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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. 
	QUESTION 1 Why is it necessary to prioritize your time?
The most important tasks move the work closer to long term goals. Prioritizing allows you to identify the most important tasks at any moment and give those tasks more of your attention, energy, and time. It allows you to spend more time on the right things. Prioritization helps everyone to plan. It is a good way to ensure that deadlines are met and stress is minimized.

However, the following step needs to be taken – 

1. Collect a list of all your tasks.  - Pull together everything you could possibly consider getting done in a day.  Write it down. Once you have written a task down you can stop worrying about forgetting to do it. This relieves stress and many a sleepless night.
2 Prioritise. It helps you decide on priorities and to complete the most important and the most urgent tasks first.  Work that, if not completed by the end of the day or in the next several hours, will have serious negative consequences missed client deadline; missed publication or release deadlines, etc.

 3 Deliver work on time   - Allocating a finite time period to tasks help you complete them on time. It also helps you to manage your workload in the most effective way. When you have time-boxed tasks, your brain gets rewired to follow the structure and accomplish those activities within the desired time-frame. 
4 Provide better quality of work -As a dedicated employee, you are expected to provide work of certain quality and standards. With proper utilization of time and prioritization of activities, one can easily provide a better quality of work. Prioritization helps you focus on important tasks by keeping them in the highest priority which enables you to work on them with full attention and focus. Hence, quality of work is improved
5 Improved productivity and efficiency - It is no secret that effective time management skills make you more productive and efficient as a working professional. These skills are helpful in helping you finish tasks as early as possible without compromising on the quality of work. Your overall productivity often goes for a toss when you’re working on unimportant tasks but effective time management skills let you tick off tasks that are both important and urgent on time.
6 Less stress and anxiety - There are times when employees feel overwhelmed due to too much work on their plates. This can not only hamper your productivity but also take a toll on your overall health. Excessive stress and hypertension can lead to heart diseases, depression, obesity and more. Knowing what to do when can reduce unnecessary stress and tensions from your life.
7 Improved quality of life - Effective time management skills don’t just benefit your professional life but can also improve your life outside of the office. If you keep things under control on the professional front, you get more time to focus on your personal life and relationships. Knowing the fact that tasks and activities are on track will bring a sense of calmness in your personal life. As you feel calmer and less stressed out, your quality of life improves automatically.
8 More opportunities and career growth - Being punctual with your work will not only increase your effectiveness but will also help you earn a good reputation at work. When managers and seniors know that you always complete your tasks on time, it could lead the way for more promotional opportunities at work.
9 It helps you to focus. You are less likely to become side tracked when focussing on your list and you will gain more of a sense of purpose.
10 Rewarding. It is very satisfying to tick things off as you do them and this encourages you to do more and to stay on course with your list.
11. Order tasks by estimated effort. - If you have tasks that seem to tie for priority standing, check their estimates, and start on whichever one you think will take the most effort to complete. if you feel like you can’t focus on your meatier projects before you finish up the shorter task, then go with your gut and do that. It can be motivating to check a small task off the list before diving into deeper waters.
12. Be flexible and adaptable. Uncertainty and change are a given. Know that your priorities will change, and often when you least expect them to. So stay focused on the tasks you’re committed to completing
13. Know when to cut. - You probably can’t get to everything on your list. After you prioritize your tasks and look at your estimates, cut the remaining tasks from your list, and focus on the priorities that you know you must and can complete for the day. Then take a deep breath, dive in and be ready for anything.
14 Take control. This gives you a feeling of control over your workload, rather than feeling that the work is controlling you.
QUESTION  2. What do you mean by setting your goals with SPIRIT? Explain in detail. (8) 

Setting goals with SPIRIT - Can be pretty tough on us if we aren’t sensible in how we go about it. The process should be as important as the end result, and if we don’t reach our goals, we feel like failures. To overcome that, we can call these goals targets. The target concept can offer some mental flexibility. Goals should motivate you to go after them and achieve the things that you want. Good goals should have SPIRIT Base on the following fact -
1 SPECIFIC  - Be specific about what you want or don’t want to achieve. The result should be tangible and measurable. ‘Look gorgeous’ is pretty ambiguous; ‘Lose 2 stone in weight’ is specific. ‘Sell more’ is vague; ‘Sell £10,000 worth of product’ is specific.

2 PRIZES - Reward yourself at different points in the goal, particularly if it’s long-term. If your goal is to set up a home office, for example, you might purchase a new desk when the room is cleared out and ready.

3 INDIVIDUAL - The goal must be something that you want to do. If your partner wants you to lose weight but you think you look fine, you’re not going to want to work towards the goal.

4 REVIEW  - Review your progress periodically. Does the goal make sense? Are you stuck? Do you need to adjust certain parts of it?

5 INSPIRING -  Frame the goal positively. Make it fun to accomplish. You could make a picture of the end result, frame it, and post it on the wall.

6 TIME-BOUND -  Give yourself a deadline for achieving the goal. Even better, split the goal into small parts and give yourself a deadline for each item.

QUESTION 3. What are different guidelines for efficient planning? (7)

Guidelines for efficient planning are simple rules that can make your life a whole lot easier and far more successful than you ever thought possible. However, the following 6 rules will enable you to be more effective at planning and organizing. 

1 Rule  #1 Prioritizing  -  Even though you can’t do everything at once, prioritizing helps you to figure out which tasks are the most important and which tasks can wait. If you know how to prioritize, you’ll be able to break up your work into smaller pieces. Then you can focus on each task, one at a time, starting with the most important. Have a million things to do? Create a list of everything you have to do. Then arrange the list in order of most important. Start tackling the things on your list in the order you created.
2 Rule # 2 Time  Management  - There is no way to increase the time you have, but you can find ways to better use your time. Time management is making sure your actions help you finish the things you have to do. As you get better at managing your time, it will feel like you have more time.
A time management trick goes hand-in-hand with your list of priorities. With your list of priorities, add time estimates for each task on your list. example
Reply to emails – 20 minutes

Meet with John – 60 minutes

Pick up toothpaste – 20 minutes

Does your time estimates add up for way more time than you actually have? Re-prioritize. What can be moved or shrunk? Being as honest as possible will help you plan a more successful day.

3 Rule # 3 Coordinating Resources - Every project and assignment requires the use of some type of resource. A resource is something you need to complete a task. When most people think about resources they think about money. But resources don’t always have to be in the form of money. Sometimes a project will require human resources, or workers. Other projects might require the resources of space or time. Larger projects may require many different kinds of resources.
When working on a project or task, break the project into different, smaller sections. What resources do you need? Consider people or materials you need to complete the project. Again, be honest. Do you need to find a freelance graphic designer to help create content? Use your resources to create the best product or strategy.

4 Rule # 4 Delegating -  This can be the most tricky. Delegating is a common and essential practice in the workplace. When you delegate, you give some of your work to other people. Those people are then in charge of getting that work done. Delegating simply means that you have found the best way to spread out the work. Delegating can be very difficult, but trust your team. If things don’t go well, evaluate and learn from the example.
5 Rule # 5 Creating Systems - When a machine is working correctly, the work gets done automatically. The machine repeats a process over and over again, with very few errors or mistakes. Although humans aren’t machines, we can create systems or processes that can help us to work as well as a machine.
6.Rule #6 Planning Ahead -  Being a successful planner and organizer has a lot to do with your ability to plan ahead. Usually, the more time you have to plan something, the more successful you will be. Sometimes you have no control over the amount of time you have to complete a project. An unexpected project might come up and your manager will ask you to take care of it. In these cases, all you can do is make the best use of the time you have.

With the exception of these unexpected projects, try to plan ahead as much as possible at work. When you plan ahead, these unexpected projects will be much more manageable.

QUESTION 4. How can you manage your workload easily? (5
It is fact,  that the best jobs can be stressful. Regardless of what field you work in or how rewarding your job may be, you’ve probably experienced heavy workloads, demanding deadlines, and even job related stress at some point. Sometimes when work begins to pile up, it can seem as though you may never catch up. At times like these, it can be very difficult knowing where to start, and it can be easy to waste hours of valuable time stressing out over tasks that could have been completed quickly, if not for making proverbial “mountains out of molehills.”

When your workload begins to bog you down, don’t panic or stress, just follow these 10  ways, to  manage your workload  easily  - 
1 The to-do list. Don’t keep it on different post-it notes or in your head — at the beginning of each day or week, write on a sheet of paper what you want to get done and by when. Rank tasks according to importance or urgency to plan your day and focus your mind.

2 Review your workload regularly. Is there one task that always ends up at the bottom of the pile? If you find you’re avoiding it, can somebody else do it? Consider delegating whole projects that you don’t need to be involved in or allocate a specific time when you only do your admin, for example.

3 Remember the 80:20 rule of workloads. It’s very simple — 80 per cent of our work contributes to less than 20 per cent of its value. Concentrate on the most crucial 20 per cent of your workload, because performance would still be strong.

4 Set realistic deadlines for your tasks. Look at your to-do list and estimate the time each task needs to be completed but don’t be overoptimistic. Be honest of what you can achieve in a working day or week so that you don’t feel overwhelmed from the start.

5  Allow time for interruptions. If you need to finish a certain task at a certain time, only deal with urgent queries during this time. You can then quickly pick up again where you left off.

6 Structure your workload. Avoid picking up a job, doing a bit and then putting it back on the pile. Deal with them one at a time and finish each one before starting another. Your mind will be clear and ready for the next one.

7 Don’t let your inbox drive your workload. If you get 50 mails per day, this means 50 interruptions to your day. Don’t check your inbox every time a message arrives. Switch off instant alerts if necessary and allocate a time when you will check your inbox.

8 Fun, fun, fun. Ticking items off your to-do list is great, but are you concentrating on the quick-and-easy ones? Tackling more challenging projects first might mean more time, but also that a major task is completed and a weight off your shoulders.

9 Keep multitasking to a minimum. Starting a number of jobs simultaneously means most of them won’t get your undivided attention. Think of multitasking as dealing with more than one task during a day, not at the same time. That way you focus on the project in hand.

10 Keep a log of your workload. If you’re unsure how long things take, how often your focus shifts or how many times you get interrupted, keep a log of your working week. This will help you plan your week in future.
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