Reading & Writing

% 1 )Read and answer. REFHESENAE, DEFH.

) : 1. What is the text about?
2. What do you think of the tips on time management?
3. Can you manage your time wisely?

It's the night before an important test. You feel nervous because there is so much
to do. “If only | had started earlier!” you may think.

Does this sound familiar? If so, you need to get better at managing your time.
Here are some tips.

Make a to-do list. Ticking items off after you have completed them is a good way
of staying motivated. Your to-do list should be in order of importance.

- Make it manageable. You can break the task into small parts if you've got a big
assignment. Then you can decide how long you need to spend on each part, 1
depending on the deadline. }

Plan your social time wisely. Do not be afraid to say “no” to invitations. It's |
important to relax and spend time with friends, but hanging out late into the night
before an early morning lecture will do you no good.
Everyone can become better at managing time.
Like everything else, it just takes practice!
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~ 2 Read again and complete. B tX, HETHE.
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4 3 Read and choose. i EREN, EHEFRARNAELEENEIER, 1

With so many things to do every day, the most frequent question is:
What should I do first? Time management matrix is a useful tool to help
you prioritise tasks. Zhao Xi, a student, has divided her tasks into the four
categories. Do you agree with her?

Urgent Not urgent
S Urgent and important Important but not urgent '
5 ¢ doing today's homework < preparing for final exams
2 © getting some physical < reading books
g exercise
‘g’ Urgent but not important Neither urgent nor important
5 ¢ collecting parcels from the ¢ chatting with friends __
.E post office ¢ playing online games :
S o watching TV series 48 —

Tip | 5 Discuss and share. i A BRI EERER.

time management |

st R f”*s;{gﬁrﬁng the Internet to see what'snew 2 doing sports
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(matrix) $£4E5 3 taking part in club activities 4 calling a friend
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5 reviewing the notes from today's classes

6 developing skills for my chosen career...
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