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Question 1
i. Good time management leads to staff that are more productive because it involves skills of planning, discipline and analysis. Being able to analyze how you spend your time each day allows you to set priorities and make the distinction between what is important versus what is urgent. Having an organized diary or time management system allows you to maximize your productivity, by not wasting time on unnecessary tasks. Planning ahead of time how each day will be spent via a “to do” list, planning spreadsheet or calendar entries provides a visual outline of what’s happening today, tomorrow and for future weeks. Those who have a clear understanding of their time and activities are less frazzled and more prepared than those who try to “wing it” or are more spontaneous with meetings. Doing that can lead to hours of unaccounted time or hours wasted on frivolous tasks.

ii. In order to resolve conflict, a manager must be assertive, a good listener, have strong communication skills and able to negotiate with both parties. The manager must treat each person with respect, even if in disagreement with the argument presented, and stick to the facts at hand. The manager must separate the person from the problem and remain positive, even if experiencing negative emotions. It is important to stay focused and that the goal is to have a mutually satisfying outcome for all involved. Being able to resolve successfully conflict requires someone with high emotional intelligence, in order to read others body language and non-verbal communication, along with the ability to encourage open dialogue amongst a group. 

iii. An important skill for managers is to have strong problem solving abilities. This is important as the daily life of a manager involves decision-making, analysis and the ability to use good judgment. The manager needs to be able to clearly identify what the problem is, various ways it can be resolved, selecting the best option and then implementing a solution. Effective problem solving also involves the ability to see the bigger picture and to think beyond the obvious obstacles, including knowing when to ask for help or additional resources. It also means not allowing your personal biases to cloud your opinions or objectivity and look at different approaches to resolving issues.

iv. Good diary management is essential to support effective time management. This means being organized and aware of all current and upcoming meetings and appointments in your schedule. Time is a valuable commodity and must be managed and used wisely. One way to stay organized is to have daily or weekly reminders in an Outlook email calendar to remind you of upcoming events. Using categories and colour coding can also assist in keeping you on track. For example, you can use certain colour fonts for emails coming from your manager and colour blocking recurring meetings in your calendar so they are distinguished from others. It is important to know how to maximize your time and productivity and schedule yourself accordingly; book meetings and appointments for when you are at your peak and will perform better. Additionally, calendar entries should contain all relevant information required for a meeting: date, time, location, pre-read materials, meeting format (call, face-to-face, video conference, etc.) and factor in travel time if needed, both before and after the meeting, so entries are not overbooked or occurring back to back, with no breathing room in between.

v. Stress is something everyone experiences and it usually manifests itself as physical ailments. This can mean frequent headaches, neck pain, digestive troubles, insomnia, increased irritability with coworkers or friends and a decrease in productivity. It can also lead to feelings of being overwhelmed, depression and inability to make decisions.

vi. In order to manage stress, it must be controlled before it controls you. This means working reasonable hours each week and not over-committing yourself to additional projects or activities, getting enough sleep, taking time to eat regular meals and making time to relax each day, even if only for a short period. Another way to manage stress is to use your time effectively each day at work: avoid unnecessary meetings if possible, take a lunch break to eat or go for a walk, and schedule in time for yourself in your calendar each day. Additionally, if you are provided with unclear or ineffective communication on workloads or projects, seek out additional information on what’s required, in order to help you make the best use of your time.

Question 2
“Time management is, in part, a tool for stress reduction.” 

A well-organized schedule can reduce the amount of stress you face each day. The reason is that if you are prepared and organized with what you need to accomplish and complete on a daily basis, you are better able to plan ahead and meet your performance objectives. Having a time management system that works for you involves finding a way to work more efficiently so you are able to maximize your time. Setting aside the appropriate amount of time each day for recurring tasks allows you to enjoy more of a work-life balance, where your personal time is given equal importance to your priorities at work.

Some of the biggest stresses in the workplace come from conflicting demands (hearing one thing from a manager, something else from another manager); insufficient resources to get work completed; not feeling appreciated or being treated poorly; and over-committing to meetings and appointments. By learning to say no, delegating things that can be handled by others and blocking off time for yourself each day, this can help in minimizing your stress levels, while still accomplishing what needs to be done. 

Stress can also be reduced by managing the expectations of others. If you constantly reply to emails right away, people learn to expect an immediate response. Instead, set aside an amount of time each day where you will reply to emails within a 24-hour period, unless something truly is urgent. If there are too many demands being placed on you, learn to speak up and say something about the imbalance, learn to delegate to others and scale back on your commitments.

Case Study 
i. There are several time management problems shown with Alison:

a. Lack of preparation: left her notes at work, did not pre-read any material to understand what was required, left herself only 4 days to complete her assignment, leaving a last minute voicemail for her tutor because she was scrambling for time and worried.

b. Distractions: answered the phone when her friend Falon called, answered the phone when Mary called

c. Overcommitting to activities: going out with Falon, playing softball with Mary, attending church, visiting with aunt and uncle

d. Procrastination: after answering the phone call from Falon, she decided to put off completing the homework. Additionally, when Mary called, she went to the softball game, which further put off completing the assignment. The next day, she went to visit her relatives, which further delayed starting the homework.

e. Lack of sleep and fatigue: was still sleeping at 10:30 am on Saturday when Mary called her; slept in on Monday because she hadn’t set her alarm.  

f. Difficulty concentrating:  had trouble deciphering material in the textbook, because she was both tired and frustrated; underestimated the amount of work required for the assignment.


ii. Strategies to help with Alison’s time management issues:

In future, Alison should implement the following to help better manage her time:

a. Develop a study schedule: Alison should review all upcoming assignments and set calendar reminders on her email, phone or computer to remind her of deadlines. This will allow her to manage her time accordingly and space out the work evenly, so she is not scrambling at the last minute to complete work. She should create a schedule for reading, researching and writing assignments each week and stick to this timetable. This includes bringing home material she might need for completing homework, including books, notes and other research materials. She should also allow time for herself, so this would mean penciling in several hours for fun, friends and outings, but only to be commenced once her studying for the week was completed.

b. Learn to say no:  Alison was clearly over-committed in her schedule and was trying to please everyone and do too many things. She needs to learn to be more assertive and tell her friends or family “no”. In doing so, she is prioritizing her courseload and homework, which should be completed before she begins to take on other activities. 

c. Don’t procrastinate:  Alison was putting off the homework by going out with her friends, playing a softball game, attending church and then visiting her relatives. All of these are activities that could have been put aside until her work was completed. By prioritizing the wrong things, she had a convenient excuse not to finish the homework (got home too late, had to play softball, etc.). She kept putting off until tomorrow or “Monday” when she had the extra notes, the work she should have been doing now.

d. Prepare for distractions:  Alison could have asked her friends and family not to bother her while she was trying to study and complete her homework. For example, she could have advised them that she would be busy between the hours of 6:00 to 8:00 pm and not be disturbed during that time. Instead, she answered the phone and became distracted by phone calls, which of course, turned into going out with friends instead.

e. Get clear communication on what is required: Once Alison began actually reading the material, she found she was confused by the concepts and textbook. She should have asked her tutor ahead of time what was needed or if there were other materials that might be helpful for anyone struggling. If she had clarified the assignments before she began, she would have been able to finish them on time and not rush around at the last minute.



Bibliography: 

American Institute of Stress, 50 Common Signs and Symptoms of Stress. 
Available at:  http://www.stress.org/stress-effects/ (Accessed:  October 20, 2015)

Business Management Daily.  10 Time Management Tips. Available at:  http://www.businessmanagementdaily.com/ (Accessed: October 23, 2015).

Chapman, Sue W. and Michael Rupured. Time Management: 10 Strategies for Better Time Management. The University of Georgia Cooperative Extension. Colleges of Agricultural and Environmental Sciences & Family and Consumer Sciences. May 2008. USA.

Kohlrieser, George, “Six Essential Skills for Managing Conflict.” Perspectives of Managers. No 149 (June 2007). IMD International.

image1.png
ﬁ
o R




