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 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. 
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1.Discuss the relationship between time management and the effective performance of individuals in an organization. 
Time management applies to everyday life more than an individual may think, even when you make plans to see a friend for coffee you are altering your agenda for the day, you may allow that friend an hour of your time. You may sit with said friend for several hours pushing back the paperwork that was waiting for you. Individuals sometimes think time management only refers for making sure you are on time for work and take your break on time. This is certainly not the case, when you begin each day you are effectively creating an agenda, if you have work you know the hours you will be at work and the jobs you will complete, if you are on a day off you will decide what time to go shopping or clean the house. Individuals that have managed to have good time management often find their day runs smoother and they are more prepared for the day, or they know the parts of the day that will be stressful or difficult e.g. a meeting with their boss. People who do not manage their time well can be more stressed and seem less organised than others who do, also seeming that they do not have a sense of control and do no know what to expect from their day. 

2. How Managers use the appropriate skills to solve the conflicts?
Some people deal with stressful situations well, others however panic and find the situation to be far more stressful than it is. An effective manager should be able to asses the situation and be able to plan, always be one step ahead. They will have already planned their day, meetings and phone calls scheduled and time for emails and general business allocated. Also, allocating time to themselves and to check on their department or employees. 
3. How does the good diary management support effective time management?
Effective time management is important to individuals to ensure they make the most of their time. If you start each day by looking at the result, what needs to be completed by the end of the working day. If you know that you have a meeting with clients at one o’clock you know that you cannot be on a call at that time and need to be prepared for the meeting with all materials, you need, and calls diverted by 12.45. If there is a day you have off work but know you need to complete a document or compose an email you need to allow the time for this, plan the time you will sit to complete the task uninterrupted. While completing the time diary you will be able to see if you have taken on too many tasks for the day or if any two tasks overlap. 
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4. How do you know when you are stressed?
Everyone deals with stress differently, however most people can recognise when they are stressed. Sometimes people will seem stressed over something very minor however this could be a build up of stress. Some individuals will feel overwhelmed when stressed, and often this can impact their work standard. Often feeling like even the smallest of inconveniences are much worse than they may appear to others. Stress can impact someone’s work life as well as their personal life.
5.’Time management is, in part, a tool for stress reduction’ Discuss.
Time management plays a big part in day to day life, everyday we have things that need to be completed or promises that have been made. Some individuals find it very stressful to not know what they are doing overall or what they will be doing day to day. Find the small amount of time to realise what is important in your day e.g. meetings, catch ups, paperwork. Allow realistic time slots to complete the important tasks. People often find it very stressful when they don’t feel they have enough time to complete requested tasks, so by managing your time efficiently you can then asses if you have enough time for the tasks or to make deadlines. By managing time in advance, you will have a better understanding of when will be stressful, for example, pushed deadlines or board meetings. Stress effects each individual differently and some people need to have their agenda pre planned and find this helps them deal with day to day life. Some do not plan and manage their time and then find themselves caught up with deadlines and two tasks overlapping and not having significant time to complete tasks, possibly leading to repercussions that will in turn cause more stress. 
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