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	I. Discuss the relationship between time management and the effective performance of individuals in an organization. 
There is a significant relationship between time management and job performance especially in the context of event management as event managers or organizers are constantly working to meet deadlines given by their clients and the planning process takes months in Advance to prepare. However, the short duration of planning process usually affect the job performance of event professionals or crew members. Objective approaches to time generally consider time as a uniform commodity where people view it much as they do money. The basic contrast between ``objective'' and ``subjective'' time is that the former is characterized by concrete or measurable quantities of time which people actually have to work with, and the latter is based on people's perceptions of the amounts of time available, relative to the things they have to do . Therefore, it is of the utmost important for event crew members lead by the manager heading the organizer appointed and entrusted by the client  to carry out their responsibilities to execute the tasks following up to the event. Event management companies must recognize the importance of time when creating, planning and executing any event.

II. How do managers use appropriate skills to resolve the conflicts? 
Conflict Management programs should include the basic philosophy and skills of conflict management and some form of a problem solving process (which may include formal models such as negotiation, mediation, or consensus decision-making).  There are a general set of steps that may be used by individuals in conflict to identify their positions and interests (a position is what someone wants, an interest is why someone wants it) and to work cooperatively to meet those interests.  The various stages were designed in order to assist the disputants in focusing on the problem verses the person and to find a mutually agreed upon solution.  Quality conflict management programs include extensive staff development and employee training and practice using the skills of conflict management and a problem solving process.
· Define the problem and the underlying issues
· Explain your perspective and attending to the other’s perspective
· Uncover interests or concerns rather than positions
· Brainstorm options for action
· Developing joint criteria to select options for action
· Making the decision
· Discussing the “what ifs” – what if the decision doesn’t work, what if the decision isn’t kept, what if we have a problem again
III. What is the importance of problem solving skills for managers? 
Having good strong problem solving skills can make a huge difference to your career. 
Problems are at the center of what many people do at work every day. Whether you're solving a problem for a client (internal or external), supporting those who are solving problems, or discovering new problems to solve, the problems you face can be large or small, simple or complex, and easy or difficult. 
A fundamental part of every manager's role is finding ways to solve them. So, being a confident problem solver is really important to your success. Much of that confidence comes from having a good process to use when approaching a problem. With one, you can solve problems quickly and effectively. Without one, your solutions may be ineffective, or you'll get stuck and do nothing, with sometimes painful consequences.
There are four basic steps in solving a problem:
1. Defining the problem.
2. Generating alternatives.
3. Evaluating and selecting alternatives.
4. Implementing solutions.

 
IV. How does the good diary management support effective time management? 
People use many types of tool to help them manage their time, and they use those tools for many purposes. The range includes the activities traditionally supported by personal diaries and 'to do' lists, and the co-ordination activities that shared diaries are designed to support. Electronic diaries and group scheduling systems have been used extensively Almost without exception, these have identified limitations of the current generation of tools and proposed enhancements, to the design or the way they are used, that would overcome the limitations.
Time management combines several kinds of tasks; focused attention on scheduling, group co-ordination and prospective remembering. In particular, the tasks of intention formation and prospective remembering, and identifies six activities that she terms “calendar work”:
· Temporal orientation: orienting to events (typically in the future) relative to the present.
· Scheduling: described as a satisficing task of balancing constraints and priorities.
· Tracking: recording information as an event happens, for future reference.
· Reminding: helping users remember to do both scheduled events and associated activities
(which may not be recorded).
· Note recording and archiving: to record notes associated with meetings.
· Retrieval and recall: of information previously recorded in the diary.


 
V. How do you know when you are stressed? 
Stress is the body's reaction to harmful situations -- whether they’re real or perceived. When you feel threatened, a chemical reaction occurs in your body that allows you to act in a way to prevent injury. This reaction is known as "fight-or-flight,” or the stress response. During stress response, your heart rate increases, breathing quickens, muscles tighten, and blood pressure rises. You’ve gotten ready to act. It is how you protect yourself.
Emotional symptoms of stress include:
-Becoming easily agitated, frustrated, and moody
-Feeling overwhelmed, like you are losing control or need to take control
-Having difficulty relaxing and quieting your mind
-Feeling bad about yourself (low self-esteem), lonely, worthless, and depressed 
-Avoiding others

VI. Outline the effective measures to control stress. 
 Get a Rest
No matter how brilliant you are, when you are already stressed out and tired, your mind will not be able to work properly. Worse, you can make hasty decisions, which you will surely regret for the rest of your life. Do not be too hard on yourself. You are not unbeatable.
Simply get a sleep. You will need a fresh mind and a lot of energy to completely buster the factors
Causing you stress. Besides, a complete rest is scientifically proven as an indispensable process in stress management. In the long run, if you fail to control your mind from too much thinking, you can barely get sleep. It is your body that will eventually surrender. It may lead you to physical illness that will cause you low performance. Remember, you are not born to die of stress.
Goal Setting
It is a well-settled rule that stress management is the answer to stress. But before starting with stress management, there is a need to set out your priorities first.
No matter how many 'how to deal with stress manuals' you read, they will not make sense if you do not clearly know how you can align your vision to the goals of the business. That is true because more often than not, it is us who create our own stress. When things get complicated, you get stuck in the vicious cycle of stress.
But if you come to think of it objectively, you will realize that the underlying causes of your stress are
Things that is not really important. You waste your time, effort, money, and emotions on things that are not supposed to be your problem. Until you are able to identify the root cause of your stress, all your efforts will just be trial and error solutions.
 Plan and Take Action
A verse in the “What Will Matter” poem by Michael Josephson says that “Living a life that matters
Doesn’t happen by accident. It’s not a matter of circumstance but of choice.” In business, bad things
Happen due to hasty decisions and inactions.
Therefore, decisions should be based on plans and values and on the forever changing circumstances inside and outside the workplace. Using that verse to answer our problem on how to deal with stress, the poet would like to say that we are the narrators of our own story and our choices make up our life. With that, if we can just make the right choices, we can deal with stress and other problems effortlessly.
However, choices should not be random for the purpose of having Band-Aid solutions.
A comprehensively prepared plan based on the company’s vision is needed to direct our actions towards a professional life that matters.
Reflect and Move Forward
Once the stress has been dealt with successfully, expect more of it to come. But next time, you should be able to do things better. In order to do that, a reflection is needed to analyze the circumstances and how you were able to solve it.
Reflect about the things that should be stopped and continued. Also, start making a crisis management plan as a means of preparation for the upcoming challenges. However, make the plan as flexible it can be without compromising its feasibility.

2. “Time management is, in part, a tool for stress reduction.” Discuss. 
One of the biggest stressors for many people is lack of time. Their to-do list expands, while time flies. How often have you wished for more hours in the day or heard others lament their lack of time? But you’ve got more time than you think, We all have the same 168 hours, and yet there are plenty of people who are dedicated parents and full-time employees and who get at least seven hours of sleep a night and lead fulfilling lives.
There are many ways for better time management and less stress 
1. Trash perfectionism 2. Beat procrastination 3. Set priorities 4. Work backwards 5. Keep a time log 
6. Learn to say no 7. Use time saving techniques 8. Find creative solutions 9. Multitasking vs multi-focusing 10. Work in intervals
There are only twenty four hours in a day, and it would be ridiculous to expect one to be working during every hour trying to meet their goals. It is important to realize that time management forms the key principle to goal achievement in all aspects of life.
Man needs to put aside some part in the day to tend to his personal needs, as well as the needs of the people around him like his family and friends. By managing his time well, he can make sure that those limited hours are utilized efficiently.
Mismanagement of time means more time spent running from one place to the other and lead to poor work output. The result of such trends is an unhappy feeling that leads to stress. It is vital for a person to realize the meaning of taking time off a busy schedule.
Most employees undergo the training for management of time, but ignore it as they feel it is
Unimportant. While some deny that they need time management because they don’t think that they have a problem managing time. It is evident that time management is mandatory is every aspect of life.


 Case Study

Alison’s time management problems are : she did not prioritizing her tasks on her list, she has problem to manage her time well by personal goal setting,    did not take action for her priorities which will help her  determine if a task is high-yield and high-priority, or low-value, "fill in" work. She will manage her time much better during the day if she knows the difference. she went to visit and celebrate instead of studding.
1-Know How You Spend Your Time Keeping a time log is a helpful way to determine how you are using your time. Start by recording what you are doing for 15-minute intervals for a week or two. Evaluate the results. Ask if you did everything that was needed; determine which tasks require the most time; determine the time of day when you are most productive; and analyze where most of your time is devoted – job, family, personal, recreation, etc. Identifying your most time-consuming tasks and determining whether you are investing your time in the most important activities can help you to determine a course of action. In addition, having a good sense of the amount of time required for routine tasks can help you be more realistic in planning and estimating how much time is available for other.
2. Set Priorities: urgent and important must be done, Covey et.al. Suggests that we spend less time on activities that are not important (regardless of their urgency) in order to gain time to focus on activities that are not urgent but important. Focusing on these important activities allows you to gain greater control over your time and possibly reduce the number of important tasks that do become urgent. Managing your time effectively requires a distinction between what is important and what is urgent (MacKenzie, 1990). Experts agree that the most important tasks usually aren’t the most urgent tasks. However, we tend to let the urgent dominate our lives. Covey, Merrill, and Merrill (1994) categorize our activities into four quadrants in their Time Management Matrix: urgent, not urgent, important and not important. While activities
3. Use a Planning Tool
Your mind to focus on your priorities. Auditory learners may prefer to dictate their thoughts instead. The key is to find one planning tool that works for you and use that tool consistently. Some reminders when using a planning tool are: • Always record your information on the tool itself. Jotting notes elsewhere that have to be transferred later is inefficient. • Review your planning tool daily. • Carry your planning tool with you. • Remember to keep a list of your priorities in your planning tool and refer to it often. • Synchronize electronic planners with your computer and recharge the batteries in your planner on a regular basis. • Keep a back-up system. Time management experts recommend using a personal planning tool to improve your productivity. Examples of personal planning tools include electronic planners, pocket diaries, calendars, computer programs, wall charts, index cards and notebooks. Writing down your tasks, schedules, and memory joggers can free
4. Get Organized Most people find that disorganization results in poor time management. Professional organizers recommend that you first get rid of the clutter. A frequently used method is to set up three boxes (or corners of a room) labeled “Keep” – “Give Away” – “Toss.” Separate the clutter by sorting items into these boxes. Immediately discard items in your “Toss” box. Your “Give Away” box may include items you want to sell, delegate, or discontinue so find a method to eliminate these items such as a yard sale, charitable donation, or gifts to friends or family members outside your home. With the clutter gone, the next step is to implement a system that allows you to handle information (e.g., tasks, papers, e-mail, etc.) less, only once, when possible.
-5. Schedule Your Time Appropriately 
Even the busiest people find time for what they want to do and feel is important. Scheduling is not just recording what you have to do (e.g., meetings and appointments), it is also making a time commitment to the things you want to do. Good scheduling requires that you know yourself. Using your time log, you should have determined those times during the day when you are most productive and alert. Plan your most challenging tasks for when you have the most energy. Block out time for your high priority activities first and protect that time from interruptions.
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