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Programme Overview

e Short-term and long-term memory
e Memory techniques

e Minimising barriers to recall

e Mind mapping

e Remembering names.
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The Brain’s Capacity to Learn

e Memorises information from birth

e Acquires millions of facts and figures

e Good and poor experiences

e Scans our environment for safety

e Continually compares what is happening with what we know

e Uses all our senses.



Senses

@ e Visual

| - e Auditory

. |

@ @ e Kinaesthetic
e Olfactory

e Gustatory
e Olfactory



Say these words very quickly:

*Silk
Silk
Silk



Finished files are the result
of years of scientific study
combined with the experience
of years...



How many legs does this elephant have?



How many black dots can you count?




Which man is tallest?




Short-Term Memory

Recalls immediate things that we hear, see or think about for a
few seconds to several hours



Long-term Memory

Accessible long-term

e Your knowledge bank — information that you couldn’t forget
even if you tried to

Inaccessible long-term

e Experiences recorded by your senses (eyes, nose, ears, touch,
smell and taste)

e May not be accessible — but are stored all the same!
e Can be made accessible



Untrained Memory




Trained Memory




Memory Techniques

eBasic word association
eChaining or linking

e Memory pegs

* Mhemonics

eTouch-stone techniques.
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Memorise the following in the order they appear:

e Buckingham Palace
e Torch

e Book

e Electric drill

e Two pound coin

e John Travolta

e Black hat

e Polka dot bikini

e Fur coat

e Diamond collar

e Mountain lion

e Palm tree

e Buckingham Palace



Chaining (or Linking)

There are three differences between basic word association and chaining.
1. In basic word association, the term picture is not used

2. In basic word association the link is logical; in chaining the link is
illogical

3. In basic word association, the link is between something you know and
something you do not know; in chaining, the link is between two things
you do not know.
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Remembering Names

e Concentrate on hearing the name
e Ask how their name is spelled
e Visualise the name

e Associate the name \s__)x_J-__J.._ -

e Use the person’s name

=)

e Embed names into graphic memory.












Memorise the following in order:

*Mercury
*\enus
*Earth
*Mars
*Jupiter
*Saturn
*Uranus
*Neptune
*Pluto



My very excited Mother just
served us nine pies




Memorise the following in order:

*Mercury
*\enus
*Earth
*Mars
*Jupiter
*Saturn
*Uranus
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*Pluto



Mnemonics

e Repackage information and make it
easier to recall

e "Thirty days hath September, April,
June and November...”

e "Richard of York Gave Battle in Vain"
(for the colours of the rainbow)



To recall information you need:




Touch-stone Techniques

e Routines and systems

e Mechanical memory aids, e.g. recording function on
mobile phone/texting/Outlook

e External triggers — knots in hankies
e One place that you associate with things to remember.




Negative Impact on Memory

e Sugar

e White flour

e Dehydration

e Stress

e | ack of interest

e Tiredness

e Poor concentration.




Nutritional Supplements

e B-complex vitamins
e Ginko Biloba

e Selenium

e \/itamin E

e Omega Fish Oil.
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Programme Summary

e Short-term and long-term memory
e Memory techniques

e Minimising barriers to recall

e Remembering names

 Mind mapping.
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Speed and Retention
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Programme Overview

e An introduction to speed reading
e The reading process

e Minimising barriers to reading

e Using different reading styles

e Reading from screens and tablets
e Reading for retention.

I_G“U Supporting local government every day
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True or False?
Assumptions about Reading

1.A reading speed of over 800 words per minute is possible

2.In order to comprehend a piece of text, it is always better to read it slowly

3.To read efficiently, the eye should sweep in a continuous flowing movement along the line
4.Reading with a finger under the words slows a reader down

5.An important document should always be read from start to finish, in a linear fashion

6.1f a piece of text is difficult to understand, it is important to keep working at it before
moving on

7.Skipping words is a lazy habit.



The Process of Reading

1.Recognition

2.Assimilation
3.Intra-Integration
4.Extra-Integration ;

5.Retention
6.Recall.



A businessman had just turned off the lights in the store when a man
appeared and demanded money. The owner opened a cash register. The
contents of the cash register were scooped up and the man sped away.



A businessman had just turned off the lights in the store when a man appeared
and demanded money. The owner opened a cash register. The contents of the
cash register were scooped up and the man sped away.

A man appeared after the owner had turned off his store lights

The robber was a man

The man who appeared did not demand money

The man who opened the cash register was the owner

The store owner scooped up the contents of the cash register and ran away
While the cash register contained money, the story does not state how much
The robber demanded money of the owner

After the store lights were turned off the man entered the store

Taking the contents of the cash register the man ran out into the street
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A businessman had just turned off the lights in the store when a man appeared
and demanded money. The owner opened a cash register. The contents of the
cash register were scooped up and the man sped away.

A man appeared after the owner had turned off his store lights

The robber was a man

The man who appeared did not demand money

The man who opened the cash register was the owner

The store owner scooped up the contents of the cash register and ran away
While the cash register contained money, the story does not state how much
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What will slow me down?

e Approaching all documents with the same reading style
e Making notes/highlighting

e Poor reading environment

e Lack of interest

e Mouthing

e Eve tics.




Eye Tic

It is interesting how many people have an eye
“tic”. Aticis used to describe eye movements

which go to and fro. Some readers do this when

they are tired.
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Eye Tic

It is interesting ho eople an eye

”ticms used to describe eye movements

which go to and fr). Some reapers do this when

they are tired... even skipp#ig to the next line.



Reading Styles

e Reading for pleasure
e Proof-reading
e Scanning

e Skimming

e Careful reading



Scanning

e |dentify key letters or characters

e Focus on these, excluding irrelevant information
e Use your finger, chopstick or mouse

e Go at the speed of your stick, not your eye

e Avoid being distracted by other information
e Have the courage of your conviction!



Audit Report — Barton Engineering

Barton Engineering is a friendly organisation who greets its customers well. This was demonstrated through a relaxed welcome by the
Receptionist who smiled and made pleasant conversation during the signing-in process.

This warm welcome is blighted by an unsatisfactory reception area which sends a cold signal to customers and people entering the building.

The rate of staff turnover is relatively small, and most people spoken to said that they considered Barton Engineering to be a good
employer. Records show that staff tend to stay with the organisation for quite a long period of time. The Managing Director has a good
reputation throughout the organisation and the staff interviewed spoke of his management style and approach in a positive manner. The
majority of employees felt that he has the best interests of staff and company at heart.

Organisational structure
The structure of the organisation is as follows:

Chief executive, who also doubles as the Finance Director
Three directors including sales, marketing and human resources
Four heads of departments

Sl

Thirty-three members of staff, mainly admin, sales and finance.

The business appears to be very good at recognising hard work and talent which was mentioned by a number of employees during
meetings. In the last year there have been three internal promotions and there are two vacancies currently in the early stages of
recruitment.
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meetings. In the last year there have been three internal promotions and there are two vacancies currently in the early stages of
recruitment.
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S-Q-R-W

e Skim

e Question the document

e Read to answer your questions
e Write your own summary.



Five Bottoms on a Bed
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Reading from Screens

e Screen brightness and tone %

e Font style

;’
)
\r
N

e Font size
e Formatting
e Reading angle, distance and format.



Screen Tint

Sometimes it is easier on the eye to use a
background tint on your screen. Look
through your settings to see if this is
possible.



Screen Tint

Sometimes it is easier on the eye to use a Sometimes it is easier on the eye to use a
background tint on your screen. Look background tint on your screen. Look
through your settings to see if this is through your settings to see if this is
possible. possible.



Fonts

Many texts, especially MS Word documents are written in Times New Roman font, but this is not the best typeface for speed reading. Small-sized fonts can also make reading difficult and time-consuming.

« Test results have proved that texts produced using Arial font can be read
at a faster speed. For long documents, it is worth changing the font before
you start reading.



Font Sizes

. This is 12 point
e Thisis 14 point

This is 16 point

This is 20 point

This is 22 point

This is 24 point
This is 26 point
This is 28 point

This is 30 point

e This is 32 point
e This is 34 point
e This is 36 point



Formatting

For documents which have been produced with long, dense paragraphs, consider changing a justified right-hand side text to
a ragged margin. This will help your eye to focus more precisely on where you are within the document. Text which is
justified is really tricky to read on-screen because there is nowhere for your eye to keep its focus. Notice how the wide

margins aren’t helping either? On paper you can use a finger to keep your place, whereas when you read on-screen this is
harder to do.



Formatting

For documents which have been written with long,
dense paragraphs, consider changing a justified right-
hand side text to a ragged margin. This will help your
eye to focus more precisely on where you are within
the document. Text which is justified is really tricky to
read online because there is nowhere for your eye to
keep its focus. Notice how the wider margins help
because your eye does not have to travel so far. On
paper you can use a finger to keep your place, whereas
when you read on-screen this is harder to do.



Final Tips

Save careful reading for when you’re at your best

Prioritise your reading

It’s best to read something two or three times quickly than read it slowly once
If your eyes are tired, and it’'s a Word document try Microsoft’s “Read to Me”
Read strategically

Skim material first for main ideas

Choose to read a document out of order

Form questions to raise your curiosity

Manage your reading environment

Take care with highlighting

Read regularly.




Programme Summary

e An introduction to speed reading
e The reading process

e Minimising barriers to reading

e Using different reading styles

e Reading from screens and tablets
e Reading for retention.

I.G .‘U Supporting local government every day
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