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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. 
	Please insert your completed assignment ( in word format)  here:
Q1:
1) Discuss the relationship between time management and the effective performance of individuals in an organization.
· There is a direct relationship between the effective performance of the individuals in an Organization and the time management, as the Organization overall performance is the Sum of all its individuals performance, therefore, if each employee individually had a good time management it will ensure the highest productivity every working day and therefore the organization will be performing at its max constantly, this can happen upon educating the employees how to manage their time and holding team building activities.
2) How do Managers use appropriate Skills to resolve conflicts?
· Conflicts might happen in the work environment but the effective manager who will minimize it to the minimum, and have the current operation running without interruption is the primary goal. 
· And this is through many techniques as below and also through making continuous development to the company policies to avoid the repetition of the same conflict, if conflicts arise from the same person every while this has to be dealt with differently but 
· Managers can use few of the below steps to resolve a conflict happened as:
· Stay Calm, Listen to Understand, Accentuate the Positive, State your case Tactfully, Attack the problem not the person, Avoid the blaming, Focus on the future not the past, Ask the right kind of questions, Pick your Battles, Link offers, Be Creative, Be Confident & Celebrate Agreement.
3) What is the importance of Problem-solving skills for managers?
· There are 7 steps for an effective problem solving process
1- Identify the issue.
2- Understand the issue.
3- List the possible solutions.
4- Evaluate the options.
5- Select an option or options.
6- Document the agreement.
7- Agree on contingencies, monitoring and evaluation.
· Importance of Problem Solving Skills for Managers is very high since it enables you to exert control over our environment, problem solving gives us a mechanism for identifying these things, figuring out why they are broken and determining a course of action to fix them.
· And in today’s fast moving market, solving problems effectively with using the correct resources and make sure this doesn’t affect the current operations requires a very high skill.
 
4) How does good diary management support effective time management?
· Good Diary Management of course supports effective time management, as Allowing Extra time: for meetings as example, if you have back to back meetings, always make room for extra time in between, because getting late on a meeting and if there is no enough time in between means that the whole schedule is delayed and you never know how traffic will be and so on.
· Consider the help of a third party/hiring an office executive if you couldn’t manage your diary properly.
· Good Diary Management Ensures that the day to day processes are running smoothly.
· Always keep the diary with you and always keep it the first thing to look at in the morning, and the most important, take some time to set it up. 
5) How do you know when you are stressed?
· Feeling stressed is always accompanied by being suffocated, tired and dejected.
· Feeling stressed comes when you are late behind delivery schedule to your customers, so customers keeping pushing to get their requirements, in addition to the fear that might arise because you are afraid of losing the customer or having a bad reputation, which at that time, Stress management and Time Management techniques has to be applied and after the stress is over, counter measures to not being in the same situation again must be developed and put in action.
· Some people getting stressed for them comes with having sleeping problems and for smokers might be smoking more than usual, and for others being nervous with their team or family sometimes, all of these are signs for being stressed which has to be dealt with as stress has to be managed.
6) Outline the effective measures to control stress.
· Effective Stress Management techniques are: 
Getting Rest:
As Lack of Sleeping might be reason for wrong decision making and slow problem solving, some people get stressed at work and they spend long hours at work but if you analyze their productivity it might be low relatively if they would have chosen to take a break for a nap and get some rest so they will perform better.
Goal Setting:
Setting the priorities is very important for managing the stress, no matter how many guides or research done in stress management, without knowing the goal to be reached it will be useless.
Plan and Take action:
Success isn’t achieved by accident, and no one achieved success by being lucky, you might be lucky once but not always, Planning for your target and putting the long term goals and short term goals and pursuing them, and changing the ways to achieve the goals according to the current situation (Being Flexible) is very important because market always change.
Reflect and Move Forward:
Once the current stress has been dealt with and it is over, counter measures should be taken in action to avoid being stressed in the future, so analyzing what happened and the causes of that stress and putting measures to take upon facing the same situation will lead to avoiding the stress from this specific area, this doesn’t mean stress won’t be there but at least if it came in the same form it will be dealt with easily.

Q2. Time Management is, in part, a tool for stress reduction. Discuss.

Stress that motivates us to work harder is a positive stress, which is totally different than the one making us feel suffocated, tired and dejected is negative stress, all Stress in the Mans’ life can lead for an employee to start skipping work or slacking off or performing poorly, others take this negative and switch it to positive and motive by using tactics of stress management.

The day has 24 Hours that is a fact and won’t change, therefore the question here is, Are you Utilizing the 24 Hours as it should be and getting the most benefit of your day or not?

Managing the Work Life Balance is a way of the Time Management which is a tool for Stress Reduction, as not only food is what our body and mind feed on but many things which keeps us healthy and release the stress as 
· Eating Healthy Food and at the right times.
· Exercising Regularly.
· Getting enough amount of sleep.
· Having a time of the day for self-development (Reading a new book/article)
· Having time where everything has to be switched off and time is devoted for the family.
· Use Failures as a fuel for pushing you to get up again and find out the right way (As Thomas A. Edison says, I have not failed, I’ve just found 10,000 ways that won’t work).
· Don’t let criticism affect your thoughts and absorb it and turn it to positive thinking and prove yourself by working harder.
· Have Self-Confidence that you will reach your goal.

Q3. Case Study
1) Identify and List Alison’s time management problems.
· Alison has Clear Time management problems, 
1- Starting from the date of discovering her assignment is due on Wednesday when it is Friday already.
2- Changing in plans as when she started to study and then someone called so she decided to leave the study and go, twice it happened not once.
3- Even after all delay happened, Alison should’ve set the alarm to wake up early and start early to not be in rush and running to work and arrive stressed already that she is late.
4- Alison doesn’t have any plan for her day or week or month what she wants to achieve and what is to be done to achieve this goals.
2) List 5 strategies and explain how Alison might use these to overcome her time management problems.
1- Set her Goal
Alison has to set her goal which is Succeeding in her Management Course, and this goal has small achievements to fulfil as completing the required assignments, so as soon as she received her assignment, a study plan must have been developed, on every day when she wakes up, have a look on what has to be done today and do it and mark it as done.
2- Prepare the To-Do List of the Week split daily
By Setting the to do list of the week she will know which day to do what and through that she can organize when to wake up, which day/s is for seeing friends and which day/s for seeing family, when to do sports and when to work and when to rest, also she will know if she needs her notes at home or not so she won’t forget it at work.
3- Always Allow Extra Time
· Alison should be always doing everything on the last minute, she should leave enough time after she wake up for good breakfast, and leave time to reach the bus station before the bus to avoid going to work running/walking tired and late and same as she started studying later than she should.
4- Getting enough rest
· Obviously Alison woke up late because she didn’t have enough rest during her weekend and getting enough rest is a key being productive.
5- [bookmark: _GoBack]Plan and Take Action & Reflect and Move forward
· Alison should think positively and realize before it’s too late that she still have a chance which is Monday and Tuesday evenings and face the reality that she is late and create a plan and take action, as now she is late for work already so being sad or stressed won’t help so she should start with a short plan for rest of Monday and Tuesday only to write what she will do at work and take her notes with her after work and do the assignment on Monday evening and leave Tuesday evening for Fine Tuning and reviewing for the assignment before submission maybe she will find something to be put in a better way, Alison should have confidence in herself that she will succeed and to switch the stress to positive energy to work harder, also she should put a weekly planner to not get in the same corner again.
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