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1. Give answers to the following questions: (18) 
i. Discuss the relationship between time management and the effective performance of individuals in an organisation. 
Time management helps improve employees productivity, makes jobs easier, employees will perform tasks efficiently, helps employees attain the necessary tasks and finally to record and guide the organizations toward achieving its goals. 
Engaging in time management, enables workers to enhance their performance, intelligence and reach career success. Time management leads to success through reducing stress, maintaining balance, increasing productivity, setting, and creating an endeavor to realize one’s goals.
ii. How do managers use appropriate skills to resolve conflicts? 
“The more effectively we communicate our differences and our areas of agreement, the better we will understand each other’s concerns and improve our chances of reaching a mutually acceptable agreement.” (George Kohlrieser, Perspective for Managers. Lausanne: June 2007.  No.149. 
Facilitating communication continues to be an essential interpersonal skill for managers in dealing with conflict in the workplace.
iii. What is the importance of problem-solving skills for managers? 
Conflicts are the lifeblood of high performing organizations. Disputes, disagreements and diverse points of view about strategy and implementation create energy, bring about change, and stimulate creativity and help form strongly bonded teams in full alignment. Organizations that encourage people to raise difficult issues find that doing so leads to innovation, new goals and the changes needed to achieve them.
iv. How does good diary management support effective time management? 
Ensuring that your day-to-day processes are running effectively and smoothly is crucial to every company. Time is very important and it can be utilized in a very efficient way by maintaining a diary system. Ensuring that your diary is managed allows you to know where you need to be through-out your working day and week and accomplish tasks at a given timeframe. 
v. How do you know when you are stressed? 
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Cognitive symptoms
•Memory problems
•Inability to concentrate
•Poor judgment
•Seeing only the negative
•Anxious or racing thoughts
•Constant worrying

Emotional symptoms
•Depression or general unhappiness
•Anxiety and agitation
•Moodiness, irritability, or anger
•Feeling overwhelmed
•Loneliness and isolation
•Other mental or emotional health problems

Physical symptoms
•Aches and pains
•Diarrhea or constipation
•Nausea, dizziness
•Chest pain, rapid heart rate
•Loss of sex drive
•Frequent colds or flu

Behavioral symptoms
•Eating more or less
•Sleeping too much or too little 
•Withdrawing from others
•Procrastinating or neglecting responsibilities
•Using alcohol, cigarettes, or drugs to relax
•Nervous habits (e.g. nail biting, pacing)


vi. Outline the effective measures to control stress. 

· Regular Exercise
Regular exercise can lift your mood and serve as a distraction from worries, allowing you to break out of the cycle of negative thoughts that feed stress. Focusing your attention on the physical sensations, you experience as you move.
· Connect to others
The simple act of talking face-to-face with another human can trigger hormones that relieve stress when you are feeling agitated or insecure
· Engage your senses
Another fast way to relieve stress is by engaging one or more of your senses—sight, sound, taste, smell, touch, or movement. 
· Learn how to relax
Relaxation techniques such as yoga, meditation, and deep breathing activate the body’s relaxation response, a state of restfulness that is the polar opposite of the stress response. When practiced regularly, these activities can reduce your everyday stress levels and boost feelings of joy and serenity. 
· Eat a healthy diet
The food you eat can improve or worsen your mood and affect your ability to cope with life’s stressors. 
· Get your rest
[bookmark: _GoBack]Feeling tired can increase stress by causing you to think irrationally. At the same time, chronic stress can disrupt your sleep. Improving your sleep will make you feel less stressed, more productive, and emotionally balanced.

2. “Time management is, in part, a tool for stress reduction.” Discuss. (6) 

By creating a clear plan for your work and a timeline with important milestones, you will minimise the effects of stress that come with working on your projects. Learning how to manage your time, activities, and commitments can be challenging. However, doing so can make your life easier, less stressful, and more meaningful. Knowing that there is enough time to complete each duty and ticking off boxes, as projects are complete will help ease anxiety about all that needs to be done. Conversely, lack of time management can lead to increased problems in one's life, which in turn can lead to more stress. When a person is constantly stressed, it can take a toll on the health and wellbeing of the person. Stress relief may arguably be the greatest benefit of time management.





Case Study (6) 
Alison is studying ‘Management’ by distance learning. Her assignment is due on the coming Wednesday; hence, she started it last Friday evening after dinner. 

She decided to work in her bedroom. When she began to read the assignment, she discovered that she needed some notes she had left at work. She thought she would therefore begin by reading the textbook, and would get the notes on Monday. After half an hour of reading, one of her friends, Falon, rang. She asked whether she wanted to go and visit some friends. Alison decided to continue working on the assignment on Saturday. 
Saturday was very busy. Her friend Mary rang at 10.30 to ask whether Alison would be available to play softball at 2.00 that afternoon. Alison was still in bed, but she agreed to meet the others at 11.00 to do some practice. Her team won their game and they all wanted to celebrate. By the time Alison got home, it was too late to do any studying. 

On Sunday she went to church in the morning and visited her aunt and uncle in the afternoon. She didn’t remember the assignment until after dinner. She still didn’t have her notes, and there were parts of the textbook she found difficult to understand. The assignment was proving to be harder than she thought it would be. She really needed some advice. She phoned her tutor but all she got was a message saying that the tutor would ring back if she left her name and number. Alison began to think that she wouldn’t get the assignment finished on time. It needed to be in the tutor’s dropbox on Wednesday. She’d have to do some quick work on Monday and Tuesday evenings. It wouldn’t be her best work, of course, but that couldn’t be helped. 	

On Monday she wakes up after 8.00, having found that she has forgotten to set the alarm clock. Her flatmates have already gone, and there is no time for breakfast. She rushes out of the house and reaches the bus stop just as the bus is disappearing around the corner. She half runs, half walks to work, but it is already 8.45 when she reaches the clinic. She is 15 minutes late. 


Questions 
i. Identify and list Alison’s time management problems. 
· Managing workload
· Procrastination
· Getting distracted

ii. List five strategies and explain how Alison might use these to overcome her time management problems. 

· Plan ahead - creating a plan will balance your workload and minimize the possibility for those dreaded, but sometimes necessary, all-night cram sessions
· Make schedules - Stay dedicated to the time that you set aside for your school work
· Make checklists - Printing or writing out checklists for each class or each day of the week can be a helpful way of remembering everything you need to get done
· Stay organized - Avoiding clutter is not just important when organizing your notes and hand-outs. Be sure to keep your computer desktop organized in a way that always allows you to locate the files you’ll need for each particular class
· Manage Distractions -  prioritize activities to know what they are and whether they are necessary, and to plan for them in your daily schedule
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