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                                   TIME MANAGEMENT                      1.3        
                                                                   “One always has time enough, if one will apply it well”
39 Look at these pictures.  Which picture reflects your study habits? Answer the questions.
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Are you good at organizing your time?
Do you use any kind of planner?
Do you think modern technology has helped people to organize themselves better? Why? Why not?  
Are you generally punctual?
What does the word ‘late’ mean to you personally? 
40 Match words/word combinations 1-8 to their meanings a)-h).
1 time management n          a) the state of not having enough of something                                                                                                 

2 procrastination n               b) to take somebody’s attention away from what they are trying to do                                                                                                     

3 timekeeper n                     c) to cause an activity or event to stop briefly
4 time stealers                      d) delaying doing things you have to do                                                                                                    

5 time-consuming a             e) a person who records the time that is spent doing something
6 interrupt v                         f) taking or needing a lot of time                                                       
7 distract v                            g) the control and organization of time
8 lack of n                             h) things or activities that take time from you
IDIOM be a good/bad timekeeper    be regularly on time/ late for work 
Think of someone who is a bad timekeeper. Why do you think they are often late? 
41 Look at the list of common ‘time stealers’ Which ones are ‘your time stealers’? 
What would you like to add?

· Interruptions – telephone, email and visitors
· Meetings

· Procrastination

· Lack of information or technical knowledge

· Lack of planning

· Stress 

· Inability to say ‘No’
· Personal disorganization
42 Read the article. Prepare a short talk for the rest of the class with strategies and suggestions to help students manage their time better.
                          Learn to Work Smarter – Not Harder        
You have already finished high school and become a college or university student. The world seems to be yours and you are the best person to shape your destiny. Not that fast.
Although your educators say “Carpe diem” (meaning to grasp the chance you’ve got now) they expect heaps of things from you. How can you “carpe diem” when you have so much to learn? It’s a question each student cares about. 
You have a Hamlet moment: to study or to party? Naturally, you want to spend a lot of time socializing and getting your party on. Now you have to be more than a decent student, pulling down those good grades. Some students have real troubles with time management and can’t manage their study schedule.
Time management techniques differ, and it’s up to you to choose the most appropriate one depending on your lifestyle. But definitely you need to know how to use your time.
Time management tips for students:
1 Focus on advantages
   It’s easy to work if you actually like what you do. Absolutely any job has its pluses and minuses, so just concentrate on pluses. Draw a list of advantages you’ll gain after the work is done
2 Plan in advance
   Plan your time well. Plan out which tasks you need to do. First thing each morning or sometimes the previous day deciding what you are going to do the following day. Follow your plan as closely as possible.
3 Prioritize

   You can’t cope with all the tasks simultaneously, so define which of them are major and minor importance. When this numbered list is ready, either get down to finishing off less important things or postpone them to another day.
4 Don’t digress
   Lots of things are going to distract your attention. And your task is say “stop” to them. Social media, phone, new messages – all these things steal time from you. It’s better to work first and then to have some messaging. 
One more important thing is to focus on only one task. Don’t overload yourself with several assignments, concentrate on one of them – this way you will be able to work more effectively.
5 Have time for rest
  Take small breaks between your tasks. First, your work-in-progress will be more creative if you’ve had some rest previously. And second, one way or another you need to relax and have a cup of coffee. Don’t forget to include short breaks in your daily plan.
6 Sleep enough
   Your concentration and productivity directly depend on your sleep. Some people prefer to sleep less and work longer, relying on coffee and energy drinks to keep going. Soon their bodies and brain fall function well. It is best to avoid this trap. Your body needs 7-9 hours of sleep.
7 Use organizers

   To become focused, one needs to effectively use organizers and timers. It’s easy enough to find the most suitable for you. Download calendars, notepads, time controllers or other stuff which you find good for your work. 
8 Keep your deadline in mind
   Mark in your calendar or reminder exactly when you have to hand in a paper, article or assignment. This will give you extra time to check and proof-read. So aim for an earlier deadline
Time management skill is a precious thing. If you have it, you’ve gained a great advantage over your classmates, Thanks to the time management tips listed above you can develop it step by step and see result right away.
 BBC LEARNING ENGLISH
 43A Listen to Neil and Alice talking about Neil’s first days at university.
        Compare the students’ thoughts with your experience.
Useful notes:
through rose-tinted spectacles –  seeing a situation as better than it really is
out of your comfort zone  - being in a situation that you aren’t familiar with 

and which makes you feel nervous

counselling – professional help with personal or psychological problems

homesick – missing your family and friends when you’re away from home

balancing act – where you try to give your attention to two or more things at the same time

budgeting – planning how much money you have and how you will spend it.

B Work in pairs and underline the alternative to complete what…
     Neil said
1 I did feel comfortable / out of my comfort zone when I arrived.
2 I’m one of those men who is/ isn’t good at talking about their feelings.
3 I do think that university life can be more stressful/ more enjoyable than people realize
4 Now I’m quite good at budgeting/ I’m still pretty bad at that.
   Alice said
5 The survey, completed by over one hundred/ thousand students, also found that almost 50%/ 70% of those that suffer from stress do so at least once/ twice a week, and 19%/ 9% feel stressed constantly. Stressed means anxious and worried.
   Kirsty McMurron, student at Exeter University, said
6 When I first got to university I’d quickly realized that I’d forgotten how to cook/

  to make friends.
7 I was trying to balance social success with academic success/ with my work  
8 Dr Ruth Caleb, Head of the counseling service at Brunel University, said
   Certain things that I think would be very helpful for students to have put in place are
 an ability to do practical things of life –  to do the washing/ to do their homework and so on,

 being able to cook/ being able to drive a car. 

C Listen again. Are the sentences true (T) or (F) false? Correct the false sentences.

1 Neil was a hard-working student and did a lot of work at university. 

2 Neil often turned to a student counselling service when studying at university.

3 Neil missed his friends and family when he arrived.

4 Alice thinks that stress means pressure or worry caused by a difficult situation.

5 Kirsty, a student at Exeter University, enjoyed her first days in college.

6 Neil was good at cooking at university.
7 Very few students use counselling services in the UK now.
8 Dr. Ruth Caleb, Head of the counseling service at Brunel University, thinks that budgeting is not very important for students in university life.

 D Work in groups. Role-play the dialogue between Neil, Alice, Kirsty and Dr Caleb.
      Make use of the words/ phrases below.
      to look through rose-tinted spectacles / to be out of your comfort zone / to get any counseling
      to feel homesick / to suffer from high levels of stress / to be very good /pretty bad at…

      to spend time on your own / to do the practical things of life…
44A Read the answers of MIT graduates about time management.

     Which answer below reflects your point of view?

     WHAT DO MIT STUDENTS THINK ABOUT TIME MANAGEMENT?
1 Ken Meltsner, studied at Massachusetts Institute of Technology                                           
“Sleep is for weak, perhaps”

 My theory is that everyone at MIT (and similar institutions) eventually hit a wall, a point beyond which being really smart and fast to understand new things doesn’t mean that you will do well. Either you figure out how to get beyond that wall – better time management, more focus on your area, acceptance that you simply aren’t the best in given area – or you have to drop out.

When did I hit the wall? Well, I was a lazy student, to be honest. Poor time management, various problems with distractions, my tendency to wait until the last minute to do almost everything, to skip homework and then plow through the entire course in the days before finals… 
2 Tom Staglino, studied at MIT                                                                                                     
  ‘They don’t think about it. It is second nature.
Indeed, all freshmen who are admitted have demonstrated to MIT that they can manage their time. That is one of the primary reasons for requiring all of those extracurricular activities in high school …in order to gauge how the applicant can manage their time.

3 Donny Wong, studied at MIT                                                                                                    
I was no stranger to working hard and working late when I was in high school, and it was common to stay up until 1 a.m. But at MIT, this type of study habit was not only typical of most students but glorified. It was a regular thing to pull an ‘all-nighter’ at least once or twice a week when problem sets were due. And rarely were you alone in working strange hours to complete assignments. The common study areas in the dorms always had clusters of students working late on problem sets together, and indeed the student center was open 24 hours, and you could always find food, coffee or a place to take a nap if you needed one.

But this taught me at the end, bad habits notwithstanding, is to do what it takes to get things done, no matter the personal sacrifice required. And I think this type of sentiment is something that most MIT students would share after they leave the university no matter where they end up.

B Work in pairs. Match meanings 1-11 with the phrases in bold from the answers in the exercise above.
1 work late at night – to pull an ‘all –nighter’
2 get a brief sleep, especially during the day -
3 do a piece of work as part of your studies - 

4 students who are in their first year at a university or college -

5 understand something or to find the answer to something by thinking -

6 stop going to school before finishing the course of instruction -

7 a feeling or an opinion, especially one based on emotions -

8 not part of the usual school or college course -

9 a room for several people to sleep in, especially in a school or other institution - 
10 happening at a later time or as a result at the end -

11 something that is so familiar that it is done without having to think about it -

C Work in groups. Use the same format and write what BMSTU students think about time management. Try to use the words and phrases from 1-11 above.

Exchange your answers with another group and check for spelling. Use a dictionary if necessary.

BBC LEARNING ENGLISH
45A Watch and listen to an expert talking about exam skills and answer the questions.
Useful notes:
mock exams -  intended to seem real
venue [ˈvenjuː] - the place where a public event or meeting happens  
frame of mind -  mood that influences how you perform
technique [ tekˈniːk ] - skills needed to do a particular activity        

1 When do you need to start revising if you’ve got an exam approaching?
2 Is it a good idea to do lots of test papers before an exam?
3 Why should you start working on past exam papers?
4 What is the aim of mock exams?
5 What question should you spend most time on?

6 Why should you arrive at the exam venue in plenty of time?
B Work in pairs. Complete the sentences. Then listen again and check.
1If you’ve got an exam approaching it’s good to know what to expect so that______________
2 An exam is not just a test of your English; it’s _____________________________________
3 Long before the day of your exam you need to be revising, and as part of this it’s a very good idea _________________________________________________________________________
4 You should start working on past exam papers to find out ____________________________

5 Obviously, if you want to do well, you need a good exam technique. ___________ is very important. So, by doing test papers – or mock exams – in the same amount of time that you’ll have for your real exam – will help you ____________________________________________
6 It’s best to spend the most time on _______________________________________________
7 As the exam day approaches, ___________________________________________________
8 If you’ve done the work and you’re prepared _______________________________________
46 Write six tips for getting ready for your exam and discuss which tip
· you found useful
· you didn’t find useful or didn’t understand
· you would like to follow

47 Give English equivalents to the words/ phrases below.
· [image: image5.jpg]


вступительные экзамены
· навыки сдачи экзаменов
· место проведения экзамена
· экзаменационная сессия 
· пробные экзамены
· повторение материала перед экзаменом
· сдавать экзамены
· сдать/ выдержать экзамены
· экзаменатор
· расписание экзаменов
· пересдавать экзамены
· хвостовая сессия
REVIEW 1-3

1 Choose the correct alternative.

1 There is / there are two examination periods each year.
2 The exam periods are held / hold at the end of each semester.

3 The resit period take / takes place in late August.

4 Exams can be held / can hold on any day within exam periods, including weekends.

5 Students will be able / will able to view their personal exam timetable ahead of exam

 periods through The Portal.

6 One live / lives and learn / learns.

2 Change active constructions into passive ones.

1 They publish timetables online.

2 Universities combine e-learning with full-time classroom training.

3 The company replaced its extensive classroom training process with web-based online learning programs.

4 They will ask you to write an essay in English.

5 You can find all these words in a dictionary.

6 The professor delivered the lecture last week.

3 Read the definitions and complete these words related to learning.

1 The process of teaching and learning   e ______ 

2 Someone who learns using the internet and not face-to-face   e-________
3 The qualification obtained by students who successfully complete a university course d______

4 A set of classes in a subject at a school or university   c________
5 Go to a meeting or class    a_______
6 An area of knowledge studied in a school, college etc. s________
7 A special ability to do something well   s_________

8 A person who gives a lecture   l_________

4 Translate the information into English.

     Каждый учебный год имеет две экзаменационные сессии, и все студенты смогут ознакомиться с расписанием своих экзаменов на портале. Экзамены проводятся в конце каждого семестра, хвостовая сессия после 1 семестра проходит в феврале, а после второго  семестра – в конце августа.

В расписании также указывается место проведения экзамена.

Время проведения экзаменов обычно с 9:00 до 12:00, но эту информацию всегда следует уточнять. 

5 Learn the proverb. 

Active learning is concisely captured in the following Chinese proverb:

I hear and I forget.

I read and I remember.

I do and I understand.

