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Unit two: Under pressure

Arabic meaning English meaning

Aware ( of ) Starting to notice

Convinced ket Sure that something is true

Disappointed ) Sad because unexpected result

Fees Money you pay for a service

Inevitable Impossible to avoid

Nowadays Around the present time

Persevere Don'’t give up

Impatient Not wanting to wait

Personal il Connected with yourself

Point Purpose

Priority very important to deal with before other things

Revision Axs studying before an eam

On the market available to buy

reward (st give something good
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Passage One
Do you sometimes feel that you're wasting a lot of your time and not getting enough done? Don'’t

worry — you’re not alone. Most of us fail to manage our time effectively. There are lots of books about

time management on the market, but you don’t need to waste time (and money) reading them. Here

are some tried and tested tips for getting things done.
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A- Look after yourself B- First things first C- Just do it!
D- One step at atime E -Keep going

TIME MANAGEMENT
I's so easy to make excuses and find ways to avoid the thing you know you should be
doing. Experts advise us to break this habit by becoming aware of our own excuses. The ‘right time’
to do something never arrives: the best time to do something is usually now. Once you’ve got started,
you'’ll probably find that it wasn’t as hard as you thought.
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It's important to make yourself a ‘to do’ list or exam revision timetable, but remember that
listing things isn’t the same as doing them (see Tip 1!). Once you've worked out what needs to be
done, decide which tasks have the highest priority and which can be left till later.
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It's inevitable that things don’t always go as well as you expect them to. If you find that
you’ve ‘hit a wall’, there are two things you can do. First, persevere: with a bit more effort, you may
find that you break through the wall. But if that doesn’t work, try having a (short) break. Do something
completely different, and come back to the task.
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Even if you’re under stress, there’s no point making yourself ill — that will just make the
pressure worse. Make sure you remember to eat regularly and healthily, and, even though it may be
hard, try to get enough sleep.
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You can’t always make your brain work ‘on demand’. Don’t spend too long on one task,

and learn to recognise when you’re slowing down. Divide large tasks into smaller parts that are easier
to manage, and reward yourself for completing them by doing something fun.
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Do you sometimes feel that you're wasting a lot of your time and not getting enough done? Don't
worry — you’re not alone. Most of us fail to manage our time effectively. There are lots of books about
time management on the market, but you don’t need to waste time (and money) reading them. Here
are some tried and tested tips for getting things done.
A- Look after yourself B- First things first C- Just do it!
D- One step at atime E -Keep going

TIME MANAGEMENT
Tip 1 [C] It's so easy to make excuses and find ways to avoid the thing you know you should be
doing. Experts advise us to break this habit by becoming aware of our own excuses. The ‘right time’
to do something never arrives: the best time to do something is usually now. Once you’ve got started,
you'll probably find that it wasn’t as hard as you thought.

Tip 2 [B] It's important to make yourself a ‘to do’ list or exam revision timetable, but remember that
listing things isn’t the same as doing them (see Tip 1!). Once you’ve worked out what needs to be
done, decide which tasks have the highest priority and which can be left till later.

Tip 3 [E] It's inevitable that things don’t always go as well as you expect them to. If you find that
you’ve ‘hit a wall’, there are two things you can do. First, persevere: with a bit more effort, you may
find that you break through the wall. But if that doesn’t work, try having a (short) break. Do something
completely different, and come back to the task.

Tip 4 [A] Even if you're under stress, there’s no point making yourself ill — that will just make the
pressure worse. Make sure you remember to eat regularly and healthily, and, even though it may be
hard, try to get enough sleep.

Tip 5 [D] You can’t always make your brain work ‘on demand’. Don’t spend too long on one task, and
learn to recognise when you’re slowing down. Divide large tasks into smaller parts that are easier to
manage, and reward yourself for completing them by doing something fun.

1- Read the main article quickly. Then choose the best title A—E for each tip.

A- Look after yourself B- First things first C- Just do it!
D- One step at atime E -Keep going
2- Answer the following guestions:

1- What is it easy for us to do in our life?

to make excuses and find ways to avoid the thing you know you should be doing

2- According to experts how can we overcome these habits?

by becoming aware of our own excuses.

3- What is the right time to do something? Why?

The ‘right time’ to do something never arrives: the best time to do something is usually now
4- What should we do when listing things in our timetable?

decide which tasks have the highest priority and which can be left till later.

5- According to 'tip 3' what should we do if we fail from the first attempt?

there are two things you can do. First, persevere: with a bit more effort, you may find that you break
through the wall. But if that doesn’t work, try having a (short) break. Do something completely
different, and come back to the task.

6- What will happen if you are still making yourself ill?

that will just make the pressure worse.
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7- What should you do to look after yourself?

Make sure you remember to eat regularly and healthily, and, even though it may be hard, try to get
enough sleep.

8- What should we do instead of spending too long time on one task ?

Divide large tasks into smaller parts that are easier to manage, and reward yourself for completing
them by doing something fun .

2- Decide whether each of the following sentences are true or false:

1- The ‘right time’ to do something always arrives.

2- listing things easier than doing them.

3- Things always go as well as you expect them to.

4- You should be patient to achieve the difficult tasks.

5- To achieve your task, try more than time.

6- You have to eat regularly and healthily to get work done.
8- Your brain is able to work at all times.

9- You should always slow in your task.

AN AN AN NN~ A~
L I B B M e M
— N N N N N N

3- Replace the underlined parts of the sentences below with words or phrases from the text.
(The part of the text where you can find the words / phrases is given in brackets.)

1- (Introduction) With all the new products available to buy nowadays, it’s very hard to decide
which to buy. on the market

2- (Tip 1) She’s starting to notice the impact of things that she says and does on other people.
becoming aware of

3- (Tip 2) Studying before an exam can be very stressful, but it’s necessary. When asked to
say what they want in the future, most people say health and happiness are the most

important.
exam revision., the highest priority

4- (Tip 3) If you’re finding a job difficult, it’s important that you don’t give up. persevere

5- (Tip 4) There’s no purpose in trying to open the door. It’s locked Point

6- (Tip 5) Young babies expect to be given food whenever they want it. Some parents give their
children something good if they do well in exams.
on demand , reward

4- Look at what five students say about exam revision. Then decide which tip from the text is
the best for each student.

1- There’s so much to do that it gets confusing and | don’t know where to start.  Tip ( 2
2- | sometimes reach a point where | get bored and information just stops. Tip( 3
3- I get worried and my head starts hurting. Tip( 4
4- | always seem to find other things to do and time just runs out. Tip(1
5- | sometimes think it’s all too hard and want to give up. Tip( 5
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Passage Two

The results of a new poll show that financial problems have taken over from the environment as the
main concerns for young people. The survey asked over 12,000 people aged between 14 and 18
what they were most worried about. The clear ‘winner’ was ‘finding a job’, while the environment was
only the seventh greatest worry. This compares with similar polls in the last fifteen years, when
environmental worries came first.
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One of the poll’'s organisers commented that the results demonstrated a clear change in attitude. ‘It's
not just that getting a job is the main worry,” he said. ‘Also included in the top six worries were getting
into debt (6th) and passing exams (4th=). I'm convinced that there’s a connection. Because of
changes in the job market, there is more and more pressure on young people nowadays to pass
exams and go on to university in the hope of finding a good job. Rising university fees make it
inevitable that many students graduate from university with huge debts.’
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Other concerns mentioned by large numbers of young people also tended to be personal rather than

social, including worries about relationships (2nd), health (3rd) and ‘fitting in with peers’ (4th=).
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Annette Coleman, director of the Green Earth organisation, said yesterday that she was
‘disappointed, but not surprised’ at the fall in the number of young people concerned about the
environment. ‘It's not that environmental concerns are less urgent than before — quite the opposite in
fact. It's just that after decades of publicity on topics like climate change, so little has actually
changed. A lot of people get the feeling that

there’s nothing we can do about it, and young people in particular tend to be impatient. Of course, the
other thing is that in times of economic difficulty, people are more likely to focus on worries that are
more immediate and have an impact on their daily lives.’
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[1] The results of a new poll show that financial problems have taken over from the environment as
the main concerns for young people. The survey asked over 12,000 people aged between 14 and 18
what they were most worried about. The clear ‘winner’ was ‘finding a job’, while the environment was
only the seventh greatest worry. This compares with similar polls in the last fifteen years, when
[5] environmental worries came first.

One of the poll's organisers commented that the results demonstrated a clear change in attitude. ‘It's
not just that getting a job is the main worry,” he said. ‘Also included in the top six worries were getting
into debt (6th) and passing exams (4th=). I'm convinced that there’s a connection. Because of
changes in the job market, there is more and more pressure on young people nowadays to pass
[10] exams and go on to university in the hope of finding a good job. Rising university fees make it
inevitable that many students graduate from university with huge debts.’

Other concerns mentioned by large numbers of young people also tended to be personal rather than
social, including worries about relationships (2nd), health (3rd) and ‘fitting in with peers’ (4th=).

Annette Coleman, director of the Green Earth organisation, said yesterday that she was
[15] ‘disappointed, but not surprised’ at the fall in the number of young people concerned about the
environment. ‘It's not that environmental concerns are less urgent than before — quite the opposite in
fact. It's just that after decades of publicity on topics like climate change, so little has actually
changed. A lot of people get the feeling that there’s nothing we can do about it, and young people in
particular tend to be impatient. Of course, the other thing is that in times of economic difficulty, people
[20] are more likely to focus on worries that are more immediate and have an impact on their daily
lives.’

1- Complete the following:
1. Nowadays, financial problems are the main concern for young people.

2. The first top worry for young people is finding a job while the environment is the seventh
greatest worry.

3. For most young people, personal concerns are more important than social concerns.

4. The text mentions some personal concerns like health and fitting in with peers.

5. He was really disappointed because he thought he would get better results than he did.
6. Don't be so impatient I'll be finished soon.
7. Nowadays, people focus on concerns which have more impact on their daily life.

2- Decide whether each of the followings is TRUE (T) or FALSE (F):

1. The environment is no longer the main concern for young people. (T)
2. The results of the survey reflect a clear change in young people's attitudes. (T)
3. The environmental concerns are not as urgent as they used to be previously. (F)
4. Nowadays, economic difficulty has great effect on young people's concerns. (T)

5. Most young people concern tend to be social rather than personal. (F)

7
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3- Write what the following pronouns refer to:

1. they (line 3) young people ((aged between 14-18)

2. This (line 4) the results of the survey

3. he(line7) one of the poll’s organizers.

4.it (line 18) the environment

5. their (line 20) people

4- Find words in the text which have the meaning of the following:

1. sure or certain that something is true: convinced
2. money you pay for a service: fees.

3. impossible to avoid: inevitable

4. connected with yourself: personal

- Answer the following questions:

1-Why is it important for young people to pass exams and go to university?

In the hope of finding a good job.

2-Why do many students graduate from university with huge debts?

Because of rising university fees.

3-What does the results of the new poll show about young people's concerns? Put them in
order according to the text:

1- finding a job 2- worries about relationships

3- health 4- fitting in with peers 4 passing exams

6- getting into debts 7- the environment

4. What connection the writer shows between the 1st, 6th and 4th ( passing exams) concerns?

Lots of young people nowadays want to pass exams and go on to university in the hope of finding a
good job. But rising university fees make many students graduate from university with huge debts.

Complete the table about younqg people's concerns:

Financial concerns Personal concerns
getting into debt fitting in with peers
passing exams health

finding a job worries about relationships
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Replace the underlined parts of the sentences below with words or phrases from the box:

Point —reward — revision - on the market — persevere —becoming aware of —

the highest priority —on demand

1-With all the new products available to buy nowadays, it’s very hard to decide which to buy.
on the market

2-She’s starting to notice the impact of things that she says and does on other people.
becoming aware of

3-Studying before an exam can be very stressful, but it’s necessary. When asked to say what
they want in the future, most people say health and happiness are the most important.
revision , the highest priority

4-If you’re finding a job difficult, it’s important that you don’t give up. persevere

5-There’s no purpose in trying to open the door. It’s locked Point

6-Young babies expect to be given food whenever they want it on demand

7-Some parents give their children something good if they do well in exams reward

Match the words with their meanings.

Words Meanings

1-convinced a -around the present time

2-nowadays b -connected with yourself

3-fees ¢ -not wanting to wait

4-inevitable d -sad because of an unexpected results

5-personal e -money you pay for a service

6-disappointed f -impossible to avoid

7-impatient g-sure or certain that something is true
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Use the words to complete the sentences below:

convinced — nowadays — fees — inevitable — personal — disappointed — impatient

1-Don’t be so impatient, I’ll be finished soon.

2-We all make mistakes sometimes, so it’s inevitable that you will too.

3-There are some problems with this idea. I’'m not really convinced it will work.
4-He was disappointed because he thought he would get better results than he did.
5-She didn’t go to a private school because her parents couldn’t afford the fees.
6-The form asks for a lot of personal .details like age and nationality.

7-Students have more money worries nowadays than they had in the past

Use the nouns in the box to make other on + noun phrases in the sentences below:

order - the way - purpose - business - request - arrival - duty — time

1-On arrival at the hotel, please go to the reception desk .

2-Police officers only have to wear uniforms when they’re on duty.
3-The book you need is on order and will probably be here next week .
4-This isn’t a holiday. We’re here on business

5-He hates people being late, so make sure you’re on time

6-He stopped to buy a newspaper on the way home .

7-1 don’t believe it was an accident. | think he did it on purpose

8-We will be pleased to send you more details on reqguest

Finish the sentences with suitable words from the box:

revision —nowadays — inevitable — fees — convinced

1-We all face problems in life. It's inevitable that you do too.

2-Many students are complaining about rising university fees
3- Heba hasn't prepared well for the exam. I'm not really convinced she will pass it.

4- It's important to do daily revision if you really want to succeed.

5- It's easier for people to communicate with each other nowadays more than in the past.
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Match words in the boxes to make fixed phrases. Then use the phrases to complete the
sentences:

Fixed phrases

Timetable time management

job Management job market

revision Aims revision timetable

future market future aims

1-Frequent changes in the job market create more challenges for young people.

2-. It is believed that time management is the secret of success in life.

3- You should specify your future aims before taking any decision.

4- My teacher advised me to make a revision timetable in order to organize my time.

Complete the sentences with (on + noun) from the box:

order - the way - purpose - business - request - arrival - duty — time

1. More details will be sent on request .

2. Please remind me to buy some sugar on the way home .

3. Ali has travelled to China for two weeks on business .

4. We are late and the train always arrives on time.

5. Soldiers are not allowed to leave their places while they are on duty.

6.1 don't believe it was an accident. He made it on purpose.
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Jdas + 10 Lgaiy Jladi ing + Jadll Lgaily Jladl
Verb followed by (to + infinitive) Verb followed by (V +ing)

Fail - ask - advise - tell - decide - - promise - }| Suggest — Enjoy — miss - Insist on - mind
refuse - manage - seem - want- offer - ask - tell - J| Face — mention — practice — finish - Feel like - Can't

decide - agree - seem - expect - advise - hope - h}elp - ke.ep - Giv”e. up — Consider - Look forward to.
afford — help - learn Jia all dig s N Bl
in —on — about - etc...

Like, prefer, hate, love:

(verb + ing) disa Ly axiid would Wi al 13 W ¢ (to + Jdaall ) Ly AL ('d) would 4alS Judl) sda Jd el 1)

Would like Like
would prefer to + infinitive Prefer V+ing
would hate hate
would love love

I quit like playing the piano.
- lwould love to come with you.

Remember/ stop:

Stop / gk A g dadl clge by to + infinitive
alla JSiy ¢ o Jad oo b g3 V +ing

- We were lost so we stopped to ask the way. (<83 i ¢f) gkl oo Jlwil Lidh g3 M (pgils Ui
- He was getting tired , so he stopped working. (a2 <) Jead) (o i gi UM Caia (IS g8

Remember /Sy Aledi o) dlle Al & SN To + infinitive
(alall B cdaa Eaaf SN V +ing

You should remember to eat regularly. (Adad oy o o5 ST abiiie Sy JSU ) 830 o e cany
I remember feeling stressed when | was child. (=l & Gaa S5) T ysa S Levie Jaaially 5 ) a8 <3 U




Alwehda Series for English 2020/2021 2021/2020 (4l dall) dpandasl) 5 ol dudus
Grade 12" (Tawjehe) (et sill) side SGI Ciiall

Prepared bv: Evad Elzaraa 0592-879864 : ad) Jl s> 43,30 ) i 1 M)

A ) Al

Complete the sentences with correct from of the verb in brackets: to + infinite or —ing: -

1) Thank you for agreeing me with this work. (help)

2) j TV, but tonight I'd like something different (watch, do).

3) , but they promised more quietly. (take, speak).
4) the tickets? (bring)

5) them in my pocket before we left (put).

Circle the correct verb forms: -

1) He promised (to let/ letting) me have the report by next week.

2) She enjoys (to read / reading) poetry in her free time.

3) He seems (to know / knowing) me, but | don't remember (to meet/ meeting) him before.
4) Where would you like me (to put / putting) these books?

5) Children want to know everything: they never stop (to ask / asking) questions.

6) If he's busy. | don't mind (to wait/ waiting).

Correct the mistakes in the sentences: -

- I must remember thanking Hassan next time | see him.

Complete the following sentences with infinitive or —ing from of the verb in brackets: -

1) The mechanic managed the machine after hard efforts. (repair).
2) They promised...................... ready by 9:00, but I'm not sure they will be(be).
3) She's hoping her study by July 2007.

4) |tried him to agree with your proposal (persuade).

5) We'd better work early (starting)

6) People used Fire by rubbing two sticks together (make)

7) ldecide For the competition (not enter).

Choose the correct form: -

1) He prefers to watching TV (to read/ reading)

2) Do you feel like for a swim? (going/ to go)

3) He's thinking of (emigrate / emigrating).

4) We had a lot of difficulty in The house (find / finding)
5) Iam looking forward to you (see/ seeing)

6) lamusedto............... Up early (get/ getting)

7) He gets used to At night (working / work)

8) Try to avoid in the rush hour. (to travel/ travelling)

9) She suggested ............. till dawn (to travel/travelling).

10) It's no point Through the keyhole. (to look/ looking)
11) Would you mind the door? (to close/ closing)

12) children enjoyed............. The holiday in the countryside (to spend/ spending).

13
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Correct the verbs in brackets: -

1) Do you feel like (go) to a film or would you like (stay) at home?
2) llike (listen) to folk music.
3) I'd hate (be) beside volcano when it started.

Choose the correct answer: -

1) He told a really funny joke. We couldn't stop (to laugh / laughing)

2) Did you remember him any message? (to give/ giving)

3) Please stop I'm trying to finish a letter (to talk) / talking)

4) Don't you remember computer games together when we were kids? (to play/ playing).
5) | can remember very proud and happy when | graduated (being / to be).

6) When you come to school today, remember My book. (to bring/ bringing)

7) Students put their pens down and stopped (to write/ writing).

8) Please remember the letter? (to post/ posting).

9) I'm going to stop a few things on my way home. (to buy/ buying).

10) My father stopped things which we really don't need (to buy/ buying).

Complete the following the correct forms of the verbs between brackets: -

1) Iknow the keys are here, | them down somewhere. (remember/ put).
2) We were tired, so we ................ lunch (stop/ have)

¢ )9 us il Ja

A)Complete the sentence with the verbs in the box (not) to: (Period 3 — page 18)

(decide — agree — promise —refuse — offer — manage)

1) She won't like it if you refuse to do what she asked.

2) I'm sure they'll decide/ agree to stay when they see how enjoyable the place is.
3) Ididn't manage to catch the early bus, so | was late.

4) If you lend your phone to me, | promise not to lose it.

5) When there's a problem, they always offer to help.

6) Let's shake hands and agree/ decide to forget the argument.

B) Complete the sentence with the verbs in the box: (Period 3 — page 18)

(Give up / avoid/ feel like/ mind/ keep / finish)

1) Ididn't feel like cooking anything, so | want out a café.

2) The important thing is that you should never give up_trying.

3) Idon't mind playing computer game, but it isn't my favorite way of passing the time.
4) The cat crossed the rode suddenly and the driver couldn't avoid_hitting it.

5) 1'll call you back as soon as | finish writing this report.

6) He doesn't like it when people keep interrupting him.
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C)Complete the sentences with like/love/Hate +ing or infinitive from the verb in brackets:
(Period 4 — page 20)

1) I'm happy here in the city. | would hate to live (live) in a city.

2) She likes/loves listening (listen) to music. It's her favorite way of passing the time.
3) Would you like/love to go (go) out to the theatre this evening?

4) Most young people hate getting up (get up) early when they're tired

5) He would like /love to be (be) famous film star, It's his dream.

6) If had the chance, | would like /love to study (study) in another country.

D)Complete the sentence with the infinitive or ing from the verbs in brackets: (Period 4 — page 20)

1) The first thing | remember hearing is the sound of my mother singing/ (hear)

2) You shouldn't stop trying just because it's a bit difficult(try).

3) I must remember to post this letter while I'm in town(post).

4) If you're getting confused, remember to think about what you want to say. (think)
5) Ilremember feeling surprised when | first heard the news (feel).

6) While walking along the street, | saw him stop to look in a shop window.(look)

E) Write sentences in answer to the guestion below: (Period 4 — page 20)

1) A friend is getting stressed about exam revision. what would you advise him/ her to do?
| advise you to make a revision timetable.

2) What hobby do you like doing, and which new hobby would you like to do in the future?
| like swimming. | would like to learn embroidery.

3) What do you have to remember to do in the next few days?
| must remember to redecorate the kitchen.

4) Is there anything in your life that you would like to stop doing?
I'd like to stop sleeping late.

5) What should you remember to do before going on a long journey?
| should remember to prepare sandwiches and drinks.

6) What should you stop doing if you want to be fit?
| should stop eating fast food.

Circle the correct verb forms (Revision Period 3 — page 62).

1) He promised( to let / letting) me have the report by next week.

2) She enjoys (to read / reading) poetry in her free time.

3) He seems( to know / knowing) me, but | don’ tremember to meet / meeting him before.
4) Where would you like me( to put / putting) these books?

5) Children want to know everything: they never stop ( to ask / asking )questions.

6) If he's busy, | don't mind (to wait / waiting).
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Personal Statement

o ol & LA G A 7l Analal) Aadl A5NNY ol (a8 S 9Ss gal (8 B ks A
Ll G pal) Agadl IR e (Gabaall £ guda gal) i g2
(Busd) (e £ LA ay daalally (3ail Chigad) bl ad AN Jaall Gang S5t aa (Gl £ gudgall LS Sy

Write your own personal statement to apply for specific course in the university.

Personal Statement

oanadil) )3gd aniia il 13l J4Y) 5 jAdY

There are several reasons why | am applying for a course in . | am applying for this
because | have been interested in such fields since | was young and it developed through time . In
fact, | would love to work in this field as a career in the future . | am sure this is where my future is .

S oanadil) 13gy (alaia Allad oAl La; 45 3 adl)

At the moment, | am studying Math , Science and English as my main subjects at school, and |
believe these subjects will all be useful for the career | have chosen . | have been reading books
about it , so | know a lot about the basic ideas, but | need to extend what | already know. Actually |
used to volunteer in related societies after school to have more experience .

S oaadil) 3] canlia cludl aitad | 2lal 7 AEIEY 5 j3dY)

| believe | am the right person for this major because | know and practiced the skills needed for it and
| enjoy doing it . As you can see from the attached files | got high grades in my school and different
related courses . | hope the information | have given you is enough for you to accept me on the
course .
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Write an essay (150-200) words about: how to manage your time effectively.
Paragraph 1: Choose the right time to make yourself a to do list.

Paragraph 2: Organize time and look after yourself.

Paragraph 3: One step at a time.

Paragraph 4. State your opinion.

Time Management

Time management is a vital skill, one that will be necessary in your chosen career as well as in the
university. People have different time clock's,and what works for one student might not work for you.
Time management techniques involve setting goals, establishing priorities. When we think of time
management, we tend to think of personal time management. When we master time management
skills, we'll be more organized, efficient and happier.

ey Lad agilhgl & (bl calisy Aaalpll A& Ladg o lidia o3 gl & gda B Ay g ¢y oSin g Aaga B lga Bl 5 13)
4ali e B gl B ol SEll Jrad cidgll B ol &S Ladie il gl oY) g ClAY) Baat Jadd gl 3 ) (b, ol play ¥ 38 La el
Bl g heliS g Laalaii JiS) o gSiae gl B 1a) <l jlgeay aSai Ladind dpadd

You probably have a lot of things to do, so asses how important and how urgent the tasks are; then
make sure high priority tasks, and avoid time wasters! Make the task as specific as possible. Try
dividing tasks into smaller tasks. Once you've started, it's easier to keep going.

< oll 5 jagal) £ LX) g;:;agﬁ,‘%\ A*;w,wuﬁ.«@m s Ll saa A Lgdadil o LGN (pa Sl Glial 06 o Jaliaall (e
. A Jgud ) ¢ 9 AT 4 Ladind B s alga ) algaal) 46 Jad 4 GlSaY) a8 a0 algall Jaal g

The first step in effective time management is analyzing how you currently spend your time and
deciding how you want to change your way of spending your time. Unless time is managed probably,
nothing can be accomplished. Time is a unique resource. It's indispensable, irreplaceable, and
therefor invaluable. A day of every one consists of 24 hours only, no more and no less. Every piece
of work requires time,and also energy. Time is money and measure of effort, so use it wisely.

alial 1)) B g pliad B iy b il Ly 8 ) A8y el aaaig Glla B g oLl 4380 Jalad & Al gl 3 000 B A 3 gladll
Ulags Oy a8 Y g¢d UM Ad)adic) oSy ¥ g dde plinind Sy ¥ gAe o (o 8 jhaa Cglld o L& 38ad o b JSdy gl B )y
Aaddin) UM agall bda g Jle cidgl) ABUa ) zliag L g cdy ) zliag Jas JS 8 W9 S Y Jadd Aol 24 (e 0 9ST asan
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