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Q. 1:
i. Time management is essentially the process of planning, organising and exercising the time spent on various activates in a day, week, month. The result of good time management within an organisation is that it will increase effectiveness and productivity thereby increasing the performance of a company which in turn will help management and staff get on with their jobs and tasks more accurately, efficiently and effectively which will help with the end goal of profit.
ii. Appropriate skills used by the managers to resolve conflict in many instances may include methods such as acting as mediators, listening to the relevant parties involved. By staying calm and listening to employees, managers can help resolve the tension or problem and help find a solution. Rather than punishment for something minor managers can look for a compromise. The tone and language of a manager when talking to employees can have a more positive result on the outcome of the situation.
iii. Problem solving is important for management because it is one of the core functions of business and is crucial to their success. It can be used to develop practical, reasonable and creative solutions to problems that management are facing at a particular time as well as help avoid potential unforeseen problems in the future, also avoid repeating problems from the past. Effective problem solving essentially enables management to analyse, identify and assess the impact of problems thereby helping find alternative solutions if things do not go as planned.
iv. Having a reliable and up to date diary helps you allocate and schedule activities be it personal or professional in a clear, forethought and structured manner that can be easily accessible at any time or place. This in turn lets you know where and with what you are doing as to whether you are managing and utilizing your time correctly and responsibly. Time is precious and time is money, so with the help of a diary and schedule, things like the time you have for business for example projects and deadlines and family/personal life will be a lot less chaotic and a lot more manageable, productive and efficient as you know where your time has been allocated to and for what.
v. Stress can be either physical, psychological or both. Some indicators of knowing when you are physically stressed is being constantly tired, feeling lethargic, lack of energy, finding it hard to wake up, etc. Whereas indicators of being psychologically (mentally) stressed can be overthinking, irrational decision making, unable to fall asleep, feeling suffocated, dejected and negative. These are all signs of stress which ultimately means your body and or mind is looking for the correct habits or processes to keep stress out of our lives.
vi. Stress is part of our daily lives whether it be at work or in our daily lives. It is how you handle and deal with stress that can make a most welcome improvement to our lives. Today there are programs, books, guides and classes all dedicated to helping with stress management. Some of the most helpful ways are;
· Diet, eating the right food at the right time for a healthier body and mind.
· Exercise, a great stress and tension reducer that also builds confidence.
· Sleep, a full and uninterrupted night’s sleep is vital, helping you feel fresh and revitalised for the day ahead.
· Doing things you love/enjoy such as playing sports, being outdoors and spending time with family and friends.
· Do not take on workloads you know you are unable to finish (never be afraid of asking for help)
· Don’t let negative people or criticism get you down, dust it off and use it as motivation to say ‘I can do it’
[bookmark: _GoBack]Q 2: By utilising time management, meaning that for example your day or week is planned or mapped out a person is better equipped to deal with the important obligations in his or her lives be it in the working environment, personal or both. In today’s world there are many unnecessary and obsolete things that end up taking up a lot of one’s time and in turn usually leads to the most stress because they are often unplanned, unforeseen or unnecessary, for example not knowing what to wear or which take away place to order your food from. It is important to understand and realise that time management is a key principle to goal achievements in all aspects of life. When a person achieves their goals set for the day they often feel relieved and happy but when things become, chaotic and unmanageable this often leads to unhappiness and stress. Like the saying ‘a chicken running around without a head’ which we often associate with people running from one place to the next stressed and unsure of what they are doing. It is for these reasons that time management is mandatory in every aspect of life and without managing the time we have properly, unrest and stress are sure to follow.



CASE STUDY:
i. 
· No proper planning was implemented from the start.
· No Priority scheduling to assure the right time management structure.
· Did not make sure she had the required resources.
· Allows interruptions not aligned to the important task at hand.
· Leaving important things to the last second and not following through with assignments to the best of her ability.

ii. 
· Get a diary and plan your schedule, helping in prioritising.
· Activates that are important to her success should have a time assigned to it.
· Planning ahead to produce the most effective result.
· Schedule time for interruptions, time management is not perfect.
· Block out unnecessary and unneeded distractions, this will help focus on the task at hand.
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