Time Management & Advice: Listening

1. Key Vocabulary

Match the vocabulary words to their correct meanings
based on the listening track. Write the correct letter next to
the number.

1. deadline a. to organise or control something

2. schedule b. a time by which something must be
done

3. manage c. a list of dates and times that shows

when things will happen

2. Conversation Comprehension

Listen to the conversations between Sebastian & Sarah, and Nicola & Amy. Decide if
the following statements are true or false.

1. Sebastian has to finish some work by a specific time.

a) True b) False
2. Sarah suggests that Sebastian talks to his boss.
a) True b) False

3. Sebastian doesn't have a good relationship with his boss.

a) True b) False

4, Sarah thinks Sebastian's boss won't understand his situation

a) True b) False

5. Nicola is not very good at planning her working dau.
a) True b) False

6. Nicola writes reminders on bits of paper to try to improve things
a) True b) False

7. Amy thinks Nicola is successful in managing her time.
a) True b) False
8. Amy says she can help Nicola a few days a week.

a) True b) False
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3. Useful Expressions
Word Bank:

1. making progress 2.extend 3.behind 4. willing 5. last minute

How did the speakers say these phrases? Fill in the blanks using the words from the
bank.

1. "l have a lot of work that | haven't completedyet"—lam ________ with the work.
2. "Give you more time to complete thework" — ____________ the deadline.

3. "Happuy to give you support." = to help you.

4. "I'm not getting any better." = ldon'tfeelI'm _____ )

5. "At the latest time possible." = Leave things untilthe ____________ :

4. Your Turn: Giving Advice

Imagine your classmate says to you:

1. Write 2-3 sentences of advice for your classmate. Use phrases
from today's lesson (like "How about.." or "Have you tried..") and try
to include at least two vocabulary words (e.g., schedule, manage,
deadline, sticky notes).
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