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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. I. Time management is the process of planning and practicing the available amount of time by an individual to perform due activities to insure improved performance and effectiveness. If an individual feels overloaded and has to work late to meet given deadlines. Or a normal working day goes from one to another crisis that would definitely leads to stress and impacts negatively. Poor time management can reduce productivity and contributes to many stress-related problems.  If one is in the habit of pushing too hard because of unrealistic expectations and standards, time management skills can help avoid those hassles and work as a valuable stress management tool. The effort involved will be worth it for the sense of accomplishment.

II. Conflict refers to sequence of unwanted events leading major disturbance at workplace. That creates a situation where employees feel insecure. Managers are required to take and manage that immediately and seriously. As this causes major dents to the name and reputation. Managers’ use following skills to handle conflicts.
By staying calm at the time of crises.
By looking always brighter sides of things.
By making individuals work as team.
By helping fellow workers during emergency situations.
By appreciating employees for their performance.
By hearing from team.
Discussions are essential during crisis times to define weather where is the things went wrong.

III. Problem solving may seem straightforward at first glance, but there are many employees who stumble over one or more of the critical steps, failing to successfully resolve workplace issues. Successful problem-solving requires several important skills that will help proceed efficiently from identification to implementation.
Problem solving skills are important in every industry. There’s no business that’s immune to the regular onslaught of problems. Managers may find that nearly every aspect of their daily routine centers around some type of problem solving. Problem solving is an essential skill for all employees, supported and led by leadership and it is possible to hone ability to solve problems and make business run more effectively and, therefore, provide the foundation and framework for continual improvement.

IV. Time management is really self management. It’s not possible for one to remember all tasks, plans and ideas. First thing is to write down all those things on a paper. Diary management is a critical aspect of working efficiently. The optimization of a daily schedule can provide endless opportunities to squeeze the most out of the day. It can enhance productivity and multiply return on investment of time. 

V. Stress is the feeling of being under too much mental or emotional pressure. Pressure turns into stress when you feel unable to cope. We will know stress by following symptoms.
· Behavioral: refers to feeling difficulty in communication, trouble in relax or rest, poor performance in job. Increase or decrease in overall activity level.
· Physical: often feel headaches or other pains and aches, loss or gain in weight, sweating or chill, sleeping disturbances.
· Psychological/Emotional: feelings of being heroic, anxiety or fear, depression, guilt, apathy, grief.
·  Thinking: Memory disorders, slow thought process, lack of concentration, Difficulty setting priorities or making decisions.
· Social: Isolation, Blaming, Difficulty in giving or accepting support or help, inability to experience pleasure or have fun. 

VI: There are many effective ways to cope with stress. When feeling stress is necessary to have good rest and sleep well. Regular exercise. And planed work load by prioritizing important things. One must use healthy nutritious food. Sit with friend and talk about the problems one facing. Meditation is also one of the solutions to get away from stress.  It’s also recommended to have regular health check and get advice from physician. And get help from friend or family. 

2. Time management is a way to find the time for all the things we want and
Need to do. It helps us to decide which things are urgent and which can wait. Learning how to manage time, activities, and commitments can be hard. But doing so can make our lives easier, less stressful, and more meaningful. 
Poor time management can cause a lot of stress. In that case we can use to reduce stress, the “Time Management” tool can help to achieve a healthier work-live balance. 
Weekly plan: We can make weekly plan by prioritizing tasks by important, urgent and not important not urgent. We must avoid scheduling things back-to-back or trying to fit too much into one day. Or if there is something unpleasant or stressful to do, we should get it over with early. The rest of the day will be more pleasant as a result.
Setting up Goals: if there are many things or a large project is to done, we need to break project into small steps.
Delegate responsibility: if it’s home, school or on the job and there are other people who can take care of the task, we can let them take it. Let go of the desire to control or oversee every little step. In the process unnecessary stress will go.

Case study: 
i. In the case of Alison she has not practiced “Time Management”. She is lacking on following.
a. To Do List. She is not writing to do list as a result she started her assignment late when due date is on few days.
b. Goal setting: she has not set the priorities for the events that which one is important and urgent, which one is important but not urgent, not important but urgent or not important and not urgent. 
c. Managing Distractions: she fails to manage distractions as she started her assignment she received call and invitation and she accepted.
d. Procrastination: she puts off her tasks that she should focus on right that time. And as a result everything catches up with her when she fails to complere the work on time.
e. Taking on Too Much: Alison is a kind of person who has a hard time saying “no” to people. So, she has too many commitments left her plate. That eventually leads to poor performance, stress and low morality. 
f. Thriving on “Busy”: the problem is that a person like Alison kind of “addiction to busyness” rarely means that one is effective, and again it can lead to stress.

ii. Below are five strategies which Alison can use for better time management to perform the required tasks.

1. How to spend her time: when she is keeping time log that will help analyzing that where she is using her time. Which tasks require more time. Which are the time consuming tasks? She can know the time of the day when she is most productive, and analyze where most of your time is devoted job, family, personal, recreation, etc. 
2. Setting Priorities: She must realize where her activities fit into following categories. 
· Important and Urgent: The tasks must be done. Do them right away. For example assignment.
· Important but not Urgent: The tasks fall in this category decide when to do them. For example to see friends or going out. 
· Urgent but not Important: Tasks that make the most ‘noise” but when accomplished, have little or no lasting value. Like she stops doing assignment and left with her friend to visit some of their friends.
· Not Urgent and not Important: She can avoid the stuff that offer the illusion of ‘being busy.” She can do them later.
3. Use Planning Tool: One of the worst things is to jump into the workday with no clear idea about what needs to get done. That’s why she left the important notes in her work place.
4. Just Say No: The activities like attending phone calls and accepting from friend to go out and leaving important task. If there was a effective planning involved, she can determine about the activities are headed nowhere. She could decide to be with the more productive task.
5. Manage External Time Wasters: In Alison’s case time was impacted by external factors imposed by other people. She can use following tips to avoid those external wasters.
· Use voice mail and set aside time to return calls.
· Set aside times of the day for receiving calls and let others know when you are available.
· Take any necessary action immediately following the call.
· She can tell the visitors in polite way that she cannot meet with them at this time and schedule the visit for a more convenient time.
· She should avoid unnecessary meetings or if necessary has a specific purpose or agenda.



…………………………………“THE END”……………………………..
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