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Reading Intelligently

[A] Do you ever read a passage, yet fail to gain any helpful information from
it? Or, do you have to reread something several times to get a full understanding
of the content? When we are reading such materials as project documents, trade
journals, blogs, business books or e-books, most of us read regularly as part of
our jobs, and to develop our skills and knowledge. Now, we are looking at strate-
gies that will help you read more effectively. These approaches will help you get
the maximum benefit from your reading, with the minimum effort.

[B] Before you start reading anything, ask yourself why you are reading it. Are
you reading with a purpose, or just for pleasure? What do you want to know after
you’ve read it? Once you know your purpose, you can examine the resource to
see whether it’s going to help you. For example, with a book, an easy way of do-
ing this is to look at the introduction and the chapter headings. The introduction
should let you know who the book is intended for, and what it covers. Chapter
headings will give you an overall view of the structure of the subject.

[C] Ask yourself whether the resource meets your needs, and try to work out
if it will give you the right amount of knowledge. If you think that the resource
isn’t ideal, don’t waste time reading it. Remember that this also applies to content
that you subscribe to, such as journals or magazines, and web-based and social
media news — don’t be afraid to cut down these resources if you are not getting
value from some publishers.

[D] Where you only need the shallowest knowledge of a subject, you can skim
material. Here you read only chapter headings, introductions, and summaries. If

you need a moderate level of information on a subject, then you can scan the text.
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This is when you read the chapter introductions and summaries in detail. You can
then read the contents of the chapters with great speed, picking out and under-
standing key words and concepts. When looking at material in this way, it’s often
worth paying attention to diagrams and graphs. Only when you need full knowl-
edge of a subject is it worth studying the text in detail. Here it’s best to skim the
material first to get an overview of the subject. This gives you an understanding
of its structure, into which you can then fit the detail gained from a full reading
of the material.

[E] When you are reading a document or book in detail, it helps if you practice
“active reading” by highlighting and underlining key information, and taking
notes as you progress. This emphasizes information in your mind, and helps
you to review important points later. Doing this also helps you keep your mind
focused on the material, and stops you thinking about other things. If you are
worried about damaging a book by marking it up, ask yourself how much your
investment of time is worth. If the book is inexpensive, or if the benefit that you
get from the book substantially exceeds its value, then don’t worry too much
about marking it. Of course, only do this if it belongs to you!

[F] Different types of documents hold information in different places and in
different ways, and they have different depths and breadths of coverage. By un-
derstanding the layout of the material you’re reading, you can extract the infor-
mation you want efficiently. The most effective way of getting information from
magazines is to scan the contents tables or indexes and turn directly to interesting
articles. If you find an article useful, then cut it out and file it in a folder specifi-
cally covering that sort of information. In this way you will build up sets of relat-
ed articles that may begin to explain the subject. Newspapers tend to be arranged
in sections. If you read a paper often, you can quickly learn which sections are
useful, and which ones you can skip altogether.

[G] You can apply the same strategies to reading online versions of newspapers
and magazines. However, you need to make sure that you don’t get distracted
by links to other, non-relevant material. Remember that there are many online
articles and electronic documents that weren’t originally designed to be read on
a screen. This will also include documents that are emailed to you. If you find it
hard to read these on screen, print them out. This is especially important for long
or detailed documents.
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[H] When you are reading a document or book, it is easy to accept the writer’s
structure of thought. This means that you may not notice when important infor-
mation has been left out, or that an irrelevant detail has been included. An ef-
fective way to combat this is to make up your own table of contents before you
start reading. Ask yourself what sections or topics you are expecting to see in
this document, and what questions you want to have answered by the end of the
text. Although doing this before you start reading the document may sound like a
strange strategy, it is useful, because it helps you spot holes in the author’s argu-
ment. Writing out your own table of contents also helps you address your own
questions, and think about what you are expecting to learn from the text.

[I] The time when you read a document plays a role in how easy the reading
will be, and how much information you’ll retain. If you need to read a text that
requires a great deal of concentration, it is best to tackle it when you have the
most energy in the day, so that you can schedule your reading time accordingly.
[J] Where you read is also important. Reading at night, in bed, doesn’t work
for many people because it makes them sleepy (which means that you may not
remember the information). Everyone is different, however, so read in a place
that is comfortable, free of distractions, and that has good light — this is impor-
tant even if you are reading from a screen.

[K] It can be helpful to review the information when you’ve finished reading.
When you are done, write a paragraph that explains, in your own words, what
you just learned. Often, putting pen to paper can help strengthen your recall of

new information, so that you retain it more effectively.

(1085 words)

.pnécnsivn Exereises

Directions: The following ten statements are related to the passage you have just
read. Each statement contains information given in one of the paragraphs. lden-
tify the paragraph from which the information is derived and put the correspond-
ing letters of the paragraphs in the brackets at the end of the statements. You may

choose a paragraph more than once.
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1. Once you know your purpose for reading, you can look at the introduction
and the chapter headings to see whether they are going to help you. ( )

2. It is best to skim the material first to get an overview of the subject and de-
cide if it is worth studying in detail. ( )

3. It can be helpful to go over the information when you’ve finished reading.
«C )

4. If the benefits you get from a book exceed its value, you can mark it up with-
out worrying about damaging it. ( )

5. Making up your own table of contents before you start reading helps you
spot holes in the author’s argument. ( )

6. Long or detailed documents are hard to read on screen, so the best way to
read them is to print them out. ( )

7. Cutting out an interesting article in a magazine and filing it in a folder is a
very effective way to get information. ( )

8. It is best for you to deal with a difficult text when you are at your best in the
day. ()

9. Highlighting and underlining key information, and taking notes can empha-
size information in your mind, and help you review important points later.

C )

10. Putting pen to paper can help you retain information more efficiently. ( )

d
.

1. project n. 7%, T2, UiH
e.g. The project was estimated to have cost $1,000,000.
R—IREHHRE—F T EATE.
Bland is doing a project on adult education.
2 I AT — IR K BRART R
2. maximum adj. Fz K ((H) 19, e ((H) 1)
minimum adj. /N () 19, &A% () 19
e.g. The maximum speed of this car is 170 miles per hour.
EARE GRS TR A1T0RE,
The minimum wage is 7 dollars an hour in this restaurant.
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ERKBEERAKT T AEDETEA.

. chapter n. (F55509) %5, [0l

e.g. After class, please read chapters 1 to 4 of the book.
REFHNZZROE—FELOT,
The writer put his newly-written novel into seventeen chapters.

Ve RAeAFITIE T ARG PR T £,

_intend for jg ...... %%%%, ﬁﬁ%% ...... ﬁﬁfﬁ

e.g. The movie is intended for adults only.
T ER R RFAINE .
We intend this room for you.

BAVAT FACZA fr R AR )

. web-based adj. FET MK

e.g. My web-based courses are English, Chinese, Computer, Math, Politics,
etc.
KA BRAZA FiB . B AL HEF. BUEF,
A decline in physical communication in an increasingly web-based so-

ciety is also a factor.
BIKRM 6 B -5 R A& & AR — AR &

. skim v B&EE, WIHE

e.g. Since he had no time to read the book in detail, he just skimmed it.
B BT 1) gk AR A, RRVE T —ik.
If you skim through the play too quickly, you will forget some plots.
S R AR B ARIEAF Kb, SRtk d XLy,

. moderate adj. &40y, &

e.g. Moderate exercise will benefit you.
B ek 6 F AR AL
He usually drives at a moderate speed.
T3 & ARAT, Al R A R AT

. concept n. W&, ME&

e.g. She added that the concept of arranged marriages is misunderstood in
the west.
WAL, @B S £ BT IR T .
We introduced the concept of mental models in Chapter 2.

BHE_FF, RNNBT SHEEEGMA.
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9. highlight v. 8, 5®i, {3
e.g. Both books highlight the human element of science.
AABHE LRI AFTANGEE.
Highlight the chosen area by clicking and holding down the left mouse
button.
& PR BAT A 4L R B 7 ik XK.
10. focus on ZEHEE I F
e.g. Our meeting focuses on the question of women’s right.
FATRIEG E B Ao A 174,
He finds it hard to focus his thoughts on one thing.
WEI G TRAEIER A P E—1HEF L,
11. mark up #riE, 8- PR
e.g. Don’t mark up the book you borrowed from the library! Otherwise, you
will be fined.
AN F A4 R 6 5 EMARE, T AR 2y !
You shouldn’t mark up a book which isn’t yours.
IR AL AT T ARG 4 EMATT.
12. investment n. ¥&%, A
e.g. Friendship is a wise investment.
RAE A — Y G
American businessmen are welcome to make investment in Beijing.
R F B R AT
13. substantially adv. KIEEEHL, F550H
e.g. The percentage of girls in engineering has increased substantially.
IAAENRBICEZRRERT
Maintenance costs have been reduced substantially.
A5 RN EIEIKT .
14, scan v. $4h, W, 40F
e.g. The officer scanned the room.
LRMFmEART A H.
She was nervous and kept scanning the crowd for Paul.
WK, —HAAEABY FREKT.
15. cut out filfg, M- BIF

e.g. Please cut out all the vulgar expressions.
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16.

17.

18.

19.

Mk BT RRAG-6G R 3E
I cut out the article from the newspaper.
BMRA LT T TABELE,
print out FJE[JH
e.g. But unfortunately, he has not had the picture developed and printed out.

R R, —ARIB K EEBAF.
Students print out a question sheet and find the answers by searching on

the Web.
FALITHE —RE AL, AREBiT W LI & For Kl X sk 53
g EE.

combat v, Hj---eoofif 3, fH3)

e.g. We should combat the unhealthy phenomenon.
HAVELZ R R R FA - F
Insisting on real names is supposed to combat spam.
BFF 5K G WIAR AN T AT IR IR,

address v. (i, -4

e.g. He is due to address a conference on human rights next week.
T B ZAE— AR ELT .
Who ought I to address my request to?
RIZ B R 7

schedule v. Z24E, 114

e.g. The space shuttle had been scheduled to blast off at 04:38.
TRMA KA R T 4238 ZAHH =
A presidential election was scheduled for December.

Btk Rkt R 12 A BAT,
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