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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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i.)
Time management contributes to the improving of the performances of an individual, therefore time management and performance are linked with each other. The main reasons why people with good time management are performing better are:

· They get more things done 
With good time management you are able to get more things done, as you are better prepared and organized.

· They are able to do the things they want
If you have a strict planning, you can anticipate better to do things you want. 

· They have more energy for things they need to accomplish
A clear schedule/diary will plan free time in to reload and reset your brain, afterwards you will have more energy for things you need to accomplish. 

· They feel better about themselves
Due to a well organized life, you are likely to feel better about yourself.

Finally we can state, that time management is beneficial to make the job easier, employees will have better performances and will perform tasks more efficiently. Furthermore we can say that the productivity will rise with good time management, which is an advantage to reach goals within a certain time schedule.

ii.) 
The managers use appropriate skills to resolve problems, by using following steps:
· Identifying the conflict
· Planning before reacting
· Setting goals
· Take appropriate action
· Resolve the conflict
· Learning and reflecting


· iii.) 
· Problem solving is an essential skill for managers, because you will be able to do quick and efficient troubleshooting. Solving problems is important in order not to end up in a crisis and to look for continual improvement. Solution-oriented thinking gives the employees/colleagues a secure feeling and contributes to your general management skills.

iv.)
When your diary is well managed and organized it will support time management, because:
· You will see clear deadlines.
· Your daily tasks will be scheduled.
· You can prioritize tasks easier.
· You can have a better look into the future and therefore you can see where time is available for certain activities.
· You can make a long-term planning easier.
· If your diary is public in an organization, your colleagues can easily see whenever you have time for them.
 

v.)
Stress can have many symptoms, sometimes not clearly diagnosable. Underneath there is a list of the common symptoms when you are likely to be under stress:
Behavior 
· Increase or decrease in activity level/decline in  performance
· Substance use or abuse and difficulty communicating 
· Irritability, outbursts of anger, frequent arguments 
· Not be able to relax 
· ...
Physical
· Stomach problems 
· Headaches
· Visual disturbances
· Weight loss
· Sweating
· ...
Psychological
· Fear 
· Depression
· Apathy 
· ....
 
iv.)
Measures to control stress:
· Get a rest 
When you are tired, your mind is not able to work properly anymore.
Even a short regeneration will help to reset an perform better afterwards. 

· Goal setting
Make a priority list, clearly align your vision to goals of the business.

· Plan and take action
Decisions should be based on plans and appropriate action should be taken.

· Reflect and move forward
Once Stress has been dealt, you should analyze the situation and learn from it in order to perform better for the upcoming challenges. 




2.
Time management is, in part, a tool for stress reduction. Because of the following time management tools and techniques, you will be able to reduce you level of stress:

· Know how to spend your time
Keep a time log and analyze how you used your time. Evaluate (= look for the time you are the most productive, look for time killers,...) and take appropriate action to spend your time efficient. 

· Use planning tool
A planning tool can bring a great benefit to plan your time better, because you will have a better overview and a clear schedule. 

· Setting priorities
Managing your time effectively requires a distinction between what is important and what is urgent. Make a to do list and rank priorities and say no to activities which don´t fit in your schedule.   

· Delegate
Indentify tasks that others can do and search for the correct person to delegate a task. Delegation will bring a certain relief in stress situations.

· Take a break and relax
Everybody needs a time out! Exercise regularly and healthy food contributes to stay in balance. After a good rest or relaxation period you are likely to perform better. 

As a conclusion we can state that proper time management is the key to a balance between private life and work, which is fundamental for a healthy life. Without this balance, people are likely to be exposed to a high level of stress.  






Case Study

i.)
· Leaving notes at work => lack of organization
· Friends are more important than learning => can not prioritize
· Didn´t remember the assignment => lack of planning
· Phone calls during learning => cannot manage external time waster
· meeting with friends during learning time => can not schedule time properly





ii.)
Strategies for Alison:


· Know how to spend your time
Alison should keep a timelog and she should determine how she is using her time. Afterwards she should evaluate: by determining the time of the day where she was the most productive, and by analyzing where most of the time was devoted to.

· Prioritize tasks
Alison should make a "to do" list and rank the items on her “to do” list in order of priority. Furthermore she should learn to say "no" to activities which might be interesting but not fit in her basic priorities.  

· Use a planning tool
Alison should use a diary with an overview of her daily schedule. This will help her not to forget things.

· Manage external wasters
She should inform her family and friends about her studies and study times in order not to disturb her when learning. 

· Schedule your time appropriately 
Alison should make a clear daily and hourly time schedule, and she should make sure that she plans enough time for her tasks.
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