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Managing time, stress and crisis

1.
Time management and an effective performance are very much linked, as without one it would not be possible to reach the other. If any time is wasted throughout the working day, then effectively this could lower the effective performance by the end of it. But this is not always as straight forward as it may seem, once in a working environment it is very difficult to plan ahead. This is because no one can see the future, but this does not mean that we cannot try and manage the time we must the best use possible. There are many things in life that need our attention both in the work place but also on a more personal platform. This can be anything from personal hobbies to our relationships. This needs to be identified and not overlooked as they are the things that we choose to have in our lives, so time must be allocated, sometimes even created to make sure we do this for ourselves.
Mismanaging time can have a negative affect not only to our working lives, but also to our personal as well. If a person is struggling in the workplace to keep on top of their work load and feels they are doing all they can this can create a feeling of unhappiness, that can also then lead to stress and will be difficult to get out of. It is important to avoid such problems to create time out between the busyness otherwise it is to become overwhelmed, then affecting the effective performance in the work place and personal life.
Under pressure of workloads in a workplace can be a challenge as it’s easy to forget some key thoughts, most try and get everything done in a day that just isn’t possible. There are better ways to balance your time in the work place to then become more effective with it.
· Make sure you try and waste as little as possible this is through loss of thought, not sitting there and staring at the wall as this may be useful time to have later.
· Make time for interruptions this is a common thing to happen in the workplace as there is a lot happening at one time.
· Try and plan your day as much as possible from the start allowing time for different aspects is easier than trying to create it when it’s not there.
· Make sure you know what you want to achieve try and create a day by day goal no matter how small. Once this is reached it is an achievement and not just chasing the clock for twenty-four hours.
·  Give your time if it is necessary for example a crisis or a matte that needs urgent attention.
I feel that if time is managed well and effectively by those working in organizations, then it can become the key to high performance from the individual and then also for the organization. And also, if managing time is done well then it can create a happy and efficient work/life balance, which is one of the most challenging things to create but once achieved cannot be challenged.

2.
In any work place and business there is always going to be conflicts, these need to be managed and managed effectively otherwise they can cause a great deal of problems for the business. A manager trying to resolve these conflicts must to their best to do so in the least damaging manor for their own effectiveness and for the overall image of the business. If this is not done correctly the reputation can become damaged creating loss in the future.
Although no business wants this to happen, there is always a chance of it happening it is important that there are safe guards in place to protect those involved and to follow correctly and achieve the desired outcome for the business.
For example:
If there is a crisis on a building site and someone is killed due to the poor health and safety on the building site (fell down a deep excavation that was not covered).
This is extremely bad for the company and the people involved, it is the manager’s role to make sure that this is resolved in the correct manor there are four stages to crisis management within a business.
1. What type of crisis could your company face?
2. Can your company detect a crisis in its early stages?
3. How will it manage a crisis if one occurs?
4. How can it benefit from a crisis after it has passed?

· Strategic actions - such as integrating crisis management into strategic planning and official policies. 
·  Technical and structural actions - such as creating a crisis management team and dedicating a budget to crisis management. 
· Evaluation and diagnostic actions - such as conducting audits of threats and liabilities, and establishing tracking systems for early warning signals. 
· Communication actions - such as providing training for dealing with the media, local communities, police and government officials. 
· Psychological and cultural actions - such as showing a strong top management commitment to crisis management and providing training and psychological support services regarding the human emotional impacts of crisis.
If these steps can be applied in the example given, then it is possible that this crisis may have never happened. The health and safety could have been inspected at an earlier stage and noticed these problems before they became so serious. 
As the crisis, has happened then the company must manage this in the correct manor supporting the family of those involved and helping them in every way possible. Also, making sure that throughout the company that this is never possible to happen again. 
Once this is done then then company can learn from this crisis and develop a new structure so that this does not happen again. This may also improve the efficiency of the company now this has been developed and managed in the correct procedure. 

3. 
I feel that good diary management supports good time management if time is allocated to the correct areas throughout your working day if this is done correctly then time will not be wasted, and you could be wasting time when you may need it later.
For example:
Schedule time for interruptions. Plan time to be pulled away from what you're doing. Take, for instance, the concept of having "office hours." Isn't "office hours" another way of saying "planned interruptions?
These are far beyond anyone’s control in the work place as there is so much going on and every person is trying to achieve what is needed. Using this plan allows time for such cases, and if the case is that they are not needed one day then you will have spare time throughout the day as a bonus. 
I feel that if you can structure diary management around everything that is needed on a working day, but also factor in everything else that is needed on a day to day basis home life and personal goals. This is key to include in time management as the stresses of modern life are high. it’s important to plan time for the things that make us happy and can therefore help us continue a good working balance to our lives.


4.
It is difficult to know when you are stressed as there are a multitude of different factors creating feeling from work lives to personal lives. But I think the key to knowing stress is the feeling of pressure once you start experiencing pressure then its time to acknowledge it and make some changes. 
There are two different angles that stress can affect you one as a positive, and one as a negative:
1. Stress can make us strive to work harder and reach the goal that has been set.
While this gives us the motivation to work harder and to reach our targets, it is important to remember that without a clear goal to reach all the motivation that we can have, will have no clear effect more so just send you round in a circle. So, it is imperative to align your motivation with the goals of the business. 
It is also important to remember that hasty decisions normally create worse ones, so do not let stresses from outside of work influence your decisions inside of the workplace. With that, if we can just make the right choices, we can deal with stress and other problems effortlessly.
2. Stress can make us feel tired, trapped and un-interested in both working and personal lives.

This is the worst that stress can bring to us it is very easy to end up feeling like this when pressures become to much. But it is not the end it doesn’t matter how good you are at what job you do, you still need to remember that we are only human and it is necessary occasionally to take a step back. Have a look at what is happening from a different perspective, take some rest time get your thoughts back together. Create a path back to where you want to be, it is not worth making yourself ill it will only make things worse in the long run.
Once you have overcome this problem, expect that it may happen again in the future. But do not fear this as you now have a way to solve it and it is important to acknowledge this before it goes too far.

As difficult it is to realise that you are stressed it is important to acknowledge it, if there are too many pressures on you creating stress. Then deal with it in the best manor possible as soon as possible. 

5.
Time management can be a big part in stress reduction if it is realised so, this can be as simple as only agreeing to the work that can be done in the given time and avoid excess work. This can cause a build-up of work and therefore stress, but managing time and only doing what can be done in the time given can avoid this.
This can also be achieved by you making time to do something other than work or family life that may contribute to stress. Spend the time in between with family or friends or doing activities that you enjoy this can be a hobby or sport to create some enjoyment.
There are many different options for stress reduction in today’s cycle, all of them involve some aspect of time. It can only be down to you to manage that time correctly, to then create the outcome that you desire a good work life balance and a healthy mind and body. 
There are a few different options that can be done to reduce stress but all the following need to be allocated time to do so:
· Eating healthy food fruit and vegetables
· Exercise
· Good night’s sleep
· Regular diet
· Try not to be negative
· Manage time and responsibilities 
These things will help reduce stress but also need time management to do so. This can also help in the work place by allocating yourself more time to do certain tasks not trying to pile everything in to one day, this will reduce stresses daily. All to a simple concept of managing time.
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