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TASK
The purpose of this task is for you to develop an understanding of best ways to managing yourself as a practising or potential team or cell leader.

This task will require you to produce a questionnaire to ask colleagues and team members as to the importance of time management and its relationship to causes and symptoms of stress. From this survey, using both time and stress management techniques, you should determine those activities that create most stress and how they effect the teams production / productivity objectives and working relationships. In conclusion your report will show in an action plan how to obtain support for helping to minimise your own stress through improvements in time management or through other appropriate actions. 

Your short report may follow the following suggested format:
1. Introduction – The relationship between time and stress management
2. Strengths and weaknesses of time management 
3. Causes and symptoms of stress
4. Objective setting and achievement of team goals
5. Conclusion - action planning for stress management


In order to demonstrate your knowledge of this you need to respond to all of the questions listed below.


NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
You should plan to spend approximately 6 hours preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1500 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	
Know how to use effective personal time management to achieve team goals

56
	
· Explain the importance of effective time management (12 marks)
· Identify your strengths and weaknesses in time management  (12 marks)
· Set and prioritise personal SMART objectives to achieve team goals (20 marks)
· Describe a simple time management technique for achieving objectives (12 marks)


	
Know how to manage own stress

44
	
· Identify causes of stress and state their impact on the workplace (12 marks)
· List symptoms of stress in the workplace (8 marks)
· Describe a simple stress management technique that could help to reduce stress or its effects (16 marks)
· Identify sources of support available in the workplace or elsewhere for stress management  (8 marks)


	By submitting I confirm that this assignment is my own work
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