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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. 
	

Assessment 7

Q. 1: Give answers to the following questions:
i. Discuss the relationship between time management and the effective performance of individuals in an organistaion.
Time  management is a process of planning and exercising control over the amount of time spent on activities. This in turn helps to increase effectiveness, efficiency and productivity. 

ii. How do managers use appropriate skills to resolve conflicts?
Some of the behaviors that demonstrate strong teamwork skills and help resolve workplace conflict include, focusing on shared goals instead of disagreements. Ensuring each member of the team has a clearly defined role, which can help reduce disagreements over areas of responsibility.
 
iii. What is the importance of problem solving for managers ?
Problem solving skills refers to our ability to solve problems in an effective and timely manner without any impediments. It involves being able to identify and define the problem, generating alternative solutions, evaluating and selecting the best alternative, and implementing the selected solution, it is when a manager does not act like the complete support for their employees. Also, being able to problem solve and get to the direct route of issues quickly and effectively is another key factor needed of managers.

iv: How does good diary management support effective time management?
Ensuring that day to day processes are running effectively and smoothly is crucial to every company. Diary management is In place to support time management  of a day, this  may be the company's calls, appointments and meeting schedules, plus planning time for meeting preparation etc.
 
V. How do you know when you are stressed ?
Stress is a physical or psychological stimulus that can produce mental tension or physiological reactions that may lead to illness. You know you are stressed when Your heart pounds faster, muscles tighten, blood pressure rises, breath quickens, and your senses become sharper.

Vi. Outline the effective measures to control stress.
Get some sleep, then stress management is the key to handling stress. Plan, reflect, move forward.

2: Time management is, in part, a tool for stress reduction. Discuss.
By creating a clear plan for work and a timeline with important milestones, this can minimise the effects of stress that come with working in business and on projects. There will be ups and downs on the path to completion, but with milestones in place, this means you can check your progress against them. The ability to monitor your progress means you will stay much calmer throughout the project's course. Being able to do your work at a steady pace rather than rushing through will also increase your confidence in your abilities.
When you manage your time properly, you won't stress over getting enough sleep or taking a day or two off a project to unwind. You can complete your work, enjoy your personal life, and still get a full night's rest every night without stressing.
Then when you are working on these tasks, your mind is still on the project. By using time management to chunk and prioritise your tasks, you can dispel any feelings of overwhelm, regardless of the size of the project or task. 
Mastering time management skills will allow you to maintain a healthy work-life balance. Knowing you're in control will reduce the amount of unhealthy stress you feel, regardless of what requests, demands and distractions you have to face.
It helps to ensure that you enjoy your life more, as you complete tasks that matter, when they matter. 
By managing your time well from the onset, you can also reduce common signs of stress, including constant irritability, chronic fatigue, having difficulty concentrating, and forgetfulness. One of the first things to be sacrificed when people start to feel that they simply don't have enough time, is a good health regime. Whatever physical activity you usually undertake, it does have minimum time requirements that include the activity itself, and preparing for it, and after.
If you sacrifice the time that you spend on physical activity, so you lose all the health benefits that go along with a regular exercise regime.
By finding the time (and the commitment) to exercise, you're ensuring that you do maintain those health benefits that come with exercise. In addition, it has also been found that cardiovascular exercise does help falling asleep, so you are able to get more and better rest too. And since that has benefits of its own, this then has a compounded effect.
For sure, stress is a common occurrence in today's workplace and, with our ever-increasing workloads, 
But there's still hope and it starts with better organisation of our work and life.
[bookmark: _GoBack]Let's face it, we'll always have a great number of things to do, and there will never be enough time and energy to do them all. But when you learn how to use time management skills to simplify your life, you'll find freedom.


3: Case Study:
Identify and list Alison’s time management problems.
Alison left her notes at work.
She went to see friends rather than continuing to read the text book.
She did not do the work on Saturday when she had the chance.
She didn’t look again at the work until Sunday afternoon and then didn’t understand some of the text book and still didn’t have her notes, she left a voicemail for her tutor.
She decided to rush the assignment Monday and Tuesday evening.

List five strategies and explain how Alison might use these to overcome her time management problems.
1 they would need to go to work and get the notes and use them to help write it.
2 stay home and read the text book and then if doesn’t understand can call tutor earlier on the Saturday.
3 spend Sunday morning after church and afternoon on assignment, visit aunt that evening after doing the assignment.
4. Set alarm Monday, so woken up fresh and not hurried, meaning that Monday night can be used to write more and finish it.
5. Spend Tuesday to read over assignment and ensure all okay, and submit it Tuesday ready for the Wednesday deadline.
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