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“/"Et\” Time Management
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I. Vocabulary.

A. Fill in the blanks according to Chinese.

1. If we work together, I think we can (3#) our dream in the near
future.

2. He missed the whole (FE 5) of my speech.

3. We drew this conclusion on the (il of experiments.

4. Many years ago, a ([F]5¥) and 1 were sent to Hainan to finish a
project.

5. There are many ways to increase study &SN

B. Fill in the blanks with the proper form of the words.

1. All the students (assign) to suitable jobs.

2. My sister kept her promise to visit her teacher (regular).

3. Many parents burst into tears when a (rescue) carried a little girl
out of the fire.

4. I’ve got quite a lot of (stuff) to read.

5. The prices of some things (vary) with the season.

C. Select the Chinese option that matches the meaning of the underlined
English word.

1. That’s a very good answer indeed.
A BSE B. &
C. % D. B4R
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2. I’ll maximize this opportunity to learn as much as I can and make as many

Chinese friends as I can.

A. /ME B. L% IE
C. JLI&T s D. £ HIH]
3. This is the key and should be given top priority.
A ARGCLEAE B. {5l
C. fift ke D. 5 &
4. These products are being manufactured on a large scale.
A ZJE B. KF; FF
C. Hi D. H

5. A study schedule is a time-management plan that will help you achieve your

learning goals.

A. 3% B. 1%
C. JEJE D. N%&

I1. Usage of words and grammar.

1. She is now engaged in letters.
A. writing B. write
C. to write D. wrote
2. His eyes slowly began to that small dark ball.
A. rely on B. depend on
C. work on D. focus on
3. I can set a tour next week.
A. down B. up
C.in D. out
4. Carole, what’s the ? You don’t seem happy.
A. event B. point
C. matter D. task
5. The rules that calculators may not be used in the examination.
A. say B. argue
C.go D. specify
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. —May I smoke here?

—No, you . Smoking is forbidden in this train.
A. couldn’t B. mustn’t
C. needn’t D. don’t have to

. —You must be looking forward to your trip to Beijing.

—VYes. | wait any longer.
A. can’t B. mustn’t
C. needn’t D. shouldn’t

.— 1 called you yesterday evening. A boy answered, but I didn’t recognize the

voice.
—Oh, it my younger brother. He was in my room at that moment.
A. should be B. could be
C. must be D. may be
. It has been announced that all the students put on masks before

going to school in case they are infected with virus.

A. will B. need
C. shall D. may
—Must I do the homework now?
—No, you . You may have supper first.
A. may not B. needn’t
C. mustn’t D. can’t
Helen her mother about her failure in the exam.
A. dares not tell B. dares not telling
C. dare not tell D. dares not to tell
—Would you go out for a walk with me?
—No, | . ’'ll make a study plan for next term.
A. wouldn’t B. shall not
C.can’t D. won’t
It’s ten o’clock, so they have reached the station.
A. will B. should
C. ought to D. have to
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14. In our school, students wear a uniform.
A. will B. dare
C. may D. have to
15. He is unhappy. Something bad
A. will happen B. could have happened
C. should have happened D. need have happened

I11. Situational dialogue.

1

.— find it difficult to remember the new words in English. Can you give me

some suggestions?
A. Of course. Try to remember new words in groups.
B. I also think it’s hard to remember new words.
C. No problem. It may help you a lot.
D. Sure. Oral English is very important.

. —Thank you very much for your advice in managing time.
A. That’s right. B. What’s the matter?
C. You are welcome. D. I really appreciate it.

. —Will you please take a look at my plan?

A. Tt doesn’t matter. B. Sure, I'll be glad to.
C. Yes, I'll take. D. I can help you.
. —D’m thinking the test tomorrow. I’'m a little nervous.
A. Go ahead! B. Good luck!
C. No problem! D. Cheer up!
.—Don’t try to do everything at once.
—Take it a bit
A. at times B. at that time
C. at all times D. at a time




"\‘ /\3
Unit€@) Time Management C\k(g)
I'V. Translation.
A. Translate the following sentences into Chinese.

1. Working without goals would be similar to a situation where the captain of

the ship loses his way in the sea.

2. Educators have long noted that one of the best ways to learn is to teach it to

someone else.

3. If I spend all the time on the unimportant things, I will never have room for

the important things.

B. Complete the English sentences according to Chinese.
1. 3K L0 AR ik AT DL AT H s 30

These apps can also record their
2. FAT B PASE 1o /RS KAEK—LEng?

We’re butter. Can you buy some today?

RENIIR Tt

I. Complete the conversation.

A. It’s my pleasure.
B. What’s his trouble?
C. How can you manage your time?

D. Thank you very much for your advice.

E. He is poor in studying English.

F. How is your son getting along with his study?

G. He has great difficulty in managing time.
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I1.

A:l.

B: Too bad, I’'m afraid.

A: 2.

B: 3. He doesn’t do things very efficiently.

A: Well, if he does things according to their importance, that’ll be much better.
B: 4.

A:S.
Close.

It seems like the more we work, the more we can manage. 1 , 1
believed in it since I was at college. But when I 2 my small business
on gifts delivery I realized that this statement is far from the truth.

Once there was an emergency we failed to 3 . The flowers that
were ordered for the wedding could not be 4 to the wedding site

on time. Someone just misspelled the location. When I wanted to solve this
situation accordingly I found out that I did not know 5 was actually in
charge. There were other cases that led to bad results.

I decided that my team was falling behind the schedule because we had
miscommunication so I gave my 6 and myself some time to find a
kind of solution. I needed something that would have a clear representation of
the 7 . It took me a while but after all, I found exactly what I had been
searching for.

Later, I could observe that my workers started to be much more responsive
and more 8 . I guess it is 9 the team management along with

the time management empowered them. These solutions are great help in work

as they 10 the individual progress with any task, project or client.
1. A. At first B. At least

C. At last D. At once
2. A. started B. finished

C. gave D. brought
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3. A. learn from B. cope with
C. give up D. deal with
. A.sold B. visited
C. delivered D. made
. A. where B. when
C. who D. what
. A. friends B. employees
C. employers D. family
. A. project B. money
C. customer D. time
. A. interesting B. careful
C. productive D. surprised
. A. since B. even
C.so D. because
10. A. highlight B. prevent
C. protect D. keep
I11. Reading comprehension.
A

Read and choose.

It doesn’t matter if you’re a doctor, a bank clerk, or a student—you’ve
probably struggled with time management here and there. It’s normal and we all
go through it, especially during busy and stressful times at work or in personal
life.

Time management games are video or real-life games you can play alone
or in a group. These games require you to meet certain objectives, in a specific
order, but with limited time and resources.

By playing these carefully selected time management games you’ll be able
to solve real-life work challenges, get a better grasp of the passing of time, and
learn how to multitask.

Now it’s time to play games!
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How Long Is a Minute?

® Great for:

Figuring out how you and your colleagues view time.
® How it’s played:

Bring people to a room with no clocks (or where all
the clocks are covered). Take away their phones and watches. Instruct
them to stand up and shut their eyes, and tell them to open their eyes
when they think 60 seconds have passed.
® What you’ll learn:

Some people will open their eyes before the 60 seconds are up, and
some will open them after. This game will help you better estimate the

time it takes you to finish projects and tasks because you’ll understand

how well you know about time.

1. We’ll probably struggle with time management during
A. leisure times
B. busy and stressful times
C. dangerous times

D. break times

2. Time management games need to be done to meet certain objectives,

but

A. in a specific order, and with limited time and resources
B. with limited time and resources without a specific order
C. in a specific order, and without time limitation

D. in a specific order, and without resource limitation

3. What’s the purpose of the game “How Long Is a Minute”?

A. It can help us solve real-life work challenges.
B. It can help us get promoted.

C. It can help us learn how to multitask.
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D. It can help us better estimate the time.
4. What should people do in the game?
A. Wear watches.
B. Sit down.
C. Cover all the clocks.
D. Open their eyes.
5. What will the author tell us in the part following the passage?
A. Other time management games.
B. How to estimate the time.
C. How to finish multitasks.

D. The meaning of time.

Read and choose.

4 N

Time Management Training

Increase productivity, reduce stress, and improve results with AMA’s
instructor-led live online and in-person courses.

Find out the secrets to getting the most out of your day with powerful
time management skills. From managing your inbox to juggling and
prioritizing multiple projects, AMA’s live online and in-person courses
will help you reach your goals with greater effectiveness and less stress.
Learn how to improve concentration, overcome distractions, eliminate
delaying, make quick decisions and shift priorities at a moment’s notice.

There is enough time in a day! Learn the most effective ways to

manage it.

\_ J
Who Should Attend

Business professionals who want greater control of their time, management

style and life.
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Date Duration

04/10/2023, 2:00PM—5:30PM
04/11/2023, 2:00PM—5:30PM
04/12/2023, 2:00PM—5:30PM
04/13/2023, 2:00PM-5:30PM

Apr. 10, 2023—-Apr. 13, 2023

05/08/2023, 10:00AM—7 :00PM

May 8, 2023—May 9, 2023
05/09/2023, 9:00AM—6:00PM

06/12/2023, 9:00AM—-12:00AM

Jun 12, 2023—-Jun 13, 2023
06/13/2023, 9:00AM—-11:30AM

1. AMA’s time management training courses are courses.
A. offline and in-person
B. online recording
C. offline family training
D. live online and in-person
2. What’s the purpose of the AMA’s courses?
A. To help people improve communication skills.
B. To help people get time management skills.
C. To help people get language skills.
D. To help people get computer skills.
3. Who should attend the courses?
A. Business professionals.
B. College teachers.
C. College students.

D. Researchers and educators.

4. If you are a business professional and don’t have a whole day to study, you

can only spare half a day. What date can you choose?

A. Apr. 10, 2023-Apr. 13, 2023 or May &, 2023-May 9, 2023.
B. May 8, 2023-May 9, 2023 or Jun 12, 2023-Jun 13, 2023.
C. Apr. 10, 2023-Apr. 13, 2023 or Jun 12, 2023-Jun 13, 2023.
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D. Only Apr. 10, 2023-Apr. 13, 2023 is suitable.

5. How many courses are there in April?

A. Two. B. Three.
C. Four. D. Five.
IV. Writing.

IR~ ) W 1) 2 AR AR, BCHR AR AT B 2o — A SR 2B
TR RIS N AR N GRS — R B BT

E=¥

L ALfE R AR, AT IR B AT i, 3E A

2. 1A% 8ol AeAy (IFkESAH, ATARRED) .

2 &R it %

LIFUFIRE,, o3 liohs ;
2 A S ERIEE);
3.2, AR
4. B BB 5 5

The summer holiday is coming soon. Here are my plans for my holiday.
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