Assessment Procedure
Time management- CVAC027

The assessment procedure of the “Time Management’ course was done by a descriptive exam
and GD. The exam was out of 40 and GD was out of 10. Those who secured a minimum of
50% in both the exam and GD were declared passed. A sample question paper is given
below:
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Answer any four questions. Each question carries 10 marks.

1. How do you plan your work when you have multiple conflicting tasks?

2. If you are expected to report to several managers, how would you prioritize your
duties?
Describe a time when you successfully delegated tasks to your team.

4. Have you ever been overwhelmed with work? How did you handle the situation?

5. Can you describe an instance where your supervisor or manager gave you too much
work? What did you do?

6. How do you ensure team members are committed to your schedule?
4X10 =40

GROUP DISCUSSION
MARK: 10

TOPIC: Would you describe yourself as an organized person? Provide situations that
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highlight your organizational skills.
1x10=10




