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STRUCTURED QUESTIONS – MANAGING YOURSELF 

Learner name
Learner registration number

	Note: In order to achieve each Learning Outcome, learners must satisfy all of the related assessment criteria by obtaining a minimum score of 50% for each criterion.  
The ‘lines/box’ below a question is for guidance purposes only. Marks are not deducted for writing more. It is perfectly acceptable for all answers to be continued on additional forms provided they are attached to the assignment when making a submission. The availability of the form electronically allows learners to expand the ‘lines/box’ as required.




KNOW HOW TO USE EFFECTIVE PERSONAL TIME MANAGEMENT TO ACHIEVE TEAM GOALS

1. Explain the importance of effective time management   (12 marks)













2. Identify your strengths and weaknesses in time management   (12 marks)



















3. Set and prioritise personal SMART objectives to achieve team goals	   (20 marks)


















4. Describe a simple time management technique for achieving objectives  	(12 marks)
	













KNOW HOW TO MANAGE OWN STRESS


5. Identify causes of stress and state their impact on the workplace	(12 marks)















6. List symptoms of stress in the workplace	(8 marks)
















7. Describe a simple stress management technique that could help to reduce stress or its effects		(16 marks)














8. Identify sources of stress management support available in the workplace or elsewhere											(8 marks)
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