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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. 
	Please insert your completed assignment (in word format) here:

Assessment 7 
1. Give answers for the following questions:
I. Discuss the relationship between time management and the effective performance of individuals in an organization. 
Time management must be one of most important things in the organization. Planning tasks and how long it will take to perform them will lead company to predict realization of project. Every individual must have set their goals and those goals must be timed. Only if both combined in proper way, organization will have the best results.
II. How managers use appropriate skills to resolve the conflicts? 
· Calm, non-defensive, and respectful reactions
· The ability to seek compromise and avoid punishing
· Controlling emotions and behaviour.
· Paying attention to the feelings being expressed
III. What is the importance of problem-solving skills for managers? 
Good problem-solving skills are important, because it also helps to show they have other competencies such as logic, creativity, imagination, lateral thinking and determination. Those with good problem-solving skills are a valuable and trusted asset in any team – these are the people who think of new ideas, better ways of doing things, make it easier for people to understand things.
IV. How does the good diary management support effective time management? 
Diary can help individuals to manage their time. Diary is used to plan the day, or week or even more. If person keeps record of any meetings or events, or anything needed to be done, it will help to go trough the day, without forgetting something. Important part is to follow the plan, otherwise time management can be disrupted, and person will not be able to work properly. Of course, there can be unexpected issues, that can make plans go wrong, but most important is to keep the record and try to avoid same situation next time.
V. How do you know when you are stressed? 
These symptoms can show that person is stressed:
· Lack of concentration
· Emotional
· Body shivering
· Low mood
· Eating disorder
· Headaches
· Insomnia
· Low productivity
VI. Outline the effective measures to control stress. 
· Accept that there can be events not in your control
· Lear to manage time
· Get enough rest and sleep
· Set limits and learn to say “No”
· Keep positive attitude
· Take a break from stressor.
2. “Time management is, in part, a tool for stress reduction.” Discuss.

Usually people starting to get stressed, when they are due to finish some job, or get somewhere. So here time management it is important part of stress reduction. If individual is able to plan the day, he will be less stressed. All the time, planning should be done by persons abilities. Even though, if there is some deadline coming, individual should plan accordingly, do not distract themselves, while dealing with current issue or task, otherwise people becoming stressed and frustrated, because they cannot finish in time.

Case Study
Alison is studying ‘Management’ by distance learning. Her assignment is due on the coming Wednesday, so she started it last Friday evening after dinner. 
She decided to work in her bedroom. When she began to read the assignment, she discovered that she needed some notes she had left at work. She thought she would therefore begin by reading the textbook and would get the notes on Monday. After half an hour of reading, one of her friends, Falon, rang. She asked whether she wanted to go and visit some friends. Alison decided to continue work on the assignment on Saturday. 
Saturday was very busy. Her friend Mary rang at 10.30 to ask whether Alison would be available to play softball at 2.00 that afternoon. Alison was still in bed, but she agreed to meet the others at 11.00 to do some practice. Her team won their game and they all wanted to celebrate. By the time Alison got home, it was too late to do any studying. 
On Sunday she went to church in the morning and visited her aunt and uncle in the afternoon. She didn’t remember the assignment until after dinner. She still didn’t have her notes, and there were parts of the textbook she found difficult to understand. The assignment was proving to be harder than she thought it would be. She really needed some advice. She phoned her tutor but all she got was a message saying that the tutor would ring back if she left her name and number. Alison began to think that she wouldn’t get the assignment finished on time. It needed to be in the tutor’s dropbox on Wednesday. She’d have to do some quick work on Monday and Tuesday evenings. It wouldn’t be her best work, of course, but that couldn’t be helped. 
On Monday she wakes up after 8.00, having found that she has forgotten to set the alarm clock. Time, Stress & Crisis Management 

Her flatmates have already gone, and there is no time for breakfast. She rushes out of the house and reaches the bus stop just as the bus is disappearing around the corner. She half runs, half walks to work, but it is already 8.45 when she reaches the clinic. She is 15 minutes late. 
Questions

i. Identify and list Alison’s time management problems. 

· No actual study plans 
· Wrong prioritizing
· No actual time management
· It looks like she did not left her details for tutor to call
· If there is opportunity to study on weekdays evenings, could do the same on weekend
· Negative thinking

ii. [bookmark: _GoBack]List five strategies and explain how Alison could use these to overcome her time management problems. 

· First need to create actual plan for studies. When to study and when to do other things
· Alison should have had her priorities right. Social life is important, but if you decided to study, it must be your priority.
· Create a diary. It would help her to remember things (e.g. to take notes), as well would be easier to go trough the day with time set for task and monitor progress.
· Social activities/hobbies must be done free of work/study. Sometimes we must give up fun, to make things work.
· Positive thinking – the ability to increase your self-esteem. If you think that you going to fail, or think you can’t do better, all your jobs will be done with poor quality. You must to tell yourself that no matter what - you can do better and you will be better.
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