ
o R




