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¥ Warmingzup

Discuss with your partner the following pictures and tell how you understand them.

MEEFME TENER, FEFMEMNREMNMER,

B So many tasks, I don’t know

where to start. {£55 %%, RNHIMT AT

A Time is money. I [H] L& 448

C Make a list of things to do. The D Use a calendar, etc., to make detailed
important ones come first. #LZAWF N plans. FIHIHPI5E, VEFEARRYGTTRI,
Gk, BB EHE.

HFEWY
A B B AL T I RIS S ) 22 R L 2P, alibs A PN — 4
frishe. ZomR T &S, ik BRI AR R 5t AT A 4%

* ListeningrandfSpeaking

‘_\ Dialogue 1 1I’m Worrying About My Exumsh\”\

I. Listen and decide whether the following statements are true (T) or false (F).
rRE, FE TR ERE(T)IERHEIRII(F).
(T) 1. Suzy will take some exams soon.

( F) 2. Suzy made some preparations for the exam.
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( F) 3. Suzy has been busying reading a book recently.
(T) 4. Rick advises Suzy to set up a schedule for daily activities firstly.
(T) 5. Rick thinks important things should be done first.

II. Listen again and fill in the blanks. Bif—i&, EZ,

a 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?

K E. You must make a timetable for study. /

Rick: Hello, Suzy! How are you?

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

Rick: 1. D

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

Rick: Oh! You must manage time for your studies.

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

Rick: 3. E Set up your priorities and assign some time to them. Just select

Suzy: 4. B

Rick: 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.
Suzy: OK. I will try to do this. '@ ™4
Rick: Also, give time to all activities according @D?‘
1 @ A
10=

studies are your top priority, so assign more Gy

[
I#

to their importance. For example, now your

time to it. Skip the activities that are of little
importance.
Suzy: Oh!5. C Thope I can do something to get through the exams.

Rick: Best of luck with your exams. [ have to go now.

Suzy: Thank you, Rick. Goodbye.
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M. Discuss. iTito

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:
AN
Words Sentences

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

It helps me reach my goal.

 Dialogue 2 What Is the Point of This Story?

. Listen and choose. TR&, EFREHHNETE,

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.
II. Listen again and fill in the blanks. BIFr—i&, EHZ,

.

{ point scale important life partners matter jar  stuff
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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, partners, health,
children, etc.

Edwin: What about the pebbles?

Cindy: The pebbles are the other things in life that matter, but on a smaller scale, like

your job, your house, your car, etc.
Edwin: And the sand?
Cindy: The sand is everything else—the small stuff.

Edwin: What is the point of this story?

Cindy: If you put the sand or the pebbles into a jar first, there is no room for the

Edwin: [ got it. We should pay attention
to the things that are important
in our life. If I spend all the time
on the unimportant things, I will
never have room for the things
that are important.

Il. Discuss. 31i8,

Discuss with your partner which activity is more important and how much time should

be distributed.

You May Use:

N\
% urgent, not urgent, important, not important

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

HEEN

P 0f T R R N DA BT, o0 S H i D AT 2R e e 245, mlikey
A BRI AT M Oy i, AR B A BRI . BSOS S A PR THE, &
A5 S R, i AR RN B C LS TS, 1R A A

UJ'
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() B E 2 R 5

RBRESER

1. T have been busy with my sports training and in writing my book. F&— E - T
B MEIRA15

be busy with B & “MEF; 5T, be busy with sth. [T F 553, & FHRE.

busy J& UGN BhE , WIE 34437025, B be busy (in) doing sth. 1= F AR
R EEMA IR, W/ with #482, B be busy with sth..,

2. I am worried how I would study all the courses in this short period of time. F&AR+H
OO HNATPEIX 2 S RIS ] PN 2 2T I IR

ROERIEIL 2510 5 421 that ), that AT IS % . 568142 T am worried that how ...
H LI 25 HA shinl & S, BrLAdn] DIy —A~ i A a), filan .

[ am sorry I am late. X[ A2, FRIBF] T .

I am glad that you can join us. F&AR =5 2408 AEMAFAT

Are you sure his answer is right? {8 &l 1425 282X L 7

3. Set up your priorities and assign some time to them. BEEMRMIILICH, TR EAN]
I e — 2L [H]

set up — MM H ST MR FY), e, S

assign BN “OrHC; WS MAE ( TAE. (E5%)7

assign sth. to sb./assign sb. sth. Z5 5 A ECEA (ZEf) give ), 4N

Later in the year, she’ll assign them research papers. 24 Mg LU i, TR 2h At fi T4
HIB.

assign sb. to do sth. ZJRHE A g, fFilan.

The teacher assigned them to write a composition. =& i 45 fib A 145 & AY/E L 2 5 5
YEXC,

4. The first thing is to set up a schedule for your daily activities. 55— & HRAY H
BT Bl E ] R

to set up... ‘EENIAAERNERIE, A XAERE T LAV F18 0 BAR N A s E R
B HB . shif e XV ERER LR HEY, Filan.

The next step is to put the theory into practice. | — & Z PRI HESLER

5. Skip the activities that are of little importance. ki AREEA B 135 5l

Amjrh, “be + of + A" L5 A TRDERN G TR, A Y T LA TR TN Y
Wasm )R, UiRg e iR BAA AR SRR . # B 241745 value . important ,

use. help. significance, interest. benefit. necessity. quality. service &, 0.
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is of help=is helpful, is of use=is useful

They are of great help to learners of English. — They are very helpful to learners of
English. flufi 093t ) A RAH B .

The book will be of great value to students of history. — This book will be very
valuable to students of history. XA X247y s 122 A AR AT i o

6. What is the point of this story? X {~#t= oy 8 U247

point ZEAR PN “HE AL TN, point FERIR B 0L EAR, 2
AR, RO CH; EED R, AT, I the . 24
Fik XAEeeee BOULE” B, % A “from... point of view” IX—JH 1. point 7 FHIE
AL siElst, A to, at Fl towards FFIEM, £ P8 AL E O]
il .

We disagree with every point she makes. F& AT JAN [F) 2 i 72 H AR ATAn] W 15

—Did I ask you to talk to me? & ZARIRFL L T 17

—That’s not the point. [ FAZEX L,

I pointed at the boy sitting nearest me. 45 T 45 2L 15 B I F L I B 4%

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.

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.

a

)
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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.

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.

Translation
RIEI=gEST

Fis [ A U — B FRATT AT 55 A B AR SURT I R A H g . & B3R AT i 58
WAT55, SCBEbR. B NRIERIERE 5K, O A IR AT 55 BRI 5E 1, 7R A
TEOUT, BRI A TAIRA T H 5 BhRBie— R, i e R AT IR
WIES, eI e, Jf i SRR A 2 S b TAE I =0k 5B E A .

B ) ARG, T HAEFRATT A N AT i i A 5 A

BRHIF X

PERTTHRAF AT — Ko HER—MESIE I, HEAFE N XA ERRTI, 28
JE R AEAR T EIRACE R FNE . B — 0 X455 . R 2 L 5E iy 5
AT o BAORFRATAE R A A TR] P 58 AT 55 o

ZE B

B HAR0) TAES: G R AE R h ok B —FE . 20y, FROTSHEER. A
HOBOE Bin, BTN T2 ol LSS .

NIH)ARE

T4 30 2 B ()4 P ) — U B B . 5 TR ] 2 ] S A2 i f TR AT T e 8 A
JE A RO A BT 55 o BeAb, PRAFRRSE ANk i 3 8 v AR 1k vhgE, DA i
RO
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Exercises

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

XE, FHEYEIRES REHELE,

A. Setting Goals and Objectives

B. Effective Planning

C. Openly Communicating

II. Read again and choose the best answer. BifE—ig, EEREER.

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.

What kind of things should be done first?

A. Relaxing things. B. Important things.
C. Not important things. D. Stressful things.
Working or studying without goals would make us

A. lazy B. satisfied

C. happy D. lost

Why is communication an important skill for time management?
A. It 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.
HFEN

ARSI T W EAT I TR . I T4 BUR AR TR R AR B A — AR, e A
TN A B 1E], SR TR AT A AR L2 0 SRI— 2647 2 A

RCBYTTERE Yy, W A Ay, DA S m oA A — 5t

FRIIRF 21
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IBESER

1. Everyone is running short of time as there are plenty of tasks to do and complete.
AR EEAR 5K, PO AR AT 55 2 58

run short of &2k “B/D; PRITSE”, Hilan:

We’ve run short of oil. FRATE PRI ZE T .

plenty of 2k “K#EN”, &ML EA ST EA I, I81EZhiE 8L 2
SR M B T E .

There are plenty of eggs in the market. 3% AR 2,

I need plenty of time to finish the work. F& 75 ZAR Z2 i (0] 24 58 ik 1 T4 .

2. ... in which case time management comes to the rescue for us and our daily goals.
FERXAMEOL T, BB X FRATAFRATH H & B bRl — KRR

in which case B4 “IEHERYTE  TEARFME L T 7, FZMT5 1 2AERBI 2 15 IS,
A4 7T and in that/this case, HER “WHRIZARKE / XFERYTR . F140.

She may be late, in which case we ought to wait for her. fliF] GEIR ], UNRATFERYIE,
ATV 1255

come to the/one’s rescue E 4 “HIRER”, XAEIEWHE FH TR SRR
A AR A LN A BRI . i)t .

This is where flowcharts come to the rescue. 1X 5t 75 BT FE EIRAFE T o

3. ... by which we manage our tasks, prioritize them, and accomplish them by working
smarter and not harder. T EIRATEIIRATINES, PLEFIEEANT, It HERITm
AT S T AR Aok Em T,

prioritize FEHESNR, BN “HOLLFEEH, e (55 iy ; itk
PR, LIRS

ETAES, TRATTHFELH A prioritize >R HHT Aot H St . #lan, Feab
PZAWEK, FRANTFEAREIH oy EEE . Bavk . MERE R Zok I  H ik
Jed, LU S A5 5 iU T 55

A, prioritize i& A LI FA TR th iy & Mg G BN, 7eL bR ritlms, &
M2 EEMAR, MR, ., Fass, REFELR, DUERE B
AT

prior adj. fILACH); FERTAY  prior adv. TERT, &G

priority n. f5%; HLSEAL; L &R

4. Communicating with our classmates or co-workers enables us to manage stress or
effectively delegate tasks. 5 FRATHY [ 27 5[] 5 A2 i (i FR AT T RS 48 HIL ) 5 24 43 Fic
5% .

10
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AR B 24 R EAE 1, 4] F 3T & Communicating with... enables us ..., 3f
AR (i) MR, Z4Eman . MEETERshfE, IREShiR i E . fln.

Reading aloud is very important for us to learn a foreign language. K7 B2 X F&AT]
AR RAR EEAY

enable FIEZhIA], BEE “fEnlfRE; fEREW; (AHLs; [BUyaTRE, (15",
enable B FIfE “ffi---- WM TIRE AR T M, HIG W8 ERE, Bl

This pass enables me to travel half-price on trains. F& FiX 5K 1 TIE R L3R k 24
AT

A great deal of practice enabled her to succeed. K [ SZ BRI AT T

enable Fl make [1X ] :

XL IAHER AR “fdieeeee” o D2

enable A “REBEAL----” MYEERL, M make WIAT “REfE” AURIE.

enable LT to MY IAA & AAEEIEANETE; 1T make J5 195 1 HIMEAN 218 HY
Bhial A E AN tos

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

11
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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.

Translation
MOEFRURFES]

T AR 2T D7 ] LIS IR SR BRFE b2 >R iR g . AR FRZ A
—FE, ARBIIHTLRABRAY, AR ARIA At ] rh RS e K 2E AR AR R .

HUE QAT 22 i AN e — il — A7 g, (ER AR S S I N 3 H S el LA
HEWR A2 2T TR RIS T %

R — DA RBORIY 7 2 F W — DI E SR A B TR . R B, K
Ry DL AR B R A . R, BRAE— D AR IELESE AN 55 Ty 2 2], 75 sk 2L 4
MO AF 2 A BET . UL, WRARIEAES: ) — T TRnh , RAF R R E R,

TIPSR ET T 2205, X T BRI A IR VR 20 ARV, %
Zil, B mERAE TR R a2 5, AR LA 2R e R S A T Y
AR i, QUERARIEAESE S —T DHiE S, SRR EYS, Wrxhis, s
mcE, 5A%, JIF5 T AHCEIL.

HE TAEHERPEED, B nEz —EEEHELE A HEXEFR
FIPERUR A TS o XA B T ILIE K b i iR . R 3 — 2805 ok o 22 AR
JrEE B R 78 .

QEARARIE R E A —TUR i Re sk BE )7, IH R E TR S M AR, dHF 2
ARV, ) FEAREEIRA . S . FER RSN TR, 3K SeR S
AR ABKE T A I URIEE e AT SC BT BB S A AL ARG 2 — Iz 2 slis i fE
T TG 3

12
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Exercises

I. Read and decide whether the following statements are true (T) or false (F).
FI TSI 2 ERMA)(T)EZFHIRAI(F)o
(F) 1. It is very quick to know how to study well.
('T) 2. The brain can produce new brain cells when we learn new things.

(T) 3. If you are learning a new language, trying different ways to learn can help you

alot.
( F) 4. We should only pay attention to practice rather than textbooks.
(T) 5. One of the best ways to learn is to teach it to someone else.

II. Read again and complete the mind map. Bif—iBH TR EHESE,

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

1. keep practicing it.

Through a variety of learning

) ) methods, we can further
—> 2. Learn in Multiple Ways  —>

3. remember the knowledge in

How to our mind.
Learn More
Effectively Translate the information into
our own words. This process
—> Teach What You Are Learning —> .
helps to 4. consolidate new
knowledge in our brain.
Putting new knowledge and
“— Gain Practical Experience = —> skills into practice can be more
5. effective.
HFEWN

ZS A I D SRS R e B e P 3 o8 (N SR s R T DR 15 S AN T
AT L2 A 2 ) BORARAR, AESAR Z I RIS U I r R . ot oy ~) 5 25 B

13
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B RIANSS Ty, B ) R AW IE AL .
RMIESER

1. One way to become a more effective learner is to simply keep learning new things.
W — AR 2 B — D7 8RN B b7 > )

AAJH, to simply keep ... AR EXMERTE, A ANERE AT LIS 151
HARANZ . .

The best way is to join an English club. fizdf A9 JE A — B B IR R

His wish is to become an astronaut. i f1% J& 22 J2: il b — 24 0 51 o

Al A E AAER A ] LU 1R H Ry . PEBTERE

The next step is to put the theory into practice. N —# & ZWF PG HE L ER

2. However, many of these cells will finally die unless a person engages in some types
of effortful learning. #R1M7, FRAE— ANNFEFLLEIRI SRS J)22>] A5 X LLA0 i )
W BRARIET .

however 7E3% BHWERIA, 241, AWl geia ke, HE Sy
HAbiR 73 ¥

unless TR, BN “BRAET, SIRAARRIE N AL th T unless BAT M E X,
I E 5 RN A 5. ST if.. not AR L3R3K . unless WA if D)
— A, W R SRRk Bl

Unless he works hard, he will not pass the final exams.=If he doesn’t work hard, he
will not pass the final exams. ZLEMAEE T IUTE, IR FZ R 2R Bt .

I’Il not go to her birthday party unless she invites me in person.=I’1l not go to her
birthday party if she doesn’t invite me in person. T AL LS E H g2, BrIktor
F g

3. If you are trying to acquire a new skill or ability, focus on gaining practical
experience. NARARAERAG —TUFH e s e 1, U SURTE RIS S B s 1

focus on Foh “fEIEENED T, MG Gln.

Another one is to focus on learning in more than one way. 75— 2L Z M L1E
T2l

4. For many students, learning mainly includes reading textbooks, attending lectures,
or doing research in the library or online. X[1FZ AU, ) FEASHRFLIRA . &
IR . e AT s R E AT

include J& V) ahinl, Boh GG &7, AT, SIBTEERTE, AR
e, i

14
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His writings include poetry and prose. flbFAE St A FHRF FITHLC .
My job doesn’t include making coffee for the boss. F& i T 1E I A 0 15 by & M &
MmE

g% Grammar

1% & 3h il

SRR —E Wi X, RS AEE T, HAefshin g —
W REASSIREAT N SAET, R U AR X — S EBCR S A E R B 3K
M SR BEREGEAZ, (HHET 2, FEA can (could). may (might), must,
need. ought to, dare (dared). shall (should). will (would). have to (had to). &
have to #b, 1HZNIRIBA AFRFIEL AL

Exercises

I. Circle the correct modal verbs and then write them in the blank space. B
EHRBESIE, AEEZBLETEN.

1. She doesn’t have to (have to/must) wash the dishes now. I’ll do it later.

My brother has to (has to/doesn’t have to) wear a tie at his work. He is a lawyer.

My sister didn’t go swimming yesterday. She might (might/can) be sick.

> own

where it is.

5. Iam so happy you did very well on the exam. You must (must/should) have studied

alot.
. Choose the best answer for each of the following items. A T3 STHEFERE
EE 3

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
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3. Tlove 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

5. —This shopping bag is too heavy.

—Don’t worry. | help you.
A. will B. must
C. have to D. need
6. 1 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
HEEY

AT e R TSR B TEIE R, BOWAT AR -BURE, JFasag0m, H ey
A R IR TE R
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Ability I can speak Spanish.
Can Permission Can I go to bathroom?
Probability It can’t be Mark. He is in London.
Past ability He could speak French when he was six years old.
Past permission He could go to the theater.
Could
Probability (40%) It could get much hotter in July.
Request I could lend you my notebook.
Probability (50%) It may snow tomorrow.
May
Permission May I come in?
Might Probability (35% or less) It might rain today.
Prohibition You mustn’t speak loudly. It is hospital.
Must
Deduction/probability (100%) | The teacher must be Mark. I’ve seen his bicycle outside.
Should Advice You shouldn’t smoke. It is unhealthy.
Prediction I think he will study harder this time.
Will
Spontaneous decision Oh, it’s very hot today. I’'Il open the window.

Course Application Form ( RFZEHIER )

TCIB AR A G h i 2 e 2 S i R, FRATER T e il BN Ak 2L il . R o
Y EGOEBORNE . RS TR TR I DL, X ARG 2 o] —Seih F s
oy mERe, Hrpid s HIBIPRFE g

DR HE SRR H G SRR D NRIA DG R B . IR ERAE, AR I 5k
PRI DL T R AR R B A R AT R BE A% . AR IR Il A M, |
T — TP — AR AL & L R R BN A

(1) HIEAMGEE: BRTHIEANSA . Wbk ME R0, RAg L v LIEY]
HIE A LIHTS IS iR s B, DU ES ARSI E T .

(2) DRERE: IREERBFR. I NEMBE IS, A, I TIRREEREIN 4
Rt sn N2z 2330 TERAR B It a] i m] AR
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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 Vi
Writing vV

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

M Gain language skills

[] Improve confidence

M Further study

[] Study abroad

Other:

18
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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. ProProfsi2fft s 8 &\ 721272,
FEEEANZER., ERPRE. RIHESE, HIEREEESHETRERER,
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

K Class Time: 24/7 support j

Time Management Course Application Form

Personal Information
Name: XXX Gender: Female

Telephone: 189****1(023 E-mail: 1234567@qq.com

Address: Beijing Fengtai District Jianhua School

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

Personal Expectations

M improve the efficiency of learning M arrange work and life tasks properly

M make new friends

Equipment used in class
M Computer [] Tablet A Smartphone

Teacher: David Thirumur

The time you might be in class 8:00 pm every day

19
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HEEW
ARHR PR T URAR HO R IS, 000 R i e 4 B A R DR AR H R R I AR
WA ST

% CulturallAvateness

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.

2 0%EFFORT
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¥ NewiWords

accomplish
assign
basis
consolidate
constant
co-worker
delegate
efficiency
indeed
matter

maximize

point
prioritize
priority
regular

rescue

e RATE T

W RFEN, WAy ZNAEN", BFSAELFEMH R EE R
R — M. HENAK, 20% 895 7 AN~ 5 80% B9 4 R 7 o
XN WE S EEEAARE, £FFNASZEFNH TR 2 W,
MEBHENEGRBEERE —MAEREARBRNES T, k% 20%
WA RWRRANERS, X—ENEXKNENEELEN D KERS
, MABEAETERZNERK,
MAR LY, RNEZEXEEENER LA FHE, XELLET
R ZMNERZEERNR W,
i R A6 R — N IE VA FE A E I S AR A A, BEH
W, ABRXAR, FIMEHEGRR, fln, EEAEENME, RiEWE

/o'kamplrf/
/d'sam/
/'bersrs/
/kon'solidert/
/'konstont/
/'kou,wsika(r)/
/'deligat/
/T'fifnsi/
/m'di:d/
/'maeto(r)/

/"maeksimaiz/

/pomt/
/prar'rotarz/
/prar'orati/
/'regjola(r)/
/'reskju/

Unit1 Time Management m’

SER, SLH

o3Ik, A
il e
HILE, N5
ESEe N D]
g afEE
ZR

WS, B

FiiE, )

ik s e PR EE ;. fie
R BIR J3E Hi 1 FH
Bl By, EE
AR (b3 )
A, BB
R, EHE

Rtz
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scale
schedule
specify
stuff

vary

/skeil/ n.
/'fedjuzl/ n.
/'spesrfar/ V.
/staf/ n.

V.
/'veari/ V.

¥ PhrasestandiExpressions
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daily activities
engage in
focus on

run short of

set up

top priority

H # i 2l
MEETF
EHT
=
21
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