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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. 
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 Question 1)  By prioritizing your time it enables you to focus more on the important aspects of your day. Helping you to become more organized and help to reduce stress. By prioritizing your workload you would be able to accomplish and achieve more throughout the day. For example if we take two scenarios one where the person doesn't prioritize there time and one that does, you can clearly see the benefits such as being more productive organized and also the mental benefits like being less stressed. 

Person one: Jill has woke up late hasn't made lunch and has to get to work quickly. This already means that the day has already got off to a bad start increasing the anxiety levels. When Jill gets to work her manager asked her to call two customers one with a complaint the other wanted to make an appointment. Jill didn't write it down or put it in a planner and therefore forgot to call the customers. Throughout Jill's day she becomes more over whelmed with her work load as she has failed to prioritize any of her work she fails to meet dead lines. This decreases her efficiency and productivity and increases her stress and anxiety levels. 

Person two: Sandra is very organized and prioritizes her work. She makes her lunch the night before and gets up early. She get into work early so that she can prioritize her work into Very important: work that needs to be completed within the morning Important work that needs to be completed by the end of the day and then Less important work that needs to be completed by the end of the week. She gives herself deadlines in order to complete each thing which enables her to take her time completing tasks and also reduce stress levels.    
Question 2) SPIRIT will help you to achieve your goals, by breaking it down into bite size chunks and help to prioritize and organize your time. For example you want to progress in your work place. You asked your manager  how this is possible he tells you that you need to get a qualification
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So your long term goal is to get promoted but your short term goal has now changed to getting the qualification you need to be promoted. You can use SPIRIT to help you achieve this.

Specific- what do you want to do do be specific.

TO OBTAIN  YOUR QUALIFICATION

Prizes – Give yourself a reward for accomplishing reaching the different stages.

AFTER COMPLETING EACH UNIT I WILL GO UT FOR DINNER

Individual- make sure that you are doing this for you and no one else. If its for someone else you will feel less inclined to complete your goal.

Review- make sure you are staying on track. Check your progress regularly to see where you may need help. 

Inspiring- Stay positive about what you are trying to achieve. Use tolls like visual aids to assist with this.

Time bound- give yourself deadlines to complete each section of your goal.

Question 3) There are several guidelines to efficient planning. These are:

Get organized – by organizing your time and items effectively this will help you save time. Everything has a place and everything in its place.

Make things work for you.- Instead of allowing things to accumulate take 30 minutes out of your day to do a small amount of filling sorting and organizing

Use short term goals to accomplish your long term goals. 

Use tools to help you plan and organize your day such as a diary or a calendar.

Stay focused- it's easy to loss sight of the daily things you have to do in the busier periods. Make a to do list to help you stay focused and not lose track of what you need to do.

Plan – Use tools such as action planning worksheets, milestone charts and PERT diagrams to assist you.

Plan meetings- when meeting with others you will need to plan so they minimize disruption. Also keep files on who what and where and when the meeting took place.

Tailor your panning to your needs.

Allow for flexibility By ding this if there is something that requires urgent attention then you have already accommodate for it and it will not effect the other work that you need to do within your day.

Question 4 By prioritizing and organizing our workload we will be able to manage our time in a more productive way. In order to do this we first need to analyze our work load so that we can visually see how best to prioritize and organize our work and time more effectively. By writing down everything we need to do within our day and allocating the time to do it in we will be able to organize our workload. We will also be able to see if there are any aspects of our day that we can batch together in order to save time.  
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