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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. 
	1.i.    Time management is critical for success and efficiency of an organization but
         the major challenge for any employee is to set at work. The theories put forth
         by scholars help us to know the importance of time in every sphere of life.
         Understanding the importance of time management is essential for everyone.
         Under this, a conscious control when imposed over the amount of time spent in 
         doing day – to – day activities would enable you to divide your priorities and 
         set a deadline for them. Thus, you would be able to accomplish them within 
         the set time limit.
   ii.    A manager’s seminal job is managing personalities and creating a cohesive
         work environment. There are two approaches to resolving workplace conflict.
         First, the manager can seek to minimize it by fostering a healthy 
         communicative organizational culture. Second, he can skillfully resolve it once
         issues arise.                
   iii.   Whether the issue is big or small, we all set our goals for ourselves, face 
         challenges and strive to overcome them. But what you might not know is 
         there’s an easy way to consistently arrive at effective and satisfying solutions.
         There’s a Universal and fundamental approach to solving problems, but 
         chances are no one has ever bothered to show you how. This is a Manager’s
         job and he knows how  important is to have these skills of solving problems as
         he realizes that being a problem solver isn’t just an ability, it’s a whole
         mind-set.                    
   iv.   An important part of achieving success to a business has been through the 
         effective use of detailed diary, allowing us to have confidence within ourselves
         that we are across every issue, not forgetting any, and have everything pegged
         in relation to timing.
   v.   You feel stressed when start skipping work, or slacking off or performing 
         poorly. Also when you frequently find yourself feeling frazzled and 
         overwhelmed so your mind and body pay the price.
  vi.   The recommended methods to control the stress are: Eating food at the right
         time, Eating more fruits and vegetables and reducing sugar.
         Exercising regularly, Getting a good night’s sleep, follow regular practical diet,
         spend the time in between with family or friends or doing activities that induce
         a *SMILE*.
   2.      Time management is, in part, a tool for stress reduction, both in the workplace
         and in one’s personal life, So, rather than stifling creativity and pressure , time
         management can make you exercising conscious control over the amount of 
         time spent on specific activities, especially to increase effectiveness, efficiency 
         or productivity. The most important thing is to welcome trainings for time 
         management as it is evident that is mandatory in every aspect of life.
         
.     case study

  i.  Well, Alison’s main problem is that she wasn’t planning things first before she
      started them. Under this her plan was poor and not proper to finish her study.
      Professionals saying that man needs to put aside some part in the day 
      to tend to his personal needs, as well as the needs of the people around him 
      like his family and friends, in that case, Alison keeping herself busy with these
      activities only,  knowing that main part of her study was missing because she  
      hadn’t notice everything down before she left the office for the weekend.
      
  ii.  Mismanagement of time means more time spent running from one place to 
      other and lead to poor work output. The result of such trends in an unhappy 
      feeling that leads to stress. It is vital for a person to realize the meaning of 
      taking time off busy schedule. In that case 5 time management strategies
      would have made Alison’s life easier. First she had to write down the 
      necessary notes needed to take with her before she left the office. 
      Second, because  there’s a time limit of her assignment should use to manage 
      time by scheduling when the work will begin and when they will end, having the
      discipline to keep the assignment’s deadline. That would be easily done if she
      put up a *do not disturb* sign when her friend  invited her to visit other    
      friends. Blocking out other distractions like phone calls, outside activities and 
      visits she could be engaged in her thoughts and produce most of her work done.
      If she carried a schedule and record of her thoughts would help her to
      understand how much she can get done during the course of the weekend and 
      where her precious moments were going, thus, she could spend time in 
      between with family and friends and doing activities that induce smile, without
      feeling pressure and stress about the results of her goal.
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