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unit |
Time MWanagement
Part I Text Exercises

|. Video Exercises

Watch a video clip and answer the questions about it. Getting to know the words and
expressions in the box below first may be helpful.

Word Bank
5 stuff /staf/ n. # % | float /flovt/ vi. %
| distract /di'strekt/ vi. {& 40 master /'ma:sta/ a. F &)
gee /dziy/ interj. v °F probability / ,prpba'biloti/ n. #£ %
sticky /'stiki/ n. 50k 4% relieve /ri'lizv/ vt. T ( £ &R EE)
jot down & F
l

1. What can stickies and pieces of paper everywhere do according to the speaker?
A) They can help people achieve their goals.
B) They can distract people from achieving their goals.
C) They can make one’s room look very dirty.
D) They can help people remember things and work more efficiently.
2. What should people do in order to stay focused and achieve their goals?
A) They should stay in one place most of the time.
B) They should talk to their masters from time to time.
C) They should create a master task list.
D) They should try to sleep better at night.
3. What can we know about the speaker, judging from what she has said?
A) She has helped nobody in the past.
B) She has just found a new method of staying focused.
C) She doesn’t want too many people to know her findings.
D) She has helped quite a lot of people.
4. What should people do once they’ve got a master task list?

A) They should find someone to deal with the items.
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B) They should follow their masters’ instructions.
C) They should put the items in their daily schedule.
D) They should find the key to solving all the problems.
5. Which of the following is NOT suggested by the speaker at the end of the short talk?
A) Trying to forget all the distractions.  B) Putting everything in one place.

C) Getting all items on one’s calendar. D) Staying focused.
[I. Word Building

In English, compound words are single words that are made up from two other words ( 7£
MBS, B APRBA RN E—RARNER) .

e.6.

home  + work —  homewaork

work + shop —  workshop

Make compound words by matching the words in the left column with those in the right
column and fill in the blanks in the sentences below with them (3§ A A B HBHE 4
B 18, FREMIRAGPRER).

1. school A. store
2. moon B. road
3. foot C. town
4. rail D. time
5. week E. end
6. home F. book
7. book G. coat
3. text H. room
9. day 1. paper
10. bed J. work
11. news K. light
12. rain L. ball
1. My father likes to read the while having breakfast.
2. 1t’s Friday again. Have you got anything planned for the ?
3. He was born in York, but he considers London his since he’s lived there most of
his life.
4. 1 used to go to that at least once every week to buy all kinds of books for
children.

5. These students are learning not only from the , but also from their work in these
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factories.
6. She put on a black and went to the school in the rain.
7. England’s most popular sport is , the game Americans call soccer.
8. Every day, thousands of trains speed along tracks throughout the world.
9. Ii is easier to keep up with your ~~if you study at the same time daily.
10. The water looked silver in the )
11. My uncle has just bought a house with three
12. Some people, especially those who work at night, sleep during the
[ll. Fill in the blanks with words translated from the Chinese given in brackets.
(for Text A)
1. In some of these old houses you may find things which are believed to have
(R AL,
2. Mr. Fox had (5 FhikEFE) , and nearly took the wrong one.
3. The teacher (B HEZ 4718 ) groups of four and five.
4. These people tried hard to (AT B & ¥ 4E) because they
found it difficult to accept the living conditions in the new village.
5. We now have (fi#i4k4) as to the time of the accident.
6. Please the television ( ¥441) before you go
to bed.
7. 1 suggest that we wait a while before we (VEHYLE).
8. In a meeting at the beginning of this season, the company ranks the items from
(i) to lowest.
9. Kelly has just got the position of sales manager for his company. He’ll earn more money, but
(7R Z Y57 {F) at the same time.
10. We don’t have enough books so depends on you'll ( Hpgdk=).
11. “Is it OK if 1 have another cup of coffee?” “ (X4 8K), help
yourself. ”
12. The length of time spent exercising - (4---1f 2 ) the sport you are
training for.
IV. Match the English phrases and expressions in the left column with the
Chinese ones in the right column. (for Text B)
1. good news from Beijing ( ) A IR
2. establish priorities () B. K
3. be rated as the best player () C. By
4. put off a meeting () D. kAJLEMEIHE
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5. be ranked number one ( ) E. e dEZEa

6. over time () F. ifr HF wir o % 9 B

7. gather information () G. Il

8. a unique copy () H. "85 %

9. immediately after the war () | AR T [E2

10. significant changes () J. WEAE

11. serious consequence ( ) K. JCHERT Z

12. pull out the first two paragraphs () L. Bifig e il ot s

13. right away () M. #A R - 1 iz 8 b
14. a crucial time () N. #ER &

V. Read the following passages and choose the best answer for each of the
questions.

Passage 1

The most important part of saving time is simply a matter of setting priorities. Every
moment, there are a million other things you could be doing — are you sure this is the one you
should be spending your time on? How can you save time? The following suggestions may help
you.

Drop the Superman act. Men are raised to be accomplishment-driven ( & & #3249 ), to
bear up under pressure and to do what needs to be done. But to get any real work done, you have
to let some things slide.

Step back from the chaos ( % 4 /7, i L ). Before you begin to work, first divide all the
things into two distinct( 74 # #9) groups: urgent( % %44) and vital. In the first group is the loudest
stuff — a screaming (% ## 7 #9) boss, a ringing phone, an impending (4 & J§ # ¢4 ) deadline. But
urgent matters are often trivial( = #-%44) in the long run. Experts say it’s better to focus on what’s
vital.

Pencil in( 4 = ) space for long-term goals. You’ll always have to spend time putting out the
fire of the moment, but set aside a minimum of 30 minutes each day for tasks important to your
career, such as putting together a budget(#iif,# %) for a project you'd like to launch( % #2).

Play the numbers. List all the things you feel you have to accomplish. Then number them
on a scale of 1 to 10 in order of their long-term importance, with 1 designating( # =) the most
important and 10 the least. Next give each listing an urgency value from 1 to 3, with 1 meaning it
needs to be done immediately and 3 meaning it can wait. Now multiply( 5t ) the importance value
by the urgency value. The tasks with the lowest scores( #74) are going to be screaming for your
attention.

Time yourself. Another tactic( %= ) for setting priorities; Make a daily to-do list. Then put
an A next to items you consider most important. Next to each “A” project. pencil in an estimate

(#it) of how long it will take. Oops, did your total equal more than 10 hours? That’ll earn you



