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Assessment 10: Managing your time

(The reference in brackets at the end of each questions refers to the assessment criteria for this unit and is for your assessor’s use.)

1. a) Describe the importance of time management. (13.1.1)



b) Describe the benefits of effective time management.


c) List three potential consequences of poor time management. (13.1.1)

i)

ii)

iii)






2. Describe give techniques that are available to manage time. (13.1.2)

a)
b)
c)
d)
e)






3. Plan a piece of work or learning that will involve effective time management. Present the plan below showing time goals or ‘milestones’ and other techniques you will use to manage your time effectively. (13.2.1)













4. a) Write a report in which you review your progress against the timed goals or ‘milestones’ that you identified in your plan, assessing how successfully you have managed your time. (13.2.2)














4. b) Based on your review, identify any aspects of your time management skills that require further development and say what actions you could take to develop these.













5. Describe the circumstances in which you would recognise that you need support with your time management and in each case say who you would ask for support. (13.2.3)
	Circumstances where support is needed
	Who to ask for support

	




























	




6. Describe how you would work with an appropriate person to review your time management skills. (13.2.3)











	
Well done!
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