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Grasp Tips for Improving
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Grasp Tips for Improving
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in Future Work
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A Dialogue Between Mother and
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Thank You for Your Kind Advice

Visit the Pet Shop

Love Has No Colour

| Went to Beijing Wildlife Park
Are You an Animal Lover?

Technology Has Changed Every
Aspect of Our Lives

3D Printing Technology

Are You Interested in Beijing Opera?
Our Country’s Space Industry Has

Achieved Great Progress

Is Work Ethic Something Important to
You?
It's About Work Ethics

Surely You Will Be Successful in Life
It Must Be Worth Your While
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After learning this unit, you’ll be able to:
e express opinions about good time management
e grasp tips for improving study efficiency

e fill a course application form

e know something about the Pareto Principle
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* Warming=up

Discuss with your partner the following pictures and tell how you

understand them.

: Schedule

To Do List

7

‘. Monday - Friday
z 8:30 - 18:00

¢ Saturday

5' 8:30 - 13:30

C D

* Listening andiSpeaking

Dialogue 1 I’m Worrying About My Exams

I. Listen and decide whether the following statements are true (T) or
false (F).

(] 1. Suzy will take some exams soon.

[] 2. Suzy made some preparations for the exam.

L] 3. Suzy has been busying reading a book recently.

[] 4. Rick advises Suzy to set up a schedule for daily activities firstly.
[] 5. Rick thinks important things should be done first.



Unit 1 Time Management

1 I

II. Listen again and fill in the blanks.

A. I could not realize the importance of time and I have wasted a lot.
B. Can you give me some advice on time management?

C. That is really a great idea.

D. Why haven’t you prepared for the exams?

E. You must make a timetable for study.

)

Rick:
Suzy:

Rick:
Suzy:

Rick:

Suzy:

Rick:

Suzy:
Rick:

Suzy:
Rick:

Hello, Suzy! How are you?

Not very good. I'm worrying about my exams. They will begin soon
but I am not well-prepared.

1.

I could not find time to prepare. I have been busy with my sports
training and in writing my book.

Oh! You must manage time for your studies.

2. [ am
worried how I would study all the courses in this short period of
time.

3. Set up

your priorities and assign some time to them. Just select important
content and prepare it well.
4.

The first thing is to set up a schedule for your daily activities. Try to

do all those in the assigned time period.

That is the only way you can get the @

things well going on. 7 Bb Y
OK. T will try to do this. ~ "
Also, give time to all activities according D§

to their importance. For example, now
your studies are your top priority, so

assign more time to it. Skip the activities that are of little importance.

: Oh! 5. |

hope I can do something to get through the exams.




Rick: Best of luck with your exams. I have to go now.
Suzy: Thank you, Rick. Goodbye.
III. Discuss.

1. How do you organize your day?

2. Do you usually have enough time in the day to get everything done?
3. How important is it to plan your time well when studying?

4. What are the consequences of not planning our time carefully?

5. What are the benefits of planning our time well?

You May Use:
Words Sentences
wisely I make my timetable or schedule.
productive I often make a list.
timely I write my work and activities in
make the most of my calendar.
plan out It helps to improve my efficiency.

It helps me reach my goal.

Dialogue 2 What Is the Point of This Story?

I. Listen and choose.

1. What are the two speakers talking about?

A. Health. B. A job. C. A story.
2. Which is NOT mentioned in the dialogue?
A. Rocks. B. Water. C. Sand.

3. According to the dialogue, which is less important?
A. The house.  B. The family. C. Children.
4. Which is TRUE according to the dialogue?
A. Everything in life is important.
B. We should do important things first.
C. We should do everything well.
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II. Listen again and fill in the blanks.

{ point scale important life  partners matter jar  stuff }

Cindy: Have you heard the story about rocks, pebbles and sand?

Edwin: No. What is it?

Cindy: The story says rocks are the important things, like family,

, health, children, etc.

Edwin: What about the pebbles?

Cindy: The pebbles are the other things in life that , but on a
smaller , like your job, your house, your car, etc.

Edwin: And the sand?

Cindy: The sand is everything else—the small

Edwin: What is the of this story?

Cindy: If you put the sand or the pebbles into a first,
there is no room for the
rocks. The same goes for
your

Edwin: T got it. We should pay
attention to the things that

are in our life.
If I spend all the time on the unimportant things, I will never have
room for the things that are important.
IIl. Discuss.
Discuss with your partner which activity is more important and how much

time should be distributed.

You May Use:

urgent, not urgent, important, not important

... Should be done earlier and ... can be done a little later.




% Reading

Text A

Time Management Skills
Time management is the skill of organizing our tasks and

objectives into a schedule. It helps us complete our tasks and
achieve our objectives on time. Everyone is running short of
time as there are plenty of tasks to do and complete, in which
case time management comes to the rescue for us and our daily
goals, by which we manage our tasks, prioritize them, and accomplish them by
working smarter and not harder.
Time management plays a very important role not only in organizations but

also in our personal lives.

u! )

Plan our day well in advance. Prepare a To Do List. Important things

should come on top followed by those that don’t need our attention right now.
Complete these tasks one by one. Tick the ones we have already completed.

Make sure we finish the task within the specified time.

2 J

Working or studying without goals and targets would be similar to a

situation where the captain of the ship loses his way in the sea. Yes, we would
be lost. Set targets for ourselves and make sure they are realistic ones and

achievable.

= J

Communication is an important skill for time management. Communicating

with our classmates or co-workers enables us to manage stress or effectively
delegate tasks. Besides, being in constant and open communication can prevent

conflict and consequently improve the efficiency.
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EXxercises

I. Read the passage and match appropriate subheadings to
paragraphs.

A. Setting Goals and Objectives
B. Effective Planning

C. Openly Communicating

II. Read again and choose the best answer.

1. What is good time management?
A. Doing more work in less time.
B. Doing work in more time.
C. Doing less work smarter.
D. Doing work harder.
2. What kind of things should be done first?

A. Relaxing things. B. Important things.

C. Not important things. D. Stressful things.
3. Working or studying without goals would make us

A. lazy B. satisfied

C. happy D. lost

4. Why is communication an important skill for time management?
A. Tt can help us manage stress and improve the efficiency.
B. It can prevent conflict and promote friendship.
C. It can make our goals realistic and achievable.
D. It can make us work smarter and harder.
5. How many suggestions are mentioned in the passage?
A. One. B. Two.
C. Three. D. None.

Text B

How to Learn More Effectively

Knowing the most effective learning ways can help you maximize your




efforts in learning new knowledge and skills. If you are like many people, your
time is limited and it is important to get the most educational value from the
time you have.

Knowing how to learn well is not something that happens overnight, but
putting a few of these learning techniques into daily practice can help you get
more out of your study time.

One way to become a more effective learner is to simply keep learning new
things. Research has found that the brain can produce new brain cells. However,
many of these cells will finally die unless a person engages in some types of
effortful learning. So, if you are learning a new language, it is important to keep
practicing it.

Another one is to focus on learning in more than one way. This might
include describing what you learned to a friend, taking notes, or drawing a
mind map. By learning in more than one way, you’re further remembering the
knowledge in your mind. For example, if you are learning a new language, try
varying techniques such as listening to dialogues, reading written passages,
practicing with a friend, and writing down your own notes.

Educators have long noted that one of the best ways to learn is to teach it
to someone else. Translate the information into your own words. This process
helps to consolidate new knowledge in your brain. Find some ways to share
what you have learned.

If you are trying to acquire a new skill or ability, focus on gaining practical
experience. For many students, learning mainly includes reading textbooks,
attending lectures, or doing research in the library or online. These are indeed
important. But putting new knowledge and skills into practice can be more

effective. If it is a sport or athletic skill, perform the activity on a regular basis.
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EXxercises

I. Read and decide whether the following statements are true (T) or
false (F).
(] 1. It is very quick to know how to study well.
[] 2. The brain can produce new brain cells when we learn new things.
[] 3. If you are learning a new language, trying different ways to learn
can help you a lot.
(] 4. We should only pay attention to practice rather than textbooks.
[] 5. One of the best ways to learn is to teach it to someone else.

II. Read again and complete the mind map.

If we are learning a new
~— Keep Learning New Things ——> language, it is important to
L.

Through a variety of learning

L > 2 _, methods, we can further
How to 2
Learn More
Effectively Translate the information into

—> Teach What You Are Learning —> our own words. This process helps

to 4.

Putting new knowledge and

‘—— Gain Practical Experience =~ —> skills into practice can be more

S.
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(could). may (might). must, need. ought to. dare (dared). shall (should),
will (would). have to (had to). F& have to #F, &8I BA AFRFIELHY

AZAE
Exercises

I. Circle the correct modal verbs and then write them in the blank

space.
1. She doesn’t (have to/must) wash the dishes now. I’ll do it
later.
2. My brother (has to/doesn’t have to) wear a tie at his work. He
is a lawyer.
3. My sister didn’t go swimming yesterday. She (might/can) be
sick.
4. We (shouldn’t/mustn’t) have parked our car here. Now we

don’t know where it is.
5. 1 am so happy you did very well on the exam. You (must/
should) have studied a lot.
II. Choose the best answer for each of the following items.

1. You worry about him. He can take good care of himself.
A. needn’t
B. don’t need
C. didn’t need
D. haven’t to

2. This chest of drawers is very old. It at least 200 years old.
A. must be made B. must be
C.can’t be D. will have be
3. I'love your cooking! I have a second piece of your cake?
A. Will B. Should
C. May D. Do
4. —My daughter got a silver medal in the last race.
—You really proud of her!
A. can’t be B. have to be
C. could be D. must be
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5. —This shopping bag is too heavy.

—Don’t worry. | help you.
A. will B. must C. have to D. need
6. I think you look into the matter carefully before making a
decision.
A. shall B. ought to
C. would D. shouldn’t
7. It’s quite warm outside so you put on a coat.
A.can’t B. mustn’t
C. needn’t D. may
8. According to the weather report it rain today, but I’'m not so

sure about it.

A. can B. must
C. shall D. might

9.1 like to go to the cinema with you this weekend. How about
it?
A. shall B. should
C. would D. may

10. she risk staying where she was? That place is too dangerous.

A. Can B. Dare C. Must D. Need
% Writing

Course Application Form ( iRF2HiE%k )
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Sample
English Course Application Form
Applicant Details
Name: Zhao Wen Gender: Female
Telephone: 189****5678 E-mail: zhaowen123@***.com

Address: 15 West Fourth Ring North Road, Haidian District, Beijing

Course Details

Course Title: Practical English Location: 80 Jianguo Road,
Writing Chaoyang District, Beijing
Start Date: July 20 Price: 60 yuan per class

Educational Background
Academic Qualifications: Second year of secondary vocational school
Name of Institution: ****Secondary Vocational School

Major: E-business

Language Ability
ltems Poor Acceptable Very Good
Spoken Vv
Understanding Vv
Writing Vv

The Purpose(s) of Learning the Course
[ ] Make new friends

h/ Gain language skills

[ ] Improve confidence

h/ Further study

[] Study abroad

Other:
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Exercise

ProProfs offers free professionally created online courses on topics
like HR, customer service, employee education and more. Read the
course information and complete the course application form.

a N

Online Training Courses

Course Title: Time Management Training Course
Course Purpose: Expert tips for managing time more effectively.
Without proper time management, it is common to feel frustrated.
Without wise use of time, you’d be always racing against time to
complete tasks. It can negatively impact your efficiency and productivity.
This course is designed to help you improve your time management
skills and increase your productivity. Learn how to prioritize your tasks
better and accomplish your goals faster.
Course Outline:
Manage Your Productivity Manage Your Priorities
Manage Your Schedule

Teacher: David Thirumur

Class Time: 24/7 support

Course Application Form

Personal Information

Name: Gender:

Telephone: E-mail:

Address:

Have you attended similar courses before? Yes [ ] No []

Personal Expectations

[ ] improve the efficiency of learning []

]

Equipment used in class
[ ] Computer [] Tablet ] Smartphone

Teacher: David Thirumur
The time you might be in class




The Pareto Principle

The Pareto Principle, also known as the 80-20 rule, is a concept
that many have adopted for their life and time management. It is the
idea that 20% of the effort, or input, leads to 80% of the results or
output. The point of this principle is to recognize that most things in
life are not distributed evenly.

The key to the Pareto Principle is to identify that around 20% of
one’s actions on the most productive tasks lead to the most success.
This principle requires and enables us to figure the few important
things that are happening and ignore the mass of unimportant things.

Essentially, if we spend a short amount of time on things that
are really important, this will have greater effects than focusing on as
many things as possible.

The Pareto Principle is a concept that has shown to be
powerful when applied to many areas of life, including in business,
relationships, learning, and marketing, to name a few. For example, in
any retail organization, the Pareto Principle states that 80% of the sales

will be accounted for by 20% of the customers.
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% - New,Words

accomplish /o'kamplif/ V. SERL, SEER

assign /o'sam/ v. UK, fAE

basis /'bersts/ n. J53; B

consolidate /kon'splidert/ . L, s

constant /konstont/ adi. RS

co-worker /kauwaka(r) . FlE; S1E&

delegate /'deligat/ v. ZIR

efficiency /1'fifnsi/ n. &

indeed /m'di:d/ adv. S, HIHA

matter /'mata(r)/ n. I, AR

maximize /'mezksmmaiz/ v g R KRR &
KPR 1A FH

point /pomt/ n. Bomd; By, SR

prioritize /prar'protaiz/ . A% (AbE)

priority /prar'prati/ n. e, REERS

regular ['regjala(r)/ adj.  BUER), EHEE

rescue ['reskju:/ n. P3€

scale /skerl/ n. S, G

schedule /fedjul/ n. el

specify ['spesifar/ v PAHfMTE

stuff /staf/ n. M, K




V. HE, AXR
vary ['veori/ v, (ff) A, (ff) 2
M2

* Phrasesiand!Expressions

daily activities H W% 5h

engage in T

focus on g7

run short of Hh=

set up ZHE

top priority N TS TR
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