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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. 
	Managing Time, Stress and Crises

1. Discuss the relationship between time management and the effective performance of
individuals in an organization. 7

By planning your day and prioritizing your work you can optimize your time which results in less time wasted and more productive work being completed in the allotted time.  Keeping within the scheduled time allocated to different tasks one will be able to get more done.

2. How managers use appropriate skills to resolve the conflicts? 5

Conflict usually arises from frustration in the workplace.  By assisting people to manage their stress it is easier to pick up on trigger points before it gets to a point of conflict.  Using good listening and communication skills and understanding the pressures of the people one can help to resolve conflict effectively.  


3. How does the good diary management support effective time management? 6

By managing your diary effectively, you plan what needs your attention first and het things done within the timeframes needed.  If you diarize your thoughts and actions and meetings you will have more clarity on how much time is needed for different projects.

4. How do you know when you are stressed? 6

Stress is mental tension or a physiological reaction.  This may present itself in a loss of sleep, or difficulty relaxing, feeling overwhelmed, agitated, frustrated or feeling out of control.  

Each person responds differently to stress but in all cases if it is not addressed may lead to physical and/or mental illness.


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

When you understand that you cannot do everything in one day and plan and set goals to work as effectively as possible in the time frames allocated, you will feel less stressed.  Also, by knowing what you need to spend time on and how much time you have available it will make it easier to say ‘no’ to tasks you don’t have time for which will cause you stress if you were to take it on and not have the time for it.  Time management also allows you to predict when you are might not be able to meet a deadline well enough in advance to either get help or postpone the deadline so as to not cause you unnecessary stress.





Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	[image: ]
	Date
	25/06/2021




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













image1.png
ﬁ
o R




image2.png




