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1. The relationship between time management and the effective performance of individuals in an organization can be viewed as a well-balanced tool.
They are all interlinked in their own unique manor but collectively provide a recipe for success.
Effective performance is found within all of us; in any given role; either at work or at play, a smart individual would benefit highly playing to key strengths which in turn equates to an effective performance.
For example:- if someone is wanting a favour from a friend perhaps, maybe some babysitting or watering the plants in their absence, they would charm the friend, possibly throwing some endearing comments their way, expressing how well they looked recently – putting the friend at ease and relaxed then when the favour is approached/requested the friend not wanting to offend, especially considering how nice the recent comments were, then agrees to the favour.
But in business we have to be a little tougher in order to succeed, being nice and polite is accepted but most certainly not enough.
Time management is crucial, without a pre thought out and arranged or agreed plan it could collapse or fail. Structures need to be put in place to assure success and trained staff to manage it.
For example:- 
· Optimising use of your own time - saving time and working efficiently saves the company money and increases revenue
· Being well self-managed lead to effective productivity
· Focused, able to analyse time priority workloads and meet deadlines/targets
· Prioritise and eliminate distractions
· Support colleagues, work as a team  
[bookmark: _GoBack]These are some of the basic strong management skills which have been in place and followed daily in order to succeed, and best utilises their skills effectively and proactively. 

2. Using the appropriate skills as a manager to resolve conflict is vital, without these tools any conflict could escalate into something bigger and possibly violent.
Identifying a brewing problem is the first hurdle, these are some of the more recorded:
· Remember conflict can exist between one or more
· Conflict can be born from something very trivial to the onlooker but quicker develop
· Tense relations between staff members
· Dysfunctional meetings
· Patterns of disagreement or defiance 
· Loss of trust between employees
· Anger and/or frustration
· Anxiety
· Depression, loneliness, general feeling of not being welcome, isolation
· Confusion
· Communication breakdown or inappropriate communications 
All of the above and plenty more can be triggers and as good working practice the manager or supervisor needs to be made aware of these, and their development, only then can they be addressed.
To address any issue building within a team or group of employees, no matter how small or large the workforce the manager should reply on their own intuition and training.
Categories chosen for the ‘typical’ groupings are:- 
· Accommodating:- this approach see the management ‘giving in’ to the oppositions demands. Practiced most when the ‘other’ party wishes to let things lie and stay quiet, not rock the boat at all
· Avoiding:- Avoidance, ignoring the situation even exists in a vain hope it will all go away – this rarely works and can often lead to escalation
· Collaborating:- all sides coming together in a neutral location to discuss options, a positive way forward for all parties concerned . This does take time, coordination and commitment but can most definitely be a good step 
· Comprising:- this is a potential lose lose strategy; meaning each party involved in the dispute is required, by agreement to give something up, leading to an equal power style resolution, thus creating a win win.
Competing:- the least effective of them all, this sees one side of the dispute having to lose and bow down the other ‘winners’ superiority, giving up all they’ve worked for, handing over their pride and dignity on a plate for all to see and long term them being depressed and looking for another job – not a situation I would like to find myself in nor encourage.
Every problem, situation, company and manager will encounter different issues and different levels of severity but none should be ignored, addressing issues is good working practice and good for all parties concerned.

3. Never under estimate the power of good diary management and its support in effective time management.
I personally have introduced the use of a daily diary in each office absent of such.
Once integrated into each employees daily routine it becomes the oracle and heart of the office, customer service center or alike.
There are various types of diary’s depending on your job role and environment, some are group based which have many employees utilising and updating it in manual hand written form and some have individual computerised diaries.
All have their place in both ‘old school’ and new high tech or cutting edge industries.
Paper based hard back diaries tend to be central to an office environment, accessed by all and guided by the commitments entered within.
Computerised diaries; not too dissimilar to my current work place; see each of our clinical occupational therapists have their own client base which dictates the need for individual diaries.
Both the clinical and admin personnel can fully utilise this system providing an outstanding service to the patients. Having full access enables the team to deliver a bespoke service to the client, meeting/addressing their needs and time required to carry out each appointment. Without the flexibility and transparency of this process there would be a breakdown in communication, delayed poor service to the client/patient, potentially unfulfilled clinic and home visit slots as well as double booking errors.
Having full access and many employees contributing to the diary system does also bring its own concerns – to avoid the above mentioned errors occurring it is vital that all parties communicate continually and understand the processes in place, at any stage throughout the working day an appointment can be changed, the time could be altered or the client could be running late – all of these aspects can affect the outcome for that one client and their appointment, but have a knock on for the rest of the day – meaning following clinics or home visits appointments could be delayed or possible rebooked.
Something as basic as the OT having a flat tyre whilst traveling to the patient for a home visit would have an impact on the day or week – understanding and dealing with this style of management if crucial for the smooth running of the service; as is structuring in ‘admin’ slots for the clinicians giving scope for alterations as they occur.. 

4. Spotting the signs and how you know when you are stressed is a difficult one to self-diagnose.
Being completely honest with yourself is probably the first and biggest step. You can spend many months, possibly years in a situation you can’t control or even believe is happening, you may even talk to friends and family about it but still can’t find the courage or strength within to address it.
There is absolutely nothing to feel ashamed about, even though you do deep down. Company’s and the general economy have changed over recent years and so have the pressures that come with this change, pressure to ‘do well’, ‘hit those targets’, ‘just deal with it’ but it doesn’t have to be this way.
Stress is being realised and recognised more and more; both in the work place and outside, there are many support groups with the majority of larger companies having a ‘buddy’ system in place, someone you can confined in without losing your job.
Stress can be disguise a wide variety of behaviours including:
· Headaches
· Upset stomach bot constipation or diarrhea 
· General aches and pains
· Chest pain, palpitations
· Sweating
· Low energy
· Insomnia
· Cold & infections 
At first you may feel slightly over whelmed about your work load but then it eases a little, then you realise because you’ve shown ‘you can do’ your superior is piling on extra and slowly but surely that’s when the stress factors start taking a hold.
Its winter and you get a cold, this turns into the Flu but you can’t afford to take time off to rest and recuperate, a few months later and you still feel run down, you can’t shift the cough, you’ve forgotten when last got home without the headache, your worrying at home about the work waiting on your desk and hoping that tomorrow will be a better day.
You start getting in a little earlier so you can clear the back log, this works for a while but again the work piles up. You’re so very tired, feeling run down and sleep is something of the past, you’re not really eating properly and then the anxiety kicks in.
If you’ve reached this point then you to address it and quickly, tying yourself up in knots is not the answer, your health is far more important; it’s time to seek help.

5. Time management is a great tool for reducing stress.
Talking about and recognising the sign of stress is great, but reducing it to start with and limiting its affect in our work lives must be high on our achievement list.
I personally am a methodical worker, for years I have carried out my duties with a slight OCD approach and have shunned away from talking about being this way but in more recent years I’ve realised what wonderful tool it is and carries on to be.
With maturity and confidence you soon learn that you should be proud of finding that winning formula of jugging a full time job with the complexities of the day and all the challenges thrown at you.
Yes I go ‘off pat’ on occasion but it’s my constant for routine and methodically that gets the mainframe of my work load completed.
My day is structured according to my daily tasks and I do fall behind on occasion due to the nature of my work but equally I can answer any question about any order that’s passes my desk, I can tell you where its filed, if it’s to be actioned, whether it’s been actioned and at what stage we are with it, if it’s been rebooked for us to attend and on which day.
All of which is time managed, we have aspects of our work that require attention and prioritising in the morning leaving the afternoon free to address and process other works.
Stress levels are reduced by having a plan in place for the day, taking time at the start of a new day whilst having a coffee whilst the office is quite and the phones are off, going over anything from the day before which didn’t get your attention and accommodating time in your schedule or diary.
Yes it can be repetitive for the main but it gives you focus, structure, a sense of achievement once completed and a point of reference when you go off track.
Of course we all work very differently from one another and this makes the world go round but starting on a positive note with an unassuming agenda can help, creates efficiently which leads to productivity and lower stress levels for all.
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