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1.	What is meant by coaching?
Coaching is the interpersonal process that mangers or supervisors use to help employees reach their highest performance. Coaching usually begins when an employee is hired into an organization. Coaching employees is significant to an organization that wants to grow as it reinforces objectives, sets standards for employees, and set priorities. The primary purpose of coaching is employee performance (Burrows 1). Through continuous coaching, a manager can help an employee become competent and efficient at the workplace. Since the workplace is made up of diverse people, the manager or supervisor must examine every individual to figure out their needs, goals, capabilities, and attitudes. The manager must then focus the coaching around the employee’s needs. More coaching time is spent on employees who are likely to move up in an organization.
1b.	of the four major coaching functions--tutoring, mentoring, confronting/challenging, and counseling--which do you feel is most difficult?  Why? 
 Of the four coaching functions, I feel that confronting/challenging is the most challenging function. This is because this function relates to the standards of the organization (Burrows 3). The manager or supervisor must set some standards then compare these standards with the performance of an employee. If the employee does not meet the set standards, then the supervisor or manager must confront him or her. The manager must then encourage the employee to meet the set standards. Again, if the employee meets these standards then, the manager or supervisor should push them to do much better since they have the potential. This function becomes complicated when a coach who is good at his or her work encounter some difficulties. In such a case, it becomes difficult for such a coach to encourage his or her employees. Performance is a sensitive subject as every employee wants to meet the standards of the organization, but this can, at times, become difficult.
[bookmark: _GoBack]2. What is an “I” message? Why is it an effective way to confront someone’s behavior? Give an example.
An I message is a way of taking responsibilities of your action, beliefs without blaming anyone (Burrows 3). It is effective when confronting a person’s behavior as the person will focus on his or her actions without blaming others. For example when a person fails to submit a report on time; he or she cannot blame other. It was his or her responsibility to submit the report but he failed to do so.
3.	Describe the following coaching skills and give an example of each:
Attending is an illustration of concentration or non-verbal behavior that shows you are listening to what is being said. An example of attending is when you clap when an important point is mentioned. Another example is when you nod when the coach is speaking meaning you agree with what he or she is saying.
Affirming is when a manager or supervisor speaks to his or her employee about his values, strengths, achievements, and other positive factors (Burrows 3). An example of affirming is when a supervisor congratulates an employee for exceeding the monthly sales target.
Resourcing is done by providing information, advice, or assistance. Example of resourcing is when an employee does not understand a procedure, and the supervisor offers to help him or her.
Reviewing takes place at the end of the coaching session (Burrows, 3). An example of reviewing is when a supervisor gives an employee his or her progress report. A progress report summarizes an employee's achieved goals and what he should have achieved during the next session.
4.	To what extent should a supervisor counsel an employee about the employee's personal problems?
It depends on whether the personal problem affects the employee’s job performance. If the problem affects the employee's job performance, then it has to be addressed. Again, supervisors should be careful about how they address personal issues as this can embarrass an employee. Coaches must address any problem they observe with an employee as failure to it could reflect poorly on their side (Amaresan 2).
5.	Identify the five conflict management styles and describe when each one would be appropriate.
Accommodating is when a person forsakes his needs for others (Amaresan 2). It can be used when a person wants to keep peace and when you care less about the issue than you care for the people.
Avoiding is when a person evades the conflict (Amaresan 2). Each time it comes up, you find a way to postpone it. It can be used when the issue is trivial or when you do not have time for the problem. 
Compromising is a style where the solution is least pleasing for all parties (Amaresan 2). It is when a party wins at one thing but loses at another. It can be used when a deadline for the solution is approaching, and when a temporary solution is needed for the issue.
Collaborating is a style where a person attempts to come up with a solution that will please everyone (Amaresan 2). Here a win-win situation is found. It is used when the relationship between parties is important or when the final solution is too vital for anyone to be displeased.
Competing is a style where a person refuses to see other perspectives and only wants their way (Amaresan 2). Here the conclusion is a win-lose situation. It can be used when one group has a stronger argument, and another group's argument does not make sense. 
6.	Discuss what is involved in principled negotiation. How does it differ from hard or soft negotiation?
Principled negotiation is a negotiation which focuses on conflict resolution and management. The agenda of the principled negotiation is to come up with a win-win solution (Shonk 1). It differs from hard negotiation as in hard negotiation; the participants demand concessions and insist on their position. In principled negotiation, the participants are problem solvers. Principled negotiators are open to reason and focus on interest. Again, principled negotiation differs from soft negotiation as soft participants try to win a contest and are soft on the people and the problem. On the other hand, principled participants focus on solving the problem, unlike soft negotiators who try to come up with options for mutual gain.
7.	What are the major causes of stress on the job?
There are various causes of stress on the job. Some of the common causes of stress are excessive workload, unrealistic deadlines, change in the organization, ineffective management, change in duties, and long hours of work (Hussung, 1). An organization should ensure that employees are not stressed as stress can result in inefficient workers.
8.	What are the major causes of stress off the job?
Some of the causes of stress off the job are health problems, financial problems, and family problems. Health problems are caused by overworking and lack of exercise. Family problems include broken relationships which can be the result of long hours at work (Hussung, 1).
9.	What can a supervisor do to prevent stress in his or her unit?
A supervisor can prevent stress in his unit by encouraging his employees. Sometimes employees need encouragement to move on. Recognition is another way to reduce stress. A supervisor should recognize and reward workers with exemplary work (Clarke 1). A supervisor should also give clear goals and reasonable goals. Miscommunication can cause stress in the workplace, and so the supervisor should ensure he or she communicates effectively and gives clear goals. Again, a supervisor can encourage his or her employees to exercise as a way of reducing stress (Clarke 1). 
10.	Why and how can time management help with stress and the achievement of effective results?
Time management is the first step to reduce stress and maintain and work-life balance (Andrews 1). Time management allows a person to always be in control since the person can beat deadlines and take care of other requests. Time management allows a person to get enough rest (Andrews 1). One of the reasons why people are never well rested is because they cannot manage their time. People who cannot manage their time will never have enough rest as they are always behind. Time management allows a person to have enough rest. Time management prevents a person from feeling overwhelmed (Andrews 1). When a person has a big project coming up, it is inevitable to feel overwhelmed; but with excellent time management skills, a person will feel less overwhelmed. Time management is a skill which every person needs to possess. Time management assists a person in achieving all his or her goals as he or she will always be ahead. Organizations should train their employees on time management. Time management will lead to healthier, well-rested, and efficient employees.
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