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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:
ASSESSMENT # 9 Total Marks: 30 Brentwood Open Learning College Page: 1 Managing Time 
 Answer the following questions: 
1. Why is it necessary to prioritize your time? (10) 
A better quality of work can often be achieved with the proper utilisation of time and the prioritising of activities.  Prioritising tasks enables an individual to rank these in order of importance and give them the correct level of attention and focus.
By prioritising the workload this should help to deliver any work on time.  The brain will soon get used to the timed tasks and will likely produce better results in a shorter period of time.
Time management skills should also make a person more productive and efficient without compromising on the quality of the work produced. It will also help to eliminate leaving things till later – procrastination. 
Stress and anxiety may also be reduced as the work day will be split into manageable chunks when each task will be completed.  This will further lead to a better quality of life and work-life balance.  Perhaps more challenging tasks could be done mid morning when the person is fresher with the easier tasks left till the afternoon when the person is beginning to tire.
Good time management and completing tasks on time will lead to a good reputation at work which may then lead to career progression or promotion.

2. What do you mean by setting your goals with SPIRIT? Explain in detail. (8) 
Specific – be specific about what you actually want.  What you want should be measurable and tangible – ie I will get a better job
Prizes – at different stages in reaching your goal you should reward yourself
Individual – the goal must be something you really want or want to do.  If the goal is to please someone else you are unlikely to succeed
Review – progress should be reviewed regularly to determine whether you are on track to achieve.  It may be that certain parts will need adjusting
Inspiring – make the goal fun to accomplish and put a positive slant on it.  Use a mood or dream board for example and put pictures of the end goal on it so you can see if often.
Time-bound – set a deadline for achieving this goal, but make it reasonable.  You can also split the goal into smaller parts and give yourself a deadline for each part.

3. What are different guidelines for efficient planning? (7) 
It is much easier to achieve a goal or task if there is a plan to achieve this.  Having a plan gives you a place to start and can act as a reminder of what you are supposed to be doing at any given time.
Being organised is a great way to achieve a goal or task.  Make sure any information relating to the goal/task is easily accessible at all times.
Use workspace and/or personal space to their advantage.  Keep this space clean and tidy at all times so you never have to spend too long cleaning it.   Get rid of anything that you do not need.  Organise your work area so everything can be found easily and quickly.
Break the task or goal down into easily manageable timeslots if possible as this will help to keep you focussed.
Keep an up-to-date calendar so that you can easily focus your attention on what needs to be done each day.  A things to do today list may also help your focus if you are especially busy.  Mark anything that takes priority.
Plan all contact with other people in advance as this will help to eliminate or minimise any disruptions.  Keep files for each person you do meet with items that need discussed highlighted at each meeting.
Flexibility around the plan is a good idea as things may crop up un-expectedly.

For every plan made cover the following points:
What
Where
When 
How 
Who

4. How can you manage your workload easily? (5) 
Create a list of all tasks to be done that day
Identify what is urgent and what can be left till later
Assess the value of these tasks
Do more demanding tasks in the morning when you feel fresher and leave easier tasks till later in the day
Be flexible – deadlines may change frequently during the day and you will need to re-organise your workload
Know when to ask for help or assistance if a task is taking longer or proving more difficult than previously thought
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