Name:  ______________________________________ Date:  ___________________________

Human Relations in Organizations: FILL-IN-THE-BLANK – SESSION 7

Chapter Four: Time and Career Management

_______________ and _______________ management skills lead to better behavior, more effective human relations, higher levels of performance, and career success.

If you manage your time better, you will have more time to spend developing effective ______________________________ skills.

The term ____________________ Management refers to techniques designed to enable people to get more done in less time with better results.

The first step to successful time management is to determine current use of _____________________.  

The ______________________________ is a daily diary that tracks activities and enables a person to determine how time is used.  

Research has found that people who ________________________ are actually less efficient than those who focus on one “complex” project at a time.  

A ______________________________ is the preference given to one activity over another.

Tasks that you must get done should be placed on a ________________ List and then prioritized by ranking the order of importance.  

List the three priority determination questions:

1. ______________________________________________________________________________
2. ______________________________________________________________________________
3. ______________________________________________________________________________

Based on the answers to the three priority determination questions, a manager can:

1. ______________________________________________________________________________
2. ______________________________________________________________________________

Experts say that many people waste ______________ hours a day.

The four major parts to the time management system are:  

1. __________________________________________
2. __________________________________________
3. __________________________________________
4. __________________________________________

Take responsibility for managing your _______________________________.



Career ____________________________________ is the process of setting career objectives and determining how to accomplish them.  

Career ___________________________________ is the process of gaining skill, experience, and education to achieve career objectives.  

List the career planning model steps: 

1. __________________________________________
2. __________________________________________
3. __________________________________________
4. __________________________________________
5. __________________________________________

To obtain a good _________________, you need to develop a career plan, a resume and cover letter, conduct research, and prepare for the interview.    

Answering common interview ________________ prior to going to an interview is good preparation.

The _________________________ is given the most weight in job decisions.  

[bookmark: _GoBack]Your most important ________________________________ should be visible in your resume.

10 Tips to Help You Get Ahead (Raises and Promotions):

1. ______________________________________________________________________________
2. ______________________________________________________________________________
3. ______________________________________________________________________________
4. ______________________________________________________________________________
5. ______________________________________________________________________________
6. ______________________________________________________________________________
7. ______________________________________________________________________________
8. ______________________________________________________________________________
9. ______________________________________________________________________________
10. ______________________________________________________________________________

A career _____________________ is a sequence of job assignments that lead to more responsibility, with raises and promotions.

_________________________ occurs when the employee’s expectations are not met.  

_________________________ will affect your career in one way or another.

____________________and ___________________ play a major role in making a good first impression, because they help you get and keep the job.    

Better ___________________________ leads to more effective behavior and performance, which in turn leaves more time to improve Human Relations.
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