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How to read a document more efficiently

PREPARATION
Before starting to read a document, ask yourself the following questions:

1. What is my purpose? How much time have I got?

2. What is the nature of the document? How long is it? Author? Origin? Style? Who is it written for? Table of contents?

Try to think of what you already know about the topic. Your awareness of all this will help you to read more efficiently and rapidly.
READING FOR INFORMATION: THE 6 S's
When you have to read, for an exam, for your work, or because you need to learn relevant facts and to answer questions, usually rapidly, practise the six S's.
Surveying
Read the title, then survey the whole document in just a few seconds, whether it is 200 words or 20 pages long, to have a quick overview.

Skimming
Re-read the text trying to catch only the important words or sentences. Read diagonally and go right to the end. Avoid going back over words unconsciously.

Skipping
Do not read the useless or lengthy passages if you have not got the time.

Scanning
Read again the important passages you detected for the information you need. Usually the key ideas are at the beginning and end of the text, of each part and of each paragraph.
Studying
Note the key words and expressions, but not whole sentences. Look for the precise answers to your questions and note them too. Concentrate as much as you can.

Speed
You will understand any document much better if you read it twice quickly rather than once slowly.
READING FOR PLEASURE
If you read novels, poetry or publications for pleasure, take your time, enjoy what you are reading, and relax. Forget the 6 S's.
WHAT TO DO WHEN YOU DO NOT UNDERSTAND
1. At first do not look up words you do not understand in the dictionary (unless you are totally lost). Try to guess their meaning. How?

· Look at the context carefully, use logic and deduction.

· Analyse the word: e.g. "to overdo = over + do". Over is a prefix indicating excess + do = to do too much.

2. Then look up in the dictionary the most important words or expressions, maybe 10 to 20 at the most, and learn only those which you think are essential (5 to 10). Decide what you want to use again (4 to 6). Learn expressions if possible: adjective + noun, noun + verb, etc. You will remember them more easily, and use them more accurately.

3. Understanding everything is not necessary, what is necessary is understanding intelligently, e.g. forming a clear, coherent, structured mental image of the text, or at least of its most important ideas.
FOLLOW-UP WORK
Review the document, complete and revise your notes. What have you learnt? Think critically about what you have read or learnt, forming your opinion about it: do you agree with the contents, why or why not?
READING ALOUD
If you are asked to read something aloud, read it intelligently, show that you understand it by pausing at the right place (sometimes this is indicated by the punctuation) and stressing the important syllables and words. Mind the intonation. Practise reading figures and percentages. Can you read aloud:

4,7805.5; 12,8%; f877.000; $4.6 billion; 4m people; FF.78.907?
How to translate

Translating is a complex art and you have to practise a lot. Your translation must be both faithful to the original text and written in perfect Ukrainian/ English, which is sometimes extremely difficult! A good method will help you.
HOW? FOLLOW THESE 4 STEPS
1. First read the whole text once through.
Get a general idea about the subject, style and type of English (formal? informal?), and the context (essential),

2. Then translate what is easy.
Translate whole sentences or at least parts of sentences. Stay close to the text if it is quite clear. Do not change the word order unnecessarily. Leave blanks for what you do not understand.

3. Use a dictionary.
If you can, look up the words which you do not know or are not sure of:

· Select the word in the same grammatical category (noun, verb, adjective).

· Take a quick look at the various examples, trying to find one which is similar to your context.

· Adapt what you have found to your context, as the dictionary does not always give the right translation for it.

· Check the construction of the word, especially if it is a verb or a preposition.

· Beware of false friends: make a list of them.

4. Re-read your translation.
At the end make sure that you have not left any blanks or forgotten to translate any ideas from the original text, and finally that your text sounds meaningful and is like good English/Ukrainian.
How to make a summary

DEFINITIONS OF THE ENGLISH WORDS
· A summary is a short written or spoken account of something which gives the important points but not the details.

· A précis is a written summary in a set number of words.

· A synthesis will combine the main ideas in a well structured way.

· An account or report gives the main ideas and details.

AT THE EXAM

Summary
You simply have to give, orally or in writing, a shortened version of the original text, that is to say the main points, in xxx words.

Report
You can follow this method:

1. Beginning.
Indicate first what type of text it is (e.g. a press cutting), its date and source. If possible, mention if it is British or American. Introduce the subject, time, place, and the people, company, etc., concerned if there are any. The title or headline or the subtitle, if there is one, will often help you.

For example: "This text is about.../ deals with... " Or: "The subject of this text is... "
2. Development.
Present the important points which are indicated by the keywords. They are usually presented at the beginning and end of the document, of its various parts, and/or paragraphs. ''

For example:

1. First paragraph: "The author points out the problem/ issue (possibly through an anecdote), which is that...".
2. Paragraph 2, or part 2: "More precisely/ in fact... ".
3. Part 3: "The advantages are... " Or "The reactions in various countries/ areas/ groups of people are, first,that..., secondly..., thirdly..., etc." Or "the reasons for this are... ". Or "Formerly/ Usually...".
4. Part 4: "The drawbacks are... ". Or "On the other hand... ". Or "Today, however, ...".
5. Part 5: "Some (possible) remedies / solutions / consequences ore... ".
3. Conclusion. Do not forget it.
SOME DONT'S

· Don't paraphrase: a summary must be shorter than the original text. Try to be concise.

· Don't repeat sentences, difficult or rare words or expressions from the text (especially if you do not understand them): you must use your own words, and the keywords of course.

· Don't give details, lists of items, examples and figures unless they are absolutely essential: generalize and simplify.

· Don't repeat the names unless they are famous: refer to people essentially by their function.

· Don't make personal comments, unless you are asked for them afterwards.

· In the case of an oral report: don't read your notes (just glance at them), don't speak too slowly, or too quickly, or in a bored, unconvincing way. Even if you find the text uninspiring, try to make it sound interesting. Leave out what you do not understand, or say that you do not understand it

· Don't ever give up: you have probably understood more than you mink.
BEYOND LANGUAGE SKILLS:
how to take cultural traditions into account when dealing with a native English-speaker
How to communicate efficiently

SHOWING WHAT YOU FEEL
Since we are living in the age of communications, it might be a good idea to make sure that you know how to communicate efficiently when you are face to face with someone or on the telephone. This means knowing what to say, how to say it and last but not least, how to behave. The person to whom you are speaking can only judge you on what he hears and sees, so even if you are grateful, he will think you are ungrateful if you do not say thank you!
TALKING

Introductions
You may be meeting someone for the first time so you tell him, with a smile, exactly who you are: "Hello, my name is Maria Lindon, I'mthe Marketing Manager's assistant".

You may need to introduce someone to someone so you will say: "May I introduce John Milson? John, this is Peter Kumechko, the principal of Kyiv University". They will then shake hands and say: "How do you do?" or "Hello, pleased to meet you!"
Conversations
You may be talking to a colleague or a client. It is important to show them that you are interested in what they are saying, so you look at them and not over their heads or at the ground. To show them that you are really listening and not thinking about what you are going to have for dinner, you participate in their speech by nodding and saying "mmmm / really / oh" now and then. When you want to comment, do not interrupt them aggressively before they have got to the end of their sentence but wait until they stop to breathe or swallow, and men say something like "Mmm, if I might just interrupt you there, I'm not quite sure whether / that...," to which they will probably say, "Oh?" which is the signal for you to develop your contribution to the discussion. It is better to explain your point of view and then add a "That is why I disagree" rather than start by the disagreeable statement "I disagree".
Interruptions
While you are in conversation with someone, another person may dash up and interrupt you. What do you do? Most people allow themselves to be rudely interrupted like this and turn from the first person to the second. You might be showing a better sense of communication if you said to the "interrupter": "Could you just wait a minute please?" and concluded your conversation with the first one.
Conclusions
How do you finish a conversation? You could say: "Well, I really must go / be going now," or "Good Lord, is that the time? Oh, 1 must be on my way. Bye-bye then", etc., but always with a smile.
BEHAVING
Well, it is obviously much nicer to be talking and listening to someone who smiles now and then, rather than to someone who stares at you with little or no expression on his face almost as though he does not know what you are talking about! So, smile or, if the person is describing something terrifying, look terrified! In other words, react. Do not yawn, do not rummage in your bag or in a drawer of your desk because you have just realised that you cannot remember where you put your shopping list. Do not doodle or read another document furtively. Find a comfortable position so that you do not fidget and distract him while he is speaking. In other words, take the time and make the effort to put the other person at ease and give him an excellent impression of you both as a person and as a business associate.
CROSS-CULTURAL RELATIONS
Communicating with British and American people
Relations with the British and Americans, even in a business context, appear to be more relaxed, informal and friendly than in a Ukrainian one. They use first names very easily, joke and laugh quite a lot, drink tea or coffee together. You will need to get used to the understatement and know that "We had quite a good time", accompanied by various visual expressions, means: "We had a marvellous time". However, it is important to know that this friendly, relaxed attitude does not mean that you can do what you like. On the contrary! If you grumble a lot, if you take people and things for granted, if you do not show your appreciation of what is being done for you, you will be instantly judged and rejected.
So, you must know that saying "Thank you" is essential. In some parts of England, people even thank the bus driver when they get off the bus. One after the other, they say "Thank you Driver".

When you need to ask for something, "Could you (possibly).../ Would you mind doing / if I.../ Would it be all right if..., etc", sounds much nicer than "Can I / you".

Finally, the most elementary thing to do is to greet people when you see them. "Hello / Hi / Hello there / Good morning / afternoon / evening". When it is time to leave, "Goodbye / bye-bye / bye", using the right intonation.
GREETING VISITORS
If you are the Manager's assistant, you will be called upon to greet people who have an appointment with the Manager. So, you will greet them as soon as they arrive in a pleasant, professional manner. You will say who you are, "Good morning, my name is Ann Brown (never Brown Ann), I am the Manager's assistant". This, of course, will be said with a smile.

If they have arrived too early, you may offer them tea or coffee. If the Manager is busy, you will apologize ("I'm so sorry") and explain that he has been detained in a meeting or by a very important phone call, etc., and that he will see the visitor as soon as he is free. You can also offer coffee or tea!
PROFESSIONAL TELEPHONE BEHAVIOUR
· Answer the telephone promptly.

· Start each call by saying who you are (Tatiana Ivanitskaya and not Ivanitskaya Tatiana), and your position.

· If you are calling, ask whether or not it is convenient to proceed.

· If you cannot take the call or put the caller through, explain why and offer to call back. Do not forget to note the name and number of the caller.

· Explain straightaway the purpose of the call.

· Make sure you know to whom you are speaking.

· Listen, do not interrupt.

· Show that you are listening by saying "mmmm, yes, really," etc.

· Do not try to do something else while phoning.
· Smiling while you are talking will make you sound friendlier.
· When offered help or advice, do not forget to say "Thank you very much indeed/Thank you for having been so helpful".
· You will probably need to spell names on the phone so use the following telephone alphabet:

A – Alfred;
В – Benjamin;
С – Charlie;
D – David;

E – Edward;
F – Frederick;
G – George;
H – Harry;

I – Isaac;
J – Jack;
K – King;
L – London;

M – Mary;
N – Nellie;
О – Oliver;
P – Peter;

Q – Queen;
R- Robert;
S – Samuel;
T – Tommy;

U – Uncle;
V – Victor;
W – William;
X – X-ray;
Y – Yellow;
Z – Zebra.
When giving a telephone number, let's say a number in London, read it out as follows:
(0)17/81
one seven/eight one
343
three four three
09

oh nine
74

seven four
with a pause in between each group.

Don't forget to dial 00 (double oh) 44 (double four) before the London number.
