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Assessment 7                                                                                                                           Total mark (30)
 
1. Give answers to the following questions:                                                                                                    (18) 

i. Discuss the relationship between time management and the effective performance of individuals in an organization. 
Answer: Employee have to know how to manage their working time by setting priorities, get organized, schedule working time appropriately, and leave personal stuff aside from work. If employee knows how to do all those stuff in working timing, then he won’t cause problems in organization.
ii. How do managers use appropriate skills to resolve conflicts? 
Answer: They communicate and reinforce the organization’s values, gather as a group. Listen then speak out of what they think, and promote teamwork.
iii. What is the importance of problem-solving skills for managers? 
Answer: If manager knows how to solve problems of the organization then the business won’t have problems. When company might face problems, manager have to identify the issue by analyzing behavior of employees, check company policies and all the operation procedures. After finding the problem, manager have to analyze it and choose a good strategy to solve it.
iv. How does good diary management support effective time management? 
Answer: Employee have to know how to manage his day time by separating personal stuff and work. By knowing how to manage it, he can be sure that working timing are going to be utilized efficiently.
v. How do you know when you are stressed? 
Answer: Wen employee have personal problems in life, it’s will effect on work a lot. He will start skipping working days, not eat well, and maybe even get sick.
vi. Outline the effective measures to control stress. 
Answer: Eat well, exercise regularly, get a good sleep daily, follow practical diet, spend a time with family or friends by doing activities that give positive mood.

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

Answer: Each person have to have plan for his daily timing. He need to know what he will do in the morning, like wake up, have breakfast, and go to work. After work he need to plan what to do next. HE can go meet his friend or family but not for too long, either way he won’t get enough of sleep and come to work tired and not in good mood.

Case Study                                                                                                                                                                (6) 
Alison is studying ‘Management’ by distance learning. Her assignment is due on the coming 
Wednesday; hence, 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 working 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 drop box 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. Her flat mates 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. 
Answer: Alison she knew that she have and important thing to do, which is assignment, but she prefer going out with her friends and leave an assignment for later. Even if she didn’t understand some stuff in her study guide she could make some researches, like in internet, which could give her some tips on how to answer her assignment question. By waking up late, it shows how not responsible she was by not making sure if she turn on the alarm.
ii. List five strategies and explain how Alison might use these to overcome her time management problems. 
Answer: She need to make daily time management plan. By waking up the right time she will have breakfast and go to work. After finishing working timing, she need to check what important things she have to do, like assignment. When she comes back home after work, she needs to eat then make her assignment at least for 1 hour, then go to sleep. By following up this time management she would skip a lot of problems.
