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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. 
	1. Give answers to the following questions: (18) i. Discuss the relationship between time management and the effective performance of individuals in an organisation.=  It had been unconcealed that each one the independent variables conjointly and comparatively contributed to job performance. It has been unconcealed during this study that time management contributed mostly to workplace performance. This suggests that time management is similar to bringing effective productivity among employees in the workplace. Three independent variables during this study are important to human resource managers to think about well, if effective productivity is to be increased from workers. In addition, from this study has been shown that time management effectiveness is one among the potent contributors to job performance. Human resource managers are held accountable to adopt a good time management strategy. This may facilitate their subordinates and workers to be a lot more productive at work. Additionally, the management of the organization should create a condition whereby workers benefit from their time management. Human resource managers should notice that time management is needed for any organization to succeed. Furthermore the present study targeted a non-public university to find the connection between time management and job performance based on factor of time management, and therefore the sample was solely on workers and not academic staff.
ii. How do managers use appropriate skills to resolve conflicts?= Understand Conflict Resolution and Improve Your Leadership Skills. Conflict is a natural part of life that can sometimes make its way into the workplace. As a member of the human resources team, it is your responsibility to help identify and resolve conflict within the workplace. which includes Promoting good relationships through mutual respect and courteous behavior is most important,Keep the problem separate from the person and debate the real issues,Pay attention to each person's interests; listen carefully and respectfully and Be open to exploring all options.
iii. What is the importance of problem-solving skills for managers?= Honing Problem-Solving Skills.Business managers and office managers may find that nearly every aspect of their daily routine centers around some type ofproblem-solving. When you're in a management position, one of the mostimportant things you do is simply handle the day-to-day issues that arise for your employees.Implementing your solution requires its own skill set. This typically requires a careful balance ofteamwork and leadership. You'll need to demonstrate resilience to withstand inevitable pushback from co-workers who resist change. Both communication and negotiation are important at this point. Once you've implemented your solution, you'll need to utilize critical thinking and attention to detail as you assess the results and tweak your strategy as needed to make sure the problem is successfully resolved.
iv. How does good diary management support effective time management? =The development and running of a successful business often comes down to being in control and across all issues pertaining to the day to day operation. The need for very sound organizational and time management practices and techniques is paramount to success.From a time management point of view, whenever you finish a phone call for any reason, or alternatively have either received or sent an email, letter or fax, or have come out of a meeting, you should immediately diarize either what you have to do from any such circumstance.Regarding the type of diary you should use, these days the tendency is usually to the electronic version. This is more than understandable in an office with quite a number of senior people who may need to be in either internal or external meetings with others from their same office. Whilst the “meshing” procedure in such a way with the electronic version is necessary in such situations, the procedure is still vulnerable as the person who is requested to go to the meeting has to still elect to accept (or reject) the meeting attendance before it can be automated into the diaries of the other people so involved in that same meeting. 






v. How do you know when you are stressed?=





vi. Outline the effective measures to control stress= 

















	v. How do you know when you are stressed? = Feeling stressed out is usually associated with feeling overwhelmed or under pressure.  As you know, I believe the term “stressed out” is a generalization we use to really just say that we’re having a hard time coping with distressing emotions such as fear or sadness.Stressed out people are more likely to engage in unhelpful and unhealthy behaviors like overeating, smoking, drinking, and dropping out of important activities like exercising and socializing.  And all of this can increase the likelihood that your stress turns into depression.
vi. Outline the effective measures to control stress.= Working out regularly is one of the best ways to relax your body and mind. Plus, exercise will improve your mood. But you have to do it often for it to pay off.Stopping and taking a few deep breaths can take the pressure off you right away. You’ll be surprised how much better you feel once you get good at it. Eating a regular, well-balanced diet will help you feel better in general. It may also help control your moods. Your meals should be full of vegetables, fruit, whole grains, and lean protein for energy. And don’t skip any. It’s not good for you and can put you in a bad mood, which can actually increase your stress.
2. “Time management is, in part, a tool for stress reduction.” Discuss= In order to manage time, one must first realize the importance of time as resource. Squandering time is not effective and, if tasks are not prioritized in some logical fashion, squandering time is the inevitable outcome. It means, in the end, that important tasks are treated the same as unimportant tasks and, because of that, there is no real benefit to even trying to manage time.If you can reduce your overall stress issues, you can perform better and more profitably. Time management is a big part of reducing stress via the intelligent allocation of a vital resource.
CASE STUDY
Questions i. Identify and list Alison’s time management problems. = Alison is Delaying tasks that should be done but you don't like to do. Defining task priorities, setting deadlines, deciding what's worth spending time on, focusing on the urgent tasks, setting key performance indicators, prioritizing tasks, effective scheduling of employee time and Sometimes, it's hard to know how to prioritize , especially when you're facing a flood of seemingly-urgent tasks. However, it's essential to learn how to prioritize tasks effectively if you want to manage your time better.
ii. List five strategies and explain how Alison might use these to overcome her time management problems. = One of the most effective ways of improving your productivity is to recognize and rectify time management mistakes.When you take the time to overcome these mistakes, it will make a huge difference in your productivity – and you'll also be happier, and experience less stress! *Make a list.The thing about making lists is that you actually have to use them. You may want to set reminders on your phone and computer.Lists really do work if you use them.*Set deadlines. Again, there is no point in setting deadlines if you make executive decisions to always push them back. Set a deadline and try your best to stick to it.*Stop multi-tasking. Multitaskers often seem to think they get more accomplished, but it’s not always the most productive or efficient route. Let’s face it, our minds work better when we are truly able to focus and concentrate on one thing.*Delegate responsibilities. For those of us who like to be in control the very thought of this is likely to provoke a bit of anxiety. The truth of the matter is that no matter how good we are, we can’t do everything. Sometimes we take on more than we can handle.*Use your downtime. This tip requires some balance. Using all of your downtime for planning and prioritizing is bad and can lead to increased stress and burnout. 
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