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Diploma in Business Administration Unit 7 Assessment

1.1 Time management is the process of of planning and exercising conscious control over the amount of time spent on specific activities. Good time management allow a worker within an organisation to be more productive as their time is spent efficiently. Tasks can be performed in an organised and timely fashion making sure that noting is missed and deadlines can be met. 
1.2 Managers can resolve conflict using stress management skills, remaining calm and trying to see an issue from all perspectives. Conflicts can be reduced or eliminated by setting clear goals and objectives that all staff can buy into and work to a common goal. The key to resolving conflict is to identify it early and eliminate it before it escalates. 
1.3 The ability to problem solve is effectively what makes a manager a manager. Problem solving is in essence the ability to identify a solution to a set task, this is done by planning, coordination, communication and leadership. All key traits of a good manager. 
1.4 Good diary management has a direct link to good time management. Diarising events allows you to dedicate undivided time and attention to a task, it also avoids conflict of scheduling and distraction. Diarising an event also allows you to see it and plan for it as well as identifying any dependencies for this task and making sure that they are complete before hand or scheduled for afterwards. 
1.5 There are many signs and symptoms of stress. They can be cognitive, emotional, physical or behavioural. These include memory problems, inability to concentrate, poor judgement, anxiety, irritability, dizziness, nervous habits and eating more or less. 
1.6 Effective measures to control stress are to get rest, make sure you are physically in shape to tackle the causes of your stress. Set goals by identifying the problem and make clear aims for yourself. Plan and take action, once you have your goals make a plan on how to achieve them. Then finally reflect and move forward, identify the lessons learned from your experience and see how you can better yourself from it. 

Case Study

1. Alison appears to have very little or no time management going on in her life. Any plans she does make seem to be fluid and not kept, she is spontaneous especially with regards to her social life. Social life also takes priority for her over her work. 
2. 5 strategies that Alison could use to better mange her time are:
· Prioritise
· Keep a diary
· Schedule time appropriately
· Avoid multitasking
· Get organized

Alison would benefit from any combination of the above. She could identify a suitable time to get her work done, and planning for this time means she would most likely not have left her notes. The work has a deadline which she is aware of so it must take priority over some things. Social life is also important but she must learn where to draw the line. In life things do change and unforeseen circumstances and events happen, by being more organised she can identify a time and a place to keep a happy balance between work and social life whilst also being productive. 
image1.png
ﬁ
o R




