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I truly believe that one of the 
greatest gifts that one can give 
is to prove to an individual that 
they are capable of achieving 
anything that they desire. Then 
to see them successfully achieve 
that potential, in whatever way 
they choose. 

I have wanted to write this 
guide for a number of years. 
The turning point for putting 
pen to paper was seeing a 
number of my friends and 
colleagues, from many different 
backgrounds, successfully use 
some of the methods that I had 
adopted for my own education. 
They had asked me to explain 
each method in detail, in order 
to help them with the projects 
they were undertaking.  

I had been used to teaching and 
achieving success with students 
but now I was explaining these 
methods to other individuals 
who were highly capable in 
their own fields.  I found that 
they listened to my methods 
and adapted them to suit their 
needs but the most important 
part was that they valued the 
quality and balance it brought 
to their lives. Seeing someone 
that you have helped succeed is 
a  good feeling. 

I have decided to limit this guide 
to less than 60 pages.  I think 
that this will allow you to look at 
each chapter quickly and start 
to implement the strategies 
contained within, straight away. 
Therefore it is important that 
you read, understand, and 
implement the methods from 
the moment you finish reading 
each chapter.  

This guide will indeed pose 
many questions about your 
own working practices.  You will 
benefit almost immediately by 

changing the way you organise 
time, understand and recall 
information, and implement a 
study regime to suit you.  Is 
it difficult to do?  Well there is 
no easy way to start anything; 
the biggest hurdle is always the 
first and if you are not ready 
to begin then do not even turn 
the page.  I have a robust 
view about learning; I will coach 
you through each chapter and 
hopefully create the desire to 
learn, but I will be losing the 
battle if you do not even want 
to begin or try. 

I have asked a number of people 
to review this document to 
ensure that I get my message 
across as concisely and as 
accurately as possible.  One 
of the comments  indicated 
that people see me as a very 
determined person who is 
good at most things that I 
undertake.  It was therefore 
easy for me to be passionate 
about the subjects that I cover 
because it was easy for me 
to understand and implement 
the strategies. Some observers 
have also suggested that I list 
all my achievements to highlight 
what it is possible to achieve.  I 
looked in detail at both of these 
points and would like to stress 
the following.  I left school with 
no real academic qualifications. 
In understanding myself, I know 
from experience that I have had 
to work hard in many areas to 
achieve any type of success 
and I continue to do so.  This 
guide is about coaching you so 
that you achieve what you are 
undoubtedly capable of.

The last point I would make 
is that it is rare for someone 
to agree with every aspect in 
a book. I have benefited from 
the ideas in each chapter and 
I know that these methods are 

effective not only for myself but 
also for other people.  If you 
only benefit from one chapter 
then I have achieved my aim.  
The nicest thing for me has 
been that people at every level 
of education have given me 
positive feedback and I hope 
that the changes I have made 
based on their advice enhanced 
this work.

During my time in the Army 
and outside it, I have taught all 
over the world covering many 
different subjects. The people 
that I have taught range from 
soldiers in the UK to foreign 
nationals with different cultures, 
from Tree Surgeons to Bank 
Managers and from Barristers 
to children. 

During a five-year period when I 
occupied a senior management 
position I was responsible for the 
training of soldiers for a number 
of operational deployments. 
I organised and ran over 15 
overseas exercises, attained a 
law degree (2:1), passed higher 
level language examinations 
in French, Spanish and Italian, 
passed a Private Pilots course 
and gained a NVQ in Training 
and Development (Level 4).  I 
have also competed in many 
sports.  I have not listed the 
above to congratulate myself, 
I merely point out that I have 
managed to apply myself to 
many different projects, achieve 
success and still spend time 
with my family. You can do the 
same.

FM Woodrow  
MBE DCM LLB (Hons)
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There is a world of difference 
between having a teacher or 
coach, and studying by yourself.  
Coaches can correct each error 
as it arises and give immediate 
feedback on, as well as pointing 
you in the right direction. If they 
are good coaches, they can use 
a multitude of different media, 
ensuring that you are always 
occupied and each area of your 
learning needs are fulfilled.  
Using the written word is slightly 
more difficult. However, I will 
show you methods that have 
allowed me to develop skills 
that have assisted me in the 
work place and in my study.  

Although one is generally 
sceptical with any new coaching 
method, I have seen people 
visibly change as each door in 
their mind was opened and they 
realised that they were capable 
of achieving things that they 
had once thought beyond them.  
They have often said something 
that has been at the forefront 
of my mind throughout the last 
few years; “Why hasn’t someone 
shown me this before?”

I will be totally honest; reading 
this alone will not help. It will 
be the implementation of the 

methods that many others and 
I have used that will have the 
impact that you desire.  I will 
show you the way to achieve 
this but it is you that will 
have to take action.   In the 
following chapters I will outline 
the principles that I have used 
to help me though a period 
of intense study and extensive 
work commitments.  I have 
been fortunate to develop many 
different strategies during the 
last six years to assist me in 
developing my mind, organising 
my time to fulfil all my 
commitments and to maintain 
a balanced life.   This has 
assisted me in learning and 
teaching. 

This guide will endeavour to 
give you clear direction that will 
help you to develop your own 
strategies.  Strategies that will 
enable you to become more 
confident and realise your own 
abilities. Three words that I will 
use throughout this program 
are balance, desire and self-
belief.  I will show you that 
you can succeed. Something 
that seemed to be impossible in 
terms of your own development 
will become second nature 

as you move to each level of 
achievement. You don’t need 
luck because you will make your 
own.

You will meet five people 
throughout this guide.  They will 
represent some of the different 
types of people that I have 
met during the last six years of 
study.  They will be participants 
in this learning guide.  I feel 
that their comments after each 
chapter will allow you to identify 
with people you may have met 
during your career and who you 
will certainly meet if you decide 
to implement the practices 
contained within this guide. 
Their comments are designed 
to help you understand some 
of the issues that you will 
face. Once you have read each 
profile I want you to imagine 
someone who represents that 
point of view.  Clearly identify 
their individual features and 
remember their names.  This 
will help you to remember each 
individual’s perspective when 
you read the document.

Introduction
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The five participants 

Richard Rigid is an officer who finds it hard to make a decision; he generally looks at life in 
a negative and selfish way unless it concerns himself or his career. He is a poor Line Manager 
and doesn’t see the benefit of further education.  He is also an individual who thinks of himself 
as successful, however, this is a debatable point.  You will see from his perspective that he has 
closed his mind to many things and this has undoubtedly limited his potential.  

Tom Talented is a senior Warrant Officer immensely capable and about to start a degree 
course in the near future.  He is capable of trying new methods and adapting them to achieve 
his aim.  He has in fact opened up his mind to education. 

David Disaster is another senior Warrant Officer who lives and works in near chaotic conditions 
and is starting to become overweight.  His desk is covered in paper and he continually starts 
project after project but never seems to complete them.   

Paula Predicament is a Chief Clerk; she is always busy, and struggles to find time between 
her job and family commitments (she has two children). She would like to become a doctor but 
needs to take A-levels before she leaves the Army. She feels that this is impossible given her 
heavy commitments. 

Chris Capable is a highly talented JNCO who is 26 years old and doesn’t see the point of 
further education at this point in his career. He is happy to just enjoy his work without any 
added pressure.

Introduction
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Chapter �:  Time Management

Careful time management will 
assist you in anything you 
try to do.  Whether that is in 
order to make time to study, be 
with your family, improve your 
performance, or take part in 
sport.  In this chapter I will be 
looking at the ability to pass a 
higher-level exam, ensuring that 
you find time to maintain a high 
level of fitness and organise your 
work commitments effectively.

In order to pass an Open 
University degree it is suggested 
that one studies for two hours a 
day.  This figure immediately 

scares a lot of people because 
they believe that they do not 
have this amount of time to 
spare in any one-day let alone 
every single day.  In order 
to keep very fit, it is again 
suggested that 50 minutes a 
day is required. So, I intend to 
find 2hrs 50 minutes each day. 
The truth is I will find much 
more, what you do with this 
time is for you to decide.   

Let us begin

Your own personal development 
is vital for you as an individual; 
it will also have the advantage 
of benefiting the organisation 
you work for.  I have been 
credited with achieving a lot of 
my successes due to my ability 

to manage time. However I am 
still not as effective as I could, 
or should be.  We are very 
fortunate in the Army to have 
an organisation that assists our 
personal development. This can 
be hindered by negativity on 
the part of certain managers 
but this is a rare occurrence. 
If it is the case then you must 
be strong enough to force the 
issue. This next chapter could 
apply to anyone no matter 
how important they believe 
themselves or their position in 
an organisation to be.

The two main problem areas 
are firstly you as an individual 
and your working practices and 
secondly the managers you work 
for who have not developed 
themselves and therefore see 
no point in developing others. 
You will have to make and 
take time to achieve what you 
desire.  I personally try to find 
time to maximise everything I 
do.  I do this by being honest 
and ruthless in my approach 
to life and ensure that I have 
balance. Balance at work, home, 
study and exercise.

Preparing 
your working 
environment

There are many 
ways to ensure 
that you manage 
time.  I intend to 
highlight ways that 
can be used by any 
type of individual 
to make them more effective 
at managing their time.  The 
very first thing I do whenever 
I start a new job or arrive at 
the beginning of a project, is 

to ensure that I have all the 
materials that I am likely to 
need available at my desk or 
close to hand. 

On my desk are a number of 
reference books; they are not 
for show, they are simply there 
to ensure I have easy access 
to information I regularly 
use.  They include a dictionary 
and thesaurus, an up to date 
encyclopaedia and a world atlas.  
I also have a filing system that 
is located next to my desk so 
that I do not have to leave it to 
file things that I use on a daily 
basis.  Once all these things are 
positioned on or near my desk I 
move to the next stage.

Prioritising your work 
effectively

As soon as you start a job 
look at the job specifications of 
the entire department. Firstly, 
to ensure that you understand 
your responsibilities, and 
secondly to look at the 
objectives of the department to 
see where you play your part 
in the organisation.  This is 
important but seldom done. It 

enables you to understand your 
responsibilities clearly and from 
there your priorities will fall 
out.  It is also effective when 
discussing with other members 

Key Points to look for from this Chapter

• Finding time to study, work and exercise, ensuring that you 
use that time to balance each activity and your life. 
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of your department what the 
requirements of the department 
actually are. 

In order to prepare and 
organise myself effectively I 
start at the beginning of each 
six-month period by listing all 
the important things that I have 
to do within that six-month 
period.  With clear start dates 
for projects and clear-cut off 
times (deadlines) for tasks to be 
completed by.

I buy a calendar that enables 
these tasks to be clearly listed. I 
then locate the calendar where I 
can see it from my desk.  I copy 
all the information about the 
projects into a diary. As I have 
become more technical this has 
now become an electronic diary.  
I then ensure that I make dates 
and times in the diary for myself 
to complete each task by.  

I also list my everyday tasks on 
a rolling diary; what I do not 
complete on one day I write down 
on the next.  I clearly mark in 
red important issues and cross 
each task off as it is finished.  I 
also list this with a reference if 
necessary (i.e. telecom Jones 
0930hrs successful conclusion 
to use of expenditure).  
This is in bullet point format 
and ensures an audit trail of 
information.This is important 
when things require to be 
confirmed (or people forget that 
you tasked them in the first 
place and are about to blame 
you for not informing them). 

Impact

Always think about impact.  
What is the impact of this task 
on a particular subject?  If 
the answer is that there is no 
impact, stop doing it. I have 
seen people spend hours on 
statistical analysis trying to 
analyse why students 
failed a particular 
fitness test (looking 
for an excuse). What 
was their parent 
unit, how many 
have been away on 
operations over the 
last six months? 
The simple answer 
is they were not fit 
enough because 
they had prepared 
badly and no amount 
of analysis will alter 
that fact.  Yet it took 
a group of people three hours 
to find that information.   It had 
no relevance to the reason for 
failure. It had no impact.  

What is the impact of writing 
down a study on 50 pieces 
of paper when you could 
consolidate everything on 
one?   If you can write a 
report on one piece of paper 
then it will be read in detail.   
 If you write on more it will not 
be read properly and in most 
cases not read at all.

Responsibility

At this stage I define and analyse 
each of my responsibilities.  I am 
then clear as to what I have to 
do. Busy people tend to do other 
peoples jobs because you know 
it gets done.  It is like passing 
a baby on.  Someone walks in 
with a problem that has nothing 
to do with you.  You decide to 
do the work, this problem turns 
into a crying baby that has to 
be dealt with to the exclusion 
of your true responsibilities, 
whilst the person who walked 

in with the crying baby walks 
out happy because he just left 
it with you).  You must learn 
to delegate those areas that 
are actually other people’s 
responsibility but ensure you 
maintain control with reviews at 
regular intervals.  

Information management   

My filing system is efficient so 
that I, or anyone else, trying to 
find information about a specific 
project easily understands it.  
I always start a project early, 
organise it into manageable 
sections and then file it.  I can 
then put it away until I reach 
a cut off time when I have to 
complete a specific task. This 
way I don’t have the pressure of 
starting a project from nothing 
but am simply confirming the 
measures I instigated months 
earlier.  

This is time saving and allows 
me to minimise the amount of 
work I need to do at any one 
time (the task is broken down 
into manageable chunks and 
I don’t become overwhelmed 
with a project). This is also 
important because the task 
must always have redundancy.  
This means that someone else 
can step in to continue your 
project if they are suddenly 
tasked with taking it over. The 
success of most projects is in 

CALENDAR

1 2 3 4 5

6 7 8 9 10

11 12 13 14 15

16 17 18 19 20
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the detail, with some people 
tending to think that they are 
indispensable because they have 
all the information regarding a 
particular subject in their head.    
Unfortunately they are the 
only ones who can deal with 
a problem.  Once they leave a 
department or are away on leave 
there is chaos because they 
haven’t prepared the project or 
their successor properly.   

My filing system clearly 
labels each section and every 
project.  It is updated as soon 
as information concerning that 
project arrives on my desk.  
Each new project is immediately 
given a file reference.  By having 
efficient files you save enormous 
amounts of time almost 
immediately.  My computer is 
again organised with clear file 
references.  I ensure that e-
mails that concern a project 
are immediately filed on the 
computer and in hard copy in 
a file. 

One of the most misused 
systems in offices is the e-
mail system.  Don’t write long 
e-mails if a phone call will 
suffice.  A very important note 
to remember is that discussions 

with individuals are usually 
shorter and more concise than 
letters and e-mails, unless 
you digress into other areas of 
course and start talking about 
subjects that have nothing to 
do with the subject you phoned 
to discuss.  This does not mean 
that the system of e-mails is 
ineffective it is just misused.  
One of the biggest advantages 
is that it is an effective audit 
trail.  As many governments 
have found to their cost.

Paperwork

When dealing with paper work I 
use a simple rule.  The minute 
I pick up a piece of paper I 
deal with it.  I use my ability 
to scan the information and if 
I need to read it in more detail 
or take notes to reply, I make 
a note and deal with it before 
I leave the office.  I also use 
a method of picking a specific 
time during the day to deal 
with tasks; this again helps to 
maximise efficiency.  I do not 
read information that is of no 
concern or irrelevant.  A quick 
glance at the subject generally 
allows me to identify what I 
don’t need and it is then deleted 
or thrown into a burn bag. 

Making bullet 
points helps 
identify the 
key issues 
in most 
do c umen t s 
and I can 
then look 
at these in 
more detail 
if necessary.  
I am in a 
job where 
I routinely 
write reports 
or letters 
with similar 
content.  I 
have written 
a complete 

list of templates that cover a 
multitude of areas.  I number 
them by paragraph (A1-A7) for 
the opening of the letter, (B1-
B7) for the meat of the letter 
and (C1-C7) for the ending.   
I can then simple highlight the 
code i.e. letter to Mr Jones 
A4/B3/C7.  The clerk if I am 
lucky to have one, can type the 
letter or I can cut and paste the 
letter from the computer at a 
later date, this saves enormous 
amounts of time and allows me 
to add any further detail as and 
when needed. 

Routine

Let me now look at an average 
working day.  Between 0600hrs 
and 0900hrs there is 3hrs 
of time.  I know that sounds 
obvious and you have to wash, 
eat breakfast and be at work but 
how often do you eat breakfast? 
How long does it actually take 
to wash?  I know it also may 
sound a little pretentious and 
obvious, but you can see that 
you have an amount of time in 
the morning to do other things 
“if you so wish”.  Between 
0600hrs and 0900hrs is 3 hrs 
of time.  
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When I am undertaking a 
project that requires careful 
time management I start 
each working day by getting 
up at 0600hrs and I train for 
25 minutes. For me this could 
be a short run or Yoga. The 
most important thing is that I 
have almost done a complete 
training routine before I arrive 
at work.  I therefore arrive at 
work in a more relaxed manner.  
My routine continues with the 
following; I am washed by 
0700hrs, I eat breakfast, leave 
the house and I am generally 
sat at my desk by 0745hrs.   If 
it is my turn to take the kids to 
school I am sat at my desk by 
0830hrs (certain things have to 
be negotiated).

I can generally complete an 
enormous amount of work in 
the one hour before anyone else 
arrives in my office, as there 
are no distractions (especially 
as I have prepared the day’s 
work the night before). When 
I sit down at my desk the first 
thing I do is review the list of 
everything I need to complete 
during that day and ensure that 
it is prioritised and checked 
with the calendar. 

Task

Over the next few days write 
down everything you do during 
a working day that has an 
impact on your job.  You will be 
amazed at how much time you 
actually work and how much 
you aren’t doing anything of any 
real consequence or that has 
any impact on your job. Try this 
and you will now see how much 
time you actually have spare.

Group Discussion
 
“Now lets look at the time when we leave work to go home.  I leave 
work generally around 1600hrs”,  

“I can’t leave that early” responded Richard and expanded.  “Well 
the boss is usually still around and he may want me for something. I 
would also like to point out that if I found someone with as much free 
time as you indicate in my office I would give them more work”.      

“Staying in an office because you are afraid of leaving work is one 
of the most wasteful things I can imagine, you will not help the 
organization or yourself. If there is work to be done fine. If not a 
good leader will have no problem with you leaving early, but to 
deliberately cause work is due to your limitations as a leader”.  The 
room is quite for a moment.

 “I have to help pick up my children from school, bring them home 
and feed them and I also need to assist with their homework” said 
Paula.  “Yes I can see that is a problem but at what time do you 
sit down to relax”.  “Around 2030hrs and then I watch television to 
relax” she replied.  “Paula it is hard but if you want to succeed you 
will find time, do you need to watch t.v?  I am trying to show you that 
you can find time and still have balance, but you have to reorganize 
and prioritize certain aspects of your life”. 

Tom joined the conversation “I wrote down what I did yesterday. I 
came home sat in front of the TV, read a paper, and before I knew it, 
it was 2030hrs.  I thought then, what a waste of 3 hrs of time!”

Most people think that they cannot find time, but if they reviewed 
aspects of their life then it would be possible to easily find the time 
they needed.  As I have indicated it will always boil down to what 
you want to achieve.  If it is to sit and watch television at the end of 
the day then so be it.
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Authors note

This is one of the most important 
areas to understand. Time is 
precious because we all only 
have 24hrs in any one-day.  It 
is simply about organising your 
time to enable you to have 
effective working practices 
(which consequently finds you 
time for others things) and 
balance.  To learn to fly a plane 
takes only 50hrs.  If you found 
½ hour a day it would only 
take you 100 days to become a 
pilot.  If you were to train with 
a trainer four times a week for 
one hour you would indeed be 
fit but that only equals 4 hours 
out of a possible 168 hrs per 
week.  The comments from 
each individual show that when 
they look at the impact of the 
work they are undertaking it 
could be spent in better ways.  

Case Study

This case study is you.  You 
can find 2hr 50 min during any 
working day but it means you 
have to decide what you do 
with the time you have found.  
Also remember I haven’t even 
looked at what you do during 
the weekend.

Summary

• Prepare and prioritise your working practices.  

• Work on one task at a time.  

• Delegate tasks to others.

• Ensure the work that you are undertaking has impact.

• Finish everything you start, if you pick up a piece of paper deal 
with it.

• Assemble everything you will need to complete the task before 
you begin it. 

• Ensure you have reference books at hand.  You can then 
research an answer correctly (the analysis of any problem and 
the separation of fact from fiction is the key to solving it).

• Ensure your filing systems are effective for yourself and others.

• Set up a study area.

• Speak to a line manager about reorganising your time so he is 
aware that your free time will be used for your own study.

• Select a time to train and stick to it.

• Be ruthless about time management.
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This guide will help you to realise 
your potential even if you are 
unsure of what you ultimately 
want to achieve.  Once you 
have read through the chapter 
and begun to implement the 
practices you will need to read 
the Self-Awareness section 
again because this will be 
fundamental to your success. 

Self-Awareness-You

Now lets start with you and 
not the person you show your 
friends, work colleagues or even 
your family.  You need to be 
able to identify your individual 
strengths and where you are 
not as strong. This isn’t about 
to descend into a psychological 
profile but you must be honest 
with yourself so you can shed 
some of the constraints placed 
on you by society and yourself. 

Society by its very nature selects 
and categorises individuals and 
generally we allow ourselves to 
be categorised.  Where we were 
born or our background, what 
our parents did for a living, 
what we do for a living, the 
qualifications we have, how much 
money we earn, where we live. 
The one thing that rises above 
all of this is intelligence.  Most 
people have a healthy respect 
when someone  in their midst 
demonstrates intelligence, and 
usually it does not matter what 
background they came from or 
their material wealth. 

Any person with the right 
attitude and intelligence 
regardless of birth or riches 
has the capacity to achieve 
whatever they desire.

How to identify yourself

So let’s break you down 
into your component parts. 
What type of person are you?  
Are you someone who always 
succeeds?  Are you someone that 
needs support from others? Are 
you someone that feels that you 
want something different from 
your life but do not know what 
that is?  Are you an individual 
that starts something but never 
completes it? Are you confident?  
Can you communicate well?  Do 
you understand every element 
of your current job? If you can 
honestly say “I am a person 
who needs to enhance my 
ability in certain areas ” or “ I 
do not have these skills at all”, 
you can then develop these 
qualities in order to achieve 
your aim.  Remember you can 
achieve anything you want, if 
you have desire, self-belief 
and balance.  I want you to 
have confidence that you can 
succeed now but you need to 
be truthful at least to yourself. 
Remember that it is a lot 
easier to identify where you 
are strong than where you 
are not as strong. 

Self Identification

The best way to do this is 
to imagine yourself in certain 
situations, for example; 

You have been given a number 
of projects to complete, you 
also have a number of deadlines 
to meet, including an essay of 
three thousands words to write, 
you want to train three times 
this week and you have to help 
look after your children.  

I want you to imagine each of 
these activities and the demands 
that they place on you. I want 
you to picture yourself carrying 
out these activities from a 
disassociated position (as if 
you are watching yourself from 
the side).  Imagine yourself 
clearly and in great detail, the 
type of clothing you have on, 
the surroundings, whether 
you are inside a building or 
outside and what you are doing.  
Most importantly imagine your 
thoughts and feelings and how 
the people you are dealing 
with react to you. It is very 
important that you take time 
to do this properly. 

I want you to think what you 
would say if you were to see 
someone else doing the same 
things as you and in the same 
way that you would. You need to 
observe other people’s reactions 

Key Points to look for from this Chapter
• Know the type of person you are (honesty).

• Identify why and what you want to study.

•     Clearly identify your aim. 
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and what they mean when 
you are watching them and 
you interact.  How could you 
carry out these activities more 
efficiently?  If you complete this 
activity properly, it will allow you 
to have a better understanding 
of yourself.

Task

On one side of paper I want you 
to make a list of words, which 
describes you, such as; 

I am focused, I am easily 
distracted, I generally succeed, 
I am disorganised, I am unsure 
where I want to go in life.  

Once you have finished, read 
your list. It can also be useful 
to review it a day later and you 
may add to the list at anytime.  
Do not lie to yourself.  The 
important thing is that it should 
highlight both your strong 
points and where you are not 
as strong.

The next thing is to clearly 
identify your aim.  The aim of 
your project needs to be crystal 
clear.  This is fundamental in 
most areas of the Army but most 
important in life if you want to 
achieve something.  Direction 
helps you achieve success. 
Nothing in life is given easily but 
if you can see an ending you will 
keep moving forward, especially 
if that aim is clearly defined in 
your mind as a picture, with 
colours, feelings, sounds.  That 
is why it is important to make 
the right choice at the beginning 
of your study.  I was personally 
torn between taking a Law 
Degree or a History Degree.  
History because I knew I would 
enjoy it and find it slightly 
easier to pass.  Unfortunately 
I did not see what else I could 
use the degree for, other than 
to demonstrate academic 
achievement or perhaps teach 
children at a secondary school.  
I chose law because I thought 
it would be fascinating (in 
the Army I had encountered 
enough potential criminals to 
have an understanding of their 
mentality) and I also knew that 
it is considered a degree that 
can be used in the commercial 
world.  I had clear direction and 
it kept me going through the 
four years of study.

Make an aim that gives 
you clear direction

Give yourself an incentive, such 
as passing exams after a given 
period of study. 

I am going to study French and 
I am going to reach the level of 
colloquial in six months.  

Remember  it is pointless doing 
anything without a clear aim.  
Do not fall in to the trap of just 
starting a degree unless you 
will be able to use the degree 
once you have graduated.  The 
only exception is, if you have 
taken the course purely for the 
pleasure of study and attaining 
the degree is an end in itself.  I 
would point out that this is still 
clear direction. This guide is 
not about people that give 
in, it is about people that keep 
trying, improving at whatever 
pace they can achieve.  The 
minute you start understanding 
yourself truthfully and give 
yourself direction you are 
halfway there.
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Group Discussion

Richard listened to my view on understanding himself and reluctantly agreed it was a good idea.  He 
addressed the group.  “I think I am aware of my strengths and weaknesses.”

There was now silence in the group and this spoke volumes.  His opinion may have been true, but what 
he was unaware of was how other people saw him.  He was considered arrogant, dismissive, indecisive 
and an individual that had one eye on his career.

One of the things that would have benefited him would have been to see himself as others viewed him.  
This would have then given him their perspective and in his case allowed him an awareness of himself that 
he would find difficult to achieve in any other way.  It would also allow him to look at himself honestly.

“Richard why don’t you try what I have suggested.  Just once, the next time you deal with a situation or 
project just look at yourself as if you were watching from a spectator’s perspective.  See how you react 
to their ideas and how other people react to your direction.  I think you will find it interesting.”

Paula turned to me and asked, “Would it be good idea to get someone from my department that knows 
me well enough to tell me what they think of my working practices?”

“That is an excellent idea as it gives 360 degree feed back, and I suggest that you ask four or five 
people to write something about your working practices but give them some guidelines as to what you 
wanted them to cover.  I also suggest you ask some people their thoughts who are senior to you and 
less senior.

“You can then cross-reference their answers.  Where they have the same opinions then it is likely that 
this is how you are perceived.  Other people’s perceptions will most likely be different to your own, but 
it does not matter if they are wrong, it is still how you are perceived.  It is for you to adapt and change 
those opinions if you want to be seen in a different light.  The main idea is that it allows you to judge 
their opinions in order to understand exactly who you are.”

Tom now made an interesting observation, “It’s funny but since I stated my degree course, two people 
have engaged me in conversation who previously would have struggled to pass the time of day with 
me.”
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Authors note

Se l f-Percept ion and 
understanding oneself can be 
difficult, as Richard has shown 
by informing the group that he is 
aware of his own strengths and 
weaknesses.  It would, however, 
benefit all of the individuals 
above to ask a number of 
different people to say what they 
think of their working practices 
and how they are seen from 
another person’s perspective as 
Paula suggested.  Some of the 
comments will undoubtedly be 
wrong but many will be correct 
and you must be able to look at 
these comments honestly. It will 
help you to understand yourself, 
which is the most important 
thing.

Personal Case Study

Does having academic 
achievement help? I will give you 
an example of why you should 
never fear aiming high to achieve 
success. When I started my law 
degree and worked through each 
year, I was immediately treated 
differently and I could see that 
people viewed my thoughts in a 
different way.  They perceived that 
I had intelligence (not necessarily 
the case) and became more 
susceptible to my suggestions.  
I have always been confident in 
expressing my ideas but when I 
passed and achieved a creditable 
grade, I felt I was able to press 
my ideas on other subjects in 
a clearer way and that others 
also received my ideas more 
readily.  Being able to research 
for information allowed me to 
understand the importance of 
words and facts.  I also became 
more reasonable in passing on 
my ideas.  There is nothing more 
annoying than a reasonable man 
who presents clear facts to back 
up his argument. If this is backed 
up with a qualification then you 
are in a strong position as it 
reinforces your credibility.

However, my opinions 
on general  topics  
have been more or 
less the same.  My 
law degree did not 
make my tactical 
appreciations any 
better, it just allowed 
me to gain confidence 
and express myself 
more effectively.  
Remember a 
Doctor or Professor 
immediately has 
the status of being 
intellectual.  Yet I 
have heard the most 
ridiculous arguments 
on politics come 
from both. For 
example, a learned 
professor from 
Sarajevo University thought 
that the extermination of 
all Moslems would enable a 
peaceful resolution in Bosnia.  
I use this example to explain 
how people can be highly 
intelligent but narrow-minded 
bigots.  By understanding this 
you will see that you are as 
capable as anyone.  Intelligence 
is simply about gaining factual 
information, interpreting 
the information, storing the 
information, recalling the 
information and being able to 
use it effectively.

Summary

• Clearly identify your strengths and where you are not as strong 
(but be honest).  

• View yourself as others see you (perceptions are not always 
fair). 

• Set yourself an aim that is clear and gives you direction.

• Give yourself achievable targets.

• Having an academic qualification gives you an edge.

Over the last few years I have 
advised many people to take 
up various subjects, whether 
that was to help with their 
management style, work, study 
or physical activity.  I have 
seen them achieve success 
and prove to themselves that 
they are just as capable or 
intelligent as anyone.  If they 
require information on a certain 
subject they go and find it for 
themselves and do not rely on 
others for their opinion.
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The starting point to all 
education will undoubtedly be 
the development of your mind. 
The mind is the most wonderful 
machine there has ever been. 
It is understanding its potential 
and then unlocking its power that 
is the key to any development.   
It is one of the most important 
steps in this program.  

How does the mind work? I 
have read many different books 
on memory training and the 
potential capacity of the mind 
but it is difficult to identify 
exactly how much of our 
minds we use.  I think that 
the percentage is irrelevant, it 
is simply important to realise 
that everyone has the same 
capacity to use his or her mind.  
Even if you studied every day 
for a lifetime you would never 
reach the full capacity of your 
mind.  

The Mind (an 
understanding)

Your mind takes in every single 
bit of information that you see, 
hear, feel, touch, smell and 
sense.  The problem for you and 
everyone else is not in taking 
in information; it is finding it 
once it has entered the most 

complex computer system in 
the world. 

Imagine your office, or a library 
- if you require information 
you simply look up a name 
on a reference card.  You 
open the filing cabinet 

and take out a file or book;  
you then open the index of 
the file or book to locate the 
information you require.  

You have filed the information in 
a system that you understand 
or in the case of a library in a 
system that is logical.  If you 
walked in to your office, collected 
every file, opened them and 
threw the information on to the 
floor you would struggle to find 
a specific piece of information 
quickly. 

There are libraries full of 
information contained within 
every mind, however the 

information can be difficult to 
find because in most cases it is 
crammed into a single location; 
the “in box”. You cannot find 
some information because you 
do not have a logical system 
that allows easy access to it.

Let’s look at how the 
mind works

When learning anything new, it is 
important to use a multi sensory 
approach (reading, hearing, 
listening, viewing, doing). 
However your mind does tend to 
use one method more effectively 
than the rest and although 
the rest assist in the learning 
process, I believe that they still 
lead you to one method. 

I have found that I combine all 
the multi-sensory methods more 
effectively using visualisation.  I 
see the information in picture 
form, film or diagrammatically 
on a piece of paper.  Then I store 
the information and ensure that 
I put it into a place where I have 
a clear location from which to 
retrieve the information at a 
later date.

Key Points to look for from this Chapter
• How does your mind actually work?

• Identifying effective methods to enhance your mind’s 
ability.
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Let me explain this concept in a 
little more detail.  I want you to 
write down a description of the 
room you currently sleep in.  I 
also want you to be prepared  
verbally to describe your bed 
in specific detail.  Before you 
do either, I want you to think 
about each piece of furniture, 
the shape of the windows, the 
colour scheme and the type of 
materials used (fabric, wood, 
plastic, metal).  Before you put 
pen to paper close your eyes for 
a moment and think about how 
you are going to describe the 
information.  Now close your 
eyes.

The first thing that happened 
when you closed your eyes 
was that you saw a picture of 
the room you sleep in, almost 
like a photograph.  That is 
because your mind located 
your house file and then 
narrowed the information down 
even further by identifying 
your room and subsequently 
each piece of furniture.   
You did not think in words, 
you actually saw the objects in 
picture form. 

When you hear sounds such 
as music or a song that has a 
special meaning to you, you 
can instantly recall a special 
moment in your life. As soon 
as that happens you are 
transported back to that time 
and again a picture or film 
image will appear in your mind, 
enabling you to remember 
the situation.  Let us break 
this down even further.  The 

initial recording of information, 
short-term memory, allows 
us to concentrate on what is 
happening at an active level but 
it has a very limited capacity.  
How many times have you heard 
someone’s name to forget it 
instantly, or heard directions 
from a passer-by to immediately 
turn around to your passenger 
and say “where did he say to 
go?” Short-term memory is a 
transition of information to long-
term memory where accurate 
retrieval is more effective. 
It is important to transfer 
the information you wish to 
retrieve to a specific location 
quickly or you will forget it.   
Lets us look at some examples.

Why do I forget names?

Why do we forget names? It 
is simply because we don’t 
really listen to people’s names 
when we have just met them 
(sometimes it can be hard to 
remember the names of people 
whom you have known for a 
long time).  When meeting 
people for the first time you are 
too busy trying to tell everyone 
your name and what you do, 
rather then listening to other 
people. You will learn how to do 
this later in the chapter.

Mnemonics & 
visualisation

Mnemonics are also important 
but I always ensure that there 
is a visual picture to associate 
the subject matter with the 
Mnemonic.  Let us take battle 
procedure in an infantry context.  
PAWPERSO is an ideal Mnemonic 
for this. Whenever I think of a 
procedure I always have a story 
to run along with the mnemonic 
that I can visualise like a film.  
In this case I automatically go 
back to being in the Parachute 
Regiment and carrying out this 
procedure for the  first time. 

I imagine that the Cpl who 
originally trained me is in charge 
of the section and I imagine the 
faces of the people I trained with.  
This ensures that my mind goes 
accurately to the correct file in 
my memory. I now imagine that 
I have been given the task of 
organising the battle procedure 
for the section.   I think 
about putting the sentries out 
 (protection).  

I ensure that everyone now 
gets into a defensive position 
with the sentries briefed on 
their actions, and everyone 
else is working in pairs getting 
their equipment prepared.  I 
then imagine them filling their 
magazines from the ammunition 
we were told to collect and an 
individual walking away with the 
grenades to go and prime them 
(ammunition).  

With each image I ensure that 
I can put a face to each soldier 
and their individual action, 
which helps fix the picture to 
the file.  

I can now see the teams 
cleaning their weapons in pairs, 
one person covering, whilst 
the other person pulls through 
the barrel of his weapon  
(weapons).  
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Each pair is now ensuring their 
personal camouflage is correct 
and camming up their face 
(personal equipment). 

They are preparing their 
equipment including checking 
the contents of their webbing and 
bergans and collecting rations 
 (equipment).  

Now the signallers are 
collecting their radios 
and checking their codes  
(radios).  

The SQMS is now giving 
the soldiers their specialist 
equipment (NVG’s, TI) 
(specialist equipment).  

I now see us all moving to 
receive orders.  This short 
film filed in the mind enhances 
this mnemonic.  You can see 
how using this simple method 
enables you not to only recite 
words but understand the 
content.

Organising your Memory

I am more concerned 
however with how best to 
learn information.  This not 
only relates to the Army but 
to any aspect of life.  One of 
the main things that I have 
learnt is that it is important for 
me to learn information in an 
organised way.  If I do this I 
can generally recall it with little 
difficulty. The more information 
I acquire, the better I am able 
to associate information and 
build up a comprehensive file.  
That file has to be organised 
and I use many methods but the 
most effective is visualisation.  
 I will use two case studies  
later in the chapter to illustrate 
this method

Wire Diagrams

Wire diagrams are one of 
my most useful tools and I 
generally use them all the time 
for memory recall. This method 
allows you to put on paper the 
key points on a subject and 
from there open the door to 
the mind and subsequent recall 
of information.  Remember the 
key to being intelligent is the 
recall of information and the 
subsequent interpretation of 
the information.  It is difficult 
to interpret information you 
cannot remember.  I always 
ensure that I can write on one 
piece of paper the important 
facts of a subject because from 
there my mind will find the 
rest.  I used the diagram on 
the following page to prepare 
for part of a law examination, 
in which I gained 22 out of a 
possible 25 points.
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Lists

Listing is not one of the most 
important methods for memory 
recall but I use it to build 
confidence in the subject.  My 
8 yr old daughter can learn 20 
words in two minutes and recite 
them in order.  I have the ability 
to remember 50 separate items 
in order, in three minutes and 
can tell you what number they 
are in a list.  The two methods 
used are the story line and the 
file.  My daughter uses the story 
line; she pictures each word in 
her mind and puts them in to a 
story, which always begins with 
her walking into a room and 
seeing the first object once she 
has opened the door.  She then 
places each corresponding item 
on a piece of furniture or sees 
them through a window.  Each 
time, she visualises the item, its 
shape and colour.

I use a system of following a 
route that I visualise from the 
entrance to my driveway to my 
front door.  From there I move 
around my house, finishing 
in the back garden.  I have 
allocated 50 separate locations 
on the route (i.e. the posts to 
my driveway are numbers 1 
and 2, the pond is number 3, 
the door step is number 4, the 
door is 5 and so on).  I place 
each object at the location, I 
then imagine the location and 
the object together.  This is 
very effective for everyday use, 
such as meetings and things 
to do in a short time frame.  I 

simply imagine the task by the 
object and its position.  The key 
is imagining the position on the 
route i.e. the gatepost and the 
meeting. (To meet four people 
to discuss training in France. 
I simply imagined four people 
hanging onto a gatepost with 
onions around their necks and 
striped shirts). 

Why can’t I remember 
numbers and certain 
facts?

Who was the first prime minister 
after the Second World War? 
What is the correct way to 
write a DO letter?  What is the 
correct sequence for a platoon 
attack? How do I write a correct 
essay?  You may not know 
how to do any of the above 
simply because you have not 
been taught the information.  
Therefore it is not that you don’t 
remember or are not intelligent, 
it’s simply that you have had no 
reason or desire to learn the 
information in the first place.   
Therefore you are unable to 
recall the information later. 

I remember things when I have 
a reason to learn them.  I also 
make sure that if I want to learn 
something new I concentrate on 
one thing at a time. The main 
ingredient therefore is desire, if 
you have no desire to learn or 
don’t listen to the lecture or are 

distracted by your friend telling 
you something else, you will not 
hear the information in the first 
place.  This will make the recall 
of the information therefore 
impossible.  Remember, it is 
important to recognise the 
worth in learning something.

Numbers

Trying to learn numbers is 
always difficult, because 
numbers are difficult for the 
mind to file without the aid of a 
picture or word.  The key is to 
make a number into a word so 
that you can assist its recall at 
a later date.  

The system I use is to give a 
letter to each number, so the 
letter 1 is represented by a ‘d’ 
or ‘t’ because of the straight 
line in the down stroke, 2 is 
represented by an ‘n’ because it 
has two legs, 3 is an ‘m’ for the 
same reason, 4 is an ‘f’ because 
it is the first letter of four and 
so on.  I then use vowels to fill 
the gaps between the numbers 
along with some of the letters 
that have no number associated 
with it.  

So the number 674078 would 
be PRFLRK. I would then 
make up a word, Prof Lark.   
Imagine a professor larking 
around the place.  

12
6

7
9

R P

V
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Group Discussion
 
Richard turned to the group, “I am pretty good at remembering 
things.  I have used some of the methods described during my 
university days and I did get a good degree.”

“I can never remember names” chirped in Paula “ and that is 
because I do exactly what you have said; I never listen to anyone 
else’s name, especially if there are a lot of people to meet.  But I like 
the idea of making an image of the person such as someone with a 
big nose.”

David is nodding his head and joins in “I have a terrible memory but 
that is because I am doing too many things at once.” 

 I speak to David, “I think that the problem doesn’t necessarily stem 
from a bad memory but from your lack of organisation and the fact 
that you are trying to make your brain do twenty different things 
and dedicating the same amount of energy to each item. You need 
to prioritise and concentrate on the one topic and you will find that 
your mind gives you all the information you need.” 

 Paula asked. “What other books should I read to help with building 
my memory?”  

“I have forgotten the names.” I replied, they all turned quickly with a 
look of amazement.  “Only joking!”  I have listed some of the books 
that I have used when studying but any shop will have a multitude 
of different ones for you to choose.  

Chris turned to me,  “I have been thinking of an exercise I did in 
Belize and I can remember everything, from where we set off to 
one of the lads falling in the river, and it is exactly like a film being 
played in my mind.”

Then associate this to the 
person’s telephone number. P is 
6, R is 7, 0 is a filler, F is 4, L is 
0, A is a filler, R is a 7 and K is 
an eight.

Repetition   

Learning things by rote is one 
of the main methods taught in 
education.  Your times tables 
is a classical example of this; 
by repeating each calculation 
you eventually remember the 
answers with little difficulty.  But 
it takes an enormous amount of 
time and effort.  Consequently, 
I never learn things by rote 
alone.  I use a combination of 
all the other methods I have 
listed to assist this.
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You have not met any of the 
individuals concerned before, as 
you are new to the organisation.  
As you are introduced to each 
individual and they give you 
their name and department; 
repeat their name to yourself 
(mentally) and then repeat their 
name (verbally) to ensure you 

have got it right.  If they are 
in charge of transport then 
imagine a truck appearing from 
nowhere and running him over.  
It will help to focus the mind 
and when you picture him your 
memory will recall the truck 
running over him, his name and 
his department will also appear 
in your mind.  

Using pictures to identify all 
these different elements as 
well as seeing a truck running 
over him (which adds humour 
or bizarreness to the scene) 
allows the mind to use as 
many pieces of information as  
possible to identify the individual 
in the future.  

It does not matter if the 
picture is bizarre or not, it is to 
enable your mind to associate 
the picture of the man you 
have met with his department  
(the truck running him over) to 
his name.  

Task

If you try the following method 
you will become much more 
adept at remembering this type 
of information.  Let us now 
imagine you are going to a 
meeting about a specific subject; 
you need to create a folder 
in your mind.  The folder will 
hold information about a future 
overseas training exercise in 
Kenya for example.

A good way to process 
information effectively is firstly 
to look at the map of Africa 
and then locate Kenya.  Close 
your eyes so your mind can 
recall the shape of the African 
continent and locate the country 
of Kenya.  

This allows the mind to send 
some of the information from 
the short-term memory of 
looking at the picture to the 
long-term memory, which keeps 
the information forever.  

Now think about the type of 
country it is and the type of 
exercise you are going to carry 
out (field firing as an example).  
Imagine the type of training 
that is required.  

Now think about the weapon 
systems and tactics that will 
be employed (visualise them in 
detail). The meeting is to co-
ordinate every aspect of the 
pre-training and the subsequent 
OTX.  

You can enhance this by tying in a 
picture, which can be associated 
to his name; e.g. Joe Crane; 
imagine the man sitting on a 
crane.  This is a very effective 
method of remembering 
things such as names and for 
organising events, but it has to 
be practised.   

The starting point is thinking of 
the map of Africa and then the 
file in your mind would open. 
The diagram on the next page 
illustrates this.

KENYA
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Case Study 1

I tried an experiment with 
my daughter of 13 who was 
struggling to remember the map 
of Europe and the countries 
within, including seas and rivers 
associated with those countries.  
We sat down and discussed 
the problem.  

Firstly, I asked her to look 
at the map of Europe 
without the countries listed 
but the borders of each 
country were clearly defined.   
To enable the mind to organise 
the correct file I asked her 
to draw the map of Europe 
freehand.  

I then asked her to place the 
capital letter of each country in 
the sectioned off map.  I asked 
her then to group the letters of 
some countries together and 
then we created a mnemonic 
for each group including the 
rivers and seas.

She then visualised the map, 
letters and mnemonics. I now 
asked her to take a clean piece 
of A4 paper and write down 
all the information she could 
remember after first drawing 
the map of Europe.  We did this 
a further three times until she 
was nearly perfect and it took 
no more than 5 minutes for 
her to place all the information 
down.  Before she answered or 
even looked at the question she 
drew the map of Europe to open 
the file in her mind.  

Then using the mnemonic 

and visualisation method she 
drew an outline of the map of 
Europe on a piece of paper, 
placed the capital letter of each 
country, river and sea on the 
map and in the general area of 
its location and then looked at 
the questions.  She answered 
correctly 49/50 questions.  
From there we then moved to 
other continents and built up 
her country file following the 
same procedure but we always 
returned to the start point of 
the map of Europe.

Case study 2

I arrived home on a Thursday 
evening after being away 
for a month on an OTX.  My 
son was struggling with his 
history revision and finally 
acknowledged that he was 
behind time (self-awareness) 
and unusually asked for help.  
We started the study process 
on Saturday morning with him 
identifying the likely topics to 
be covered in the exam paper.  
He selected four areas likely to 
be in the exam from the advice 
he had been given from his 
tutor.

You can see how, using the 
example of the Moroccan crises 
at the beginning of the Century, 
I used visualisation, bullet 
points and wire diagrams to 
best effect in this incident.

Bullet points

• 1905/1911 two crises in 
Morocco (M) raised the 
temperature in Europe.

• Kaiser (K) visited M in 1905.

• Germany (G) building 
colonies in Central and 
Southern Africa.

• K keen to show G still a 
power in North Africa.

• K makes speech (1905), 
backing claims for M 
independence.

• French (F) were furious 
about G interfering.

• Conference was called to 
ease tensions in Algeciras 
1906 but did the opposite. 
G humiliated and its views 
rejected.  F said it had no 
right to comment.

• G bitter and cross as Britain 
(B) and F had supported one 
another.

• B, F and Russia (R) joined 
together in a triple entente 
in 1907 (old rivals now 
close).

• K saw this as a policy of 
encirclement.

• 1911 another crises, F tried 
to take over M.  They would 
compensate G if it suffered 
any loss in trade.  G sent 
gunboat (Panther).  B feared 
G would set up a naval base 
in Agadir.  They did not want 
a base in the Med.  Another 
conference was called, B 
and F stood firm.  F took 
control of M.  G was given 
land in central Africa as 
compensation.  F patrolled 
the Med and B would defend 
F’s Atlantic and North Sea 
coasts.

This was the information I had 
narrowed down as the key 
points in the crises.  We now 
produced a wire diagram; see 
the following page.
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I asked him to copy the wire 
diagram so he could replicate 
the information in less than 5 
minutes.  This would then be 
his work bank.  He would now 
think of this story before he put 
pen to paper and looked at the 
question.   I made him imagine 
that the K was a Goose for 
the Goose-Stepping Germans 
(I apologize in advance to any 
Germans who read this).  The 
French were a Cockerel, Britain 

was a Bulldog and the Russians 
were a Bear.  

I made him imagine the map of 
Africa with the Goose visiting 
Morocco and giving a speech 
about independence.  The 
Cockerel was furious saying 
that the Goose had no rights.  
They decided to hold a meeting 
in Algeciras; to remember an 
abstract word I use another 
word reference.  In this case 
Algae floating on the sea, he now 
imagines he can see the Goose 
and Cockerel in the sea fighting. 
 He then visualises the Bulldog 
and the Cockerel joining forces 
and scaring the Goose away. 

He now imagines the Bulldog, 
the Cockerel and the Bear 
becoming friends holding hands 
in a circle. I make him imagine 
five Bulldogs, one Cockerel and 
one Bear to signify the number 
1907 and the Triple Entente.  
I now make him imagine 11 
Cockerels taking over Morocco 
to signify the year 1911.  The 
Goose now has a Panther (the 

Summary

• The mind is the most powerful machine that is ever likely to be 
created.

• Organisation; your mind requires a filing system to operate to 
its maximum.

• Your mind uses a multi-sensory approach to store and recall 
information but visualisation is the corner stone.

• Use wire diagrams, bullet points and visualisation in conjunction 
with one another.

• Use a story or film sequence to assist memory recall.

German ship), which it sends to 
eat the Cockerels in Agadir (I 
now make him imagine a Deer 
near by).  Another meeting 
was called with all the animals 
coming together.   

The Bulldog and the Cockerel 
stood firm, with the Cockerel 
getting Morocco but they give the 
Goose other colonies in Africa.  
The Cockerel then patrolled 
the Mediterranean Sea’s and 

the Bulldog the Atlantic and 
North Sea.  The wire diagram 
could be drawn in 5 minutes 
and the story remembered in 
seconds.   I would question him 
on different aspects but I would 
always make him draw the wire 
diagram and think of the story.  

After this short period of time 
he got every question right and 
attained 100% in a test three 

days later.  We adopted a similar 
method for the other topics 
but I used different subjects 
such as film stars or famous 
people in diverse situations to 
represent the important facts in 
the other areas.  

I hope you can see that all he 
had to do to recall the events of 
the crises in Morocco was think 
of the animals and the door to 
the file in his mind opened.  As 

an experiment I tested him after 
I had written this chapter some 
five months later.  I asked him 
if he recalled the information we 
practised for his history exam.  
He drew the wire diagram 
thought of the story and could 
answer nearly all the questions;  
the only ones he got wrong 
were the place names. 
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Learning about speed-reading 
and then believing it is possible 
to achieve the things claimed in 
the literature is an interesting 
conundrum.  I have even 
proved to people that I can 
double their reading speed in 
only 10 minutes.  Once they 
have achieved this I have then 
heard them say that they didn’t 
fully understand the text and 
they need to read slower to 
remember the information.  I 
have then tested them on the 
content of the passage that 
they have just read and they 
have routinely achieved 80% 
comprehension.

Speed-reading is a vital aid to 
freeing the mind and achieving 
success.  In learning how to 
speed-read it is also important 
to learn when there is a need to 
speed-read.  

Speed-reading is not designed 
for you to review everything 
at a super fast speed.   
It is so you can alternate between 
super fast speeds, to take in 
information that requires little 
of your attention, to a slightly 
slower speed for information 
that requires more attention.  

However, in both cases you 
will learn to read significantly 
faster than you do at present 
but with the additional feature 
of a large improvement in your 
ability to understand and recall 
the information you read.

Key Points to look for from this Chapter
• Understanding how you actually read.

• Believing that you can read four times faster and still 
understand detailed information.

Your brain is designed to take 
in information quickly.   The 
only inhibiting factor to taking 
in information at a quick speed 
is you. It is you, who slows 
down your brain’s ability to 
take in information, organize 
the information you receive and 
then give you the results.  This 
is due to the way you have been 
taught to learn in the past and 
some of the bad habits we all 
pick up as we become adults. 

Let us start 

I want you to move to a room 
where you will not be disturbed.  
Find a table on which to rest 
this book and have a sharp 
pencil with you.  Take a seat 
that isn’t too comfortable and 
has a straight back; ensure that 
if there isn’t enough daylight 
for you to see clearly that you 
have adequate artificial lighting 
so you are not struggling to see 
the paper.  I want you to sit with 
your bottom positioned right at 

the back of the chair and sit up 
straight.  Position the book so 
that it is at arms distance, or 
where you can clearly see each 

word without straining your 
eyes.  Hopefully you will already 
see that by positioning the book 
a little further away than you 
are used to, you are able to see 
more of each page as you are 
now using the wider peripheral 
vision of your eyes

I now want you to read a few 
paragraphs at your normal 
speed (see paper 1 on the 
next page) and complete the 
calculation underneath.) 

I do not want you to try to read 
a little quicker or a little slower 
because you will complicate the 
test.  If you feel that you have 
read at the wrong speed then 
read a few more chapters and 
look at your average reading 
speed again.  If you do not 
take this test correctly it will 
take you longer to achieve the 
success I want you to achieve.

12

3

6

9
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Paper 1 (ensure that you take the time before you start)

The Empire of Meroe

The culture of Meroe, known as Ethiopia to the ancients, the most southerly of the Nile civilizations, 
was for a long time plunged into obscurity and recalled only by some fragmentary descriptions by 
a few classical authors like Herodotus and Diondors Siculus.  Only recently has this civilization been 
rediscovered by archaeology.

The excavations conducted by the American George Reinser in the present Sudan from 1916-1923 on the 
sites of Napata and Meroe were the first to shed light on the history of the origins of the ancient Meroitic 
Empire. Its forerunner, the Kingdom of Kush, which was a vassal of Egypt at first gradually attained a 
de facto independence towards the end of the New Kingdom.  The Kingdom of Kush reached the peak of 
its power towards the end of the eighth century when the Kushite Twenty –first Dynasty (the Ethiopian 
kings) established hegemony over Egypt.  

Expelled in the middle of the seventh century by the Assyrian armies the Kushites retuned to their 
traditional territories.  Egypt soon became hostile, cursing their domination.  After the break in 
commercial and diplomatic relations with Egypt , the first capital Napata, below the fourth cataract, was 
found to be too close to pharaoh’s frontier and too economically isolated in a region without re-sources.  
It was probably this unfavourable situation which led to gradual desertion in favour of a new capital much 
further south, a little downstream from modern Khartom-this was Meroe.

Meroitec archaeology is a new discipline, and has to answer a great many questions.  Did the sovereigns 
buried in the imposing cemeteries of Napata and Meroe belong to two or more parallel dynasties?  Napata 
being the residence of the minor provincial branch? What exactly were their relationships of Kinship and 
succession?  Future archaeological discoveries and the constant progress of Meriotic studies may supply 
the answer to some of these riddles.  Although F.L. Griffith’s decipherment has explained the signs of the 
Meroitic script the language has so far eluded translation.

Our knowledge of Meroe is limited, in fact, to the evidence of the finds made by the pioneers, John 
Garstang, George Reisner and Griffiths, and by the recent methodical explorations.  The resulting 
evidence makes it possible to recognize some of the chief characteristics of the Meroitic civilization.  
Although it was a hybrid in many respects, the persistence of the primordial Kushite stock allowed the 
assimilation of foreign elements as well as the development of a homogeneous culture.

The Meroitic sovereigns who were god-kings like the pharaohs, borrowed many customs from Egypt.  On 
the walls of the temples at Meroe, Nagaa and Mousawarat es Sofra, they are shown in traditional royal 
poses, worshiping a god or slaughtering prisoners.  The designs of their buildings and the architectural 
elements indicate Egyptian inspiration, but the proportions, style and the details of the relief’s are far 
removed from pharaonic canons.  The splendour of brute force is demonstrated in Meroitic art, combining 
the elements of massive strength and personal luxury, in the richly embroidered garments and the heavy 
gold bracelets of he Kings and “Candaces”.  There is also an element of cruelty and a taste for horror, 
shown by Kings transfixing their prisoners with spears or vultures digging their talons into the backs of 
bound enemies.  The Meroitic pantheon, as it appears in the portraits and inscriptions decorating the walls 
of the temples, also combined the Egyptian gods with foreign deities like Debyumker and Apedemak.  The 
latter is a lion god.  Sometimes three-headed.  On another wall the crowned head of a lion rises above the 
coils of a snake, which itself emerges from the calyx of a flower.  All of this points towards some influence 
from the directions of India; and recent excavations have also brought to light a curious elephant-headed 
statue reminiscent of the god Ganesha of the Hindu pantheon.

Other elements of Egyptian religion seem to have penetrated the Meroic Empire and evolved into a local 
variation there.  The same is probably true of burial customs.  They pyramids standing in the desert 
wastes of Napata or in the wadis of Meroe, or in the cemeteries of the capitals of Sedeinga or Gebel Adda 
were modeled on the pharaonic form, but their construction, dimensions, and the angles are different, 
as is the skylight left in the top, perhaps for the mysterious ba-bird.  The Meroitic mortuary complex is 
still little known.  A lintel, a stela and an offering table, with the pyramid and the burial vault, seem to 
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have been the chief components.  At the top of the texts carved on lintels, stelae and offering tables 
it is interesting to see on many of them an invocation to Isis and Osiries.  The pre-eminence of the 
goddess over the god can be compared with the increasing popularity of the Isaic cults, which spread 
across the Mediterranean world from Alexandria and throughout the Roman Empire.  Rather surprisingly, 
it is generally Anubis who is associated with Isis in the pouring of libations on the offering table.  The 
ancient psychopompos god, conductor of the dead to the next world, thus seems to have enjoyed special 
popularity at Meroe, and his jackal-head often accompanies the processions of the Isaic ritual.

Egyptian influences never completely submerged the basic African foundations at Meroe.  If the Meroitic 
Empire based its commercial prosperity on its privileged position as the intermediary between Egypt and 
the rest of Africa, it also played its part in the field of culture.  These links and relationships with the rest 
of Africa are still poorly defined, but certain evidence like the pottery or elements of the language seem 
to prove beyond question some kind of relationship.  Furthermore, the god Amon, whose sanctuary at 
Napata was famous, appears in the form of a ram, an animal found all around the Sahara and associated 
with storms and rainfall, as well as in his aspect as dynastic god. Should this be regarded as pharaonic 
tradition transmitted through Meroe or rather, as the survival of Egypt or the remains of an ancient 
African cult, more specifically Saharan, which evolved before the civilisation of the Nile developed?  

Stop Reading and take the time.

You can now work out your reading speed by carrying out the 
following calculation

Words per minute =   number of words          =         1014

        Time                               Time

You will probably have an average reading speed of around 250 
wpm or slightly less, which is the average reading speed of most 
people. I am now going to enable you to understand how your eyes 
and brain work when reading anything.  

Once you understand this you will wish it had been explained 
to you many years ago as you realise that you can take in 
enormous amounts of information and still attain a high level of 
comprehension.
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How you take in information

Your eyes do not read things in one smooth line; they jump from word to word often taking in two or three 
words at a time.  Sometimes they skip back over a word before they again hop forward and occasionally 
you will find yourself on a different line. The reason your eyes do this is because they require a fixation 
point on which to focus and they can only focus on one thing at a time.  Therefore you look at one word 
in turn, stop and then move on to another word.  However quite a lot of time is wasted as we look at 
each word and move on to the next. 

Your eyes are in fact only passing the information to your brain, which then interprets the information 
and directs your eyes to look for more. Let’s look at how we can improve this immediately.  Look at the 
sentence below:

I have always found a fascination for improving and understanding how the mind works 
now.

I want you to place your pencil tip 1cm above the word fascination.  Only look at the tip of the pencil but 
move your head back until you can see as many words left and right of it without straining your eyes 
and losing focus.  Then move the pencil tip to the word understanding.  I would suggest that you can 
already clearly understand the sentence and understand every word by just using two hops per line.  This 
is because the eyes can fixate on one word but can still identify three or four words left and right of it 
because of your peripheral vision.  Try following the next paragraph using the above method but do not 
slow down, stop, or retrace the line. Just allow your eyes to move to each line and relax.

I now want you to make a conscious effort not to say the words you see in your mind.  You do not need 
to do this as your brain will identify the word and translate it without you confirming what the word is by 
silently saying it in your mind.  This will help increase your reading speed.
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Task

Now the first task I am going 
ask you to do is to skim read 
this entire book . 

(This will show you one of the 
advantages of speed reading 
which is the ability to understand 
the gist of any subject quickly 
and efficiently).

 You already know a little of the 
first chapters so it will make this 
experiment easier. 

Please remember it is 
important throughout this 
book that you complete 
tasks as I outline them or 
they will be less effective. 

I want you to read the front 
cover, the preface and the 
table of contents (this should 
be done on whatever book you 
read) especially if you have not 
already done so.  Although you 
have an understanding of this 
book already, by doing this with 
every book you read you will 
have a deeper understanding of 
the book and its contents.  

I now want you to go to the 
beginning and read each page 
throughout this book so that 
you understand the general gist 
of the information contained 
in each paragraph. Then move 
on to the next page DO NOT 
READ EVERY WORD I want 
this task to take no more than 
10 min.  The aim is to skim 
read, using your new speed-
reading technique.  

Once you have finished reading 
the book you will find you 
have a good overview of the 
contents and you will find that 
the chapters you have already 
read require less attention.  

Because you have already 
filed that information your 
mind has already built up a 
picture and started to store  
this information.  

As you read this a second time 
you will build up an even clearer 
picture.  I hope that you can 
now see that using your new 
technique you can skim read 
an entire book and have a good 
understanding of its content. 

If this method is used with every 
book or document you read it 
will give you a clear overview of 
its contents.  Once you read it a 
second time you will then have 
a very clear understanding of 
the work and you will still have 
read it twice in the same time 
that you would have read it 
once before.

A further method

I will now show you the method 
I use for speed-reading, which 
is just a simple modification of 
the one you have been using.  
By using this method you will 
find that you will gain the ability 
to read a book three or four 
times in the same time that you 
can currently read it once.  In 
terms of your ability to take in 
information you can  easily see 
the benefits. See the diagram 
on the next page.

With your pencil in your right 
hand to use as a guide move it 
across the page in a continuous 
line and a small loop at the end 
of the page.  

Now move back across the page 
continuing down as illustrated.  

There are a number of other 
methods, which are just as good 
and I am sure once you have 
learnt the principle of speed-
reading you will move on and 
develop your own.  

I now want you to read each 
chapter quickly, ensuring you 
spend as little time as is required 
to take the main point from 
each paragraph or sentence, 
and move on.  

At the end of each chapter jot 
down any notes you have as 
regards content and areas that 
you would like to know more 
information about. 
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Try to speed-read the following extract and answer the questions at the end. Take the time before you 
start. After reading the paper, complete the calculation and compare your speed against the first task.

Words per minute   =   number of words     =   reading speed

           Time

Some astrophysicists believe that the solar system was drawn out of the sun’s own material after it had 
become a star.  Others think that the planets condensed out of smaller amounts of gas and inter-stellar 
dust “left over” when the sun formed.

Some attempts to explain how the sun and the planets were formed involve an “intruder” star that 
approached very close to the sun, grazing it as it passed by.  Others have suggested a collsion with some 
other star.  In either case the great quantities of gas pulled from the sun would have formed into Giant 
“drops” that eventually condensed and became planets.  

An increasing number of astrophysisicts, however, prefer the idea that the planets and the sun condensed 
out of the same mass of interstellar dust and gas somewhat as follows:  Interstellar clouds all have some 
degree of random swirling motion.  This means that any cloud that condenses into a star also rotates.  As 
condensation proceeds the speed of rotation also increases, and calculation shows that speeds of many 
hundreds of miles a second must finally be reached by the time a star is formed.

The surprising thing is that if all the planets were scooped up and placed inside the sun, then in spite of 
the insignificance of their total mass compared with that of the sun, the solar speed of rotation would be 
increased almost a hundred times.

If all the original planetary material were placed inside the sun its speed of rotation would be increased 
still further.  As the still forming sun continued its condensation, it must have spun round faster and 
faster, and this caused it to bulge more and more at the equator.  

The planetary gases moved rapidly outward.  Small particles of rock and metal condensed out of the 
gas and were left behind while the main the bulk of the gas continued to be pushed outward.  These 
bodies became fused together into inner planets.  Beyond the orbit of Mars, the remaining particles or 
rock and metal condensed to form a host of planetoids, or asteroids.  By the time the inner planets had 
formed the main bulk of gas had swept out to regions now occupied by Jupiter and the outer planets.  
This explains why Jupiter, Saturn, Uranus, and Neptune are gaseous.  But what about Pluto today?  Today 
there is general agreement among astronomers that Pluto is an escaped moon of Neptune, and not truly 
a planet at all.

The nine major planets move around the sun in nearly circular orbits and in the same direction.  The 
planes of their orbits are only slightly inclined to that of Earth, so that as seen from Earth the planets are 
always close to the ecliptic and their positions can be charted against the constellations of the Zodiac.  

One of the major concern of early astronomy was the attempt to describe and predict the position of the 
wanderers. But not knowing that all the Planets-Earth included-moved around the Sun, the astronomers 
of antiquity fell into many traps.  One grand error led to the belief that Mercury was two planets.  Its 
actual period of motion around the Sun is 88 days: and if we exclude Pluto, its orbit is more highly 
elliptical than the orbit of any other planet.

Mercurys diameter is roughly 3,000 miles about 40% greater than that of the Moon, and its mass is 
some four or five times greater.  The internal density of Mercury seems to be higher than the densities 
of the other three inner planets.  This means that Mercury contains a higher proportion of metals than 
do Venus, Earth or Mars.
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Venus and Earth seem to contain about the same amount of rock to metal: while Mars contains more 
rock and less metal.  All this seems to add weight to the theory that the sun and planets were formed 
together from the same condensing cloud.

Since Mercury has little or no atmosphere, we can see through its surface, which seems to be very similar 
to the Moon.  Because the surface of Mercury can be seen it should be fairly simple task to determine 
its rate of rotation.  Telescopic observation revealed that Mercury’s period of rotation appeared to be the 
same as the period of rotation around the sun, 88 days.  This meant that Mercury always kept the same 
face directed towards the sun, so that one half of the planet is in perpetual sunshine and the other half 
is in perpetual darkness.

The task of putting space, galaxies and time together to make a coherent picture of the universe and to 
uncover its history  is the realm of the cosmologist.  A true picture of the universe only began to occur 
in 1920, when the great American Hubble pointed the 100 – inch Mt Wilson telescope at the nearest and 
largest of the faint misty patches of light that dot the heavens in every direction.  When he studied the 
photographs of the patch of light in Andromeda with a magnifying glass he found that the spiral arms 
glittered with tiny dots of lights.  He immediately recognized that these tiny bits of lights were stars of 
fantastic size and luminosity.

Prior to Hubbles discovery, the Andromeda galaxy and other similar objects were thought universally to 
be patches of gas about the size of an average star and these were called nebulae.  They were thought 
to be patches of luminous gas that were part of the Milky Way or quite closely associated with it.

The universe that Hubble revealed in 1920 forced upon astronomers a completely new sense of vastness.  
The universe was millions of times larger than astronomers have previously thought and the true units 
were not stars but galaxies. 

The Andromeda galaxy has a special interest for astronomers in that it is very closely similar to the 
Galaxy, which houses our Sun and Solar System.  In general shape the Andromeda galaxy is a flat circular 
plate with a central bulge.  The reasons why is that we are looking at Andromeda at an angle.

Now answer the following questions

1. Mercury has….

 a. No atmosphere. 
b. Little or no atmosphere. 
c. A radioactive atmosphere. 
d. An atmosphere which is a mixture of highly toxic gases. 
e. None of the above.

2. One of the most significant discoveries concerning space occurred when Hubble investigated some 
photographs.  This took place in which year?

 a. 1918. 
b. 1919. 
c. 1920. 
d. 1921. 
e. None of the above.
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3. Andromeda is of special interest due to which the following reasons?

 a. The Andromeda galaxy has a special interest for astronomers in that it is very closely similar  
  to the galaxy, which houses our Sun and Solar System.   
b. The Andromeda galaxy is a flat circular plate with a central bulge.   
c. The reason photographs do not reveal it as circular is because they are looking at Andromeda  
  at an angle.  
d. All of the above. 
e. None of the above.

4. Astrophysicists believe that…..

 a. The solar system was drawn out of the Sun’s own material after it became a star. 
b. The planets condensed out of smaller amounts of gas and inter-stellar dust ‘left over’ when  
  the sun formed. 
c. Most prefer to think that planets and the sun condensed out of the same amount of interstellar  
  dust and gas. 
d. All of the above. 
e. None of the above.

5. Mercury’s period of rotation around the sun is….

 a. 33 days. 
b. 44 days. 
c. 88 days. 
d. 98 days. 
e. None of the above.

6. Mercury’s diameter is roughly……

 a. 2000miles. 
b. 3000miles. 
c. 4000miles. 
d. 5000miles. 
e. None of the above.

7. The nine major planets move around the sun in….

 a. Rotation in the opposite direction. 
b. Rotation in the same directions. 
c. Nearly elliptical orbits in the opposite direction. 
d. Nearly circular orbits in the same direction. 
e. None of the above

8. Venus and Earth….

 a. Contain the same amount of rock. 
b. Earth contains more rock than Venus. 
c. Venus contains more rock that Earth. 
d. None of the above.

(Answers at the bottom of the page)

 1 b, 2 c, 3 d, 4 d, 5 c, 6 b, 7 b, 8 a 
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Case Study

I have used the technique that 
I have shown you with a friend 
of mine.  In two weeks, half 
an hour each evening, and 
using the method we have 
just covered, we improved his 
reading speed from 235 wpm to 
856 words per minute and from 
75% comprehension to 80%.  
He is a very good friend of 
mine who was sceptical before 
he started and I think it took 
longer for him to learn because 
of this scepticism.  This was one 
of those achievements I was 
particularly pleased with; so 
much so that I started teaching 
the team I was working with 
how to do it.  They were amazed 
that they were able to increase 
their speed on one sitting by 
at least a third, but I kept 
making them do it as part of my 
experiment.  Eventually they 
started to avoid me, as I would 
check their speed whenever 
they came near my office.  I 
am still struggling to convince 
them, but I will!

Group Discussion
 
Richard started the conversation, “I think I naturally speed read.”  

“That’s funny” I replied, “because I would have anticipated you 
saying that.  You will have acquired some of the skill because you 
have studied a lot and therefore will speed read in a fashion but as 
with any skill people pick up bad habits and don’t necessarily achieve 
the results they could if they had been taught properly.  For example 
I used to type with two fingers and I was actually quite fast.  When 
I re-learnt my technique in order to learn how to touch type using a 
program, it took me weeks to type as fast as I could with two fingers 
but by the end of the two weeks I could type much faster and now I 
can type as fast as I can think.”

Tom turned to me,  “I have heard that the best technique is to read 
down the centre of the page”

“You can use a number of different methods.  As long as you 
understand the procedure you can adapt it to suit you”.

Author’s Note

Because of the way they have 
been taught many people believe 
that they can read quickly.  
Many people, as Richard did, 
tell me that they naturally read 
quickly and can speed read, or 
that they need to read slowly 
to take in information.  If you 
practice speed reading for just 
two weeks you will see dramatic 
improvements in the speed that 
you read and the information 
you take in, because not only 
will you read more quickly but 
by following the principles in the 
next chapter you will also learn 
how to read effectively.  

REMEMBER IT IS YOU THAT 
SLOWS DOWN THE SPEED 
OF YOUR BRAIN BY READING 
SLOWLY.

Summary

• Understand how the mind takes in information when reading.

• Identify a distance where you can read without straining your 
eyes, which enables you to use your wide peripheral vision.

• Always use a guide when reading.

• Learn how to alternate between super fast and fast speeds when 
reading.

• Identify what you want to learn from a particular passage.

• The only inhibiting factor in taking in information is YOU.

• PRACTICE THIS IMPORTANT SKILL.
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Learning to study after many 
years is difficult. The following 
are the principles I have learnt 
over six years of trial and error. 
In my last year of studying for 
a law degree I was able to find 
balance between my ability to 
achieve a high pass mark on 
both my essay and my exam 
results.  The following are some 
of the principle reasons why.

Your environment

Your study environment is vital.  
It is important that you find 
a room that allows you total 
privacy.  If that is not possible, 
then you need to have a period 
of time in a room where you are 
not going to be disturbed during 
your study.  The room should be 
well lit; sunlight is the best type 
of light to use.

You will need a firm seat in 
which you can sit upright, as this 
allows for the perfect distance 
from your eyes to the desk from 
which to take in the maximum 
amount of information. The 
height of the table should also 
be where you can rest your 
elbows on the top of the table 
and still sit up straight.

Key Points to look for from this Chapter
• Correct study methods are the key to remembering 

information.

• Understand how to read effectively.

You should ensure that you 
have all the equipment to hand 
that you need for your study 
period. I have found that, not 
only for study, but also for every 
aspect of work I always have 
three books ready to hand; a 
dictionary and thesaurus, an 
atlas and an encyclopaedia.

The reading material 
itself

It is important from the beginning 
to adopt a practice that you use 
for each book, chapter, or page 
you read. Firstly you need to 
understand exactly what you 
expect to gain from the book 
you are about to read.  Is it 
for pleasure, information, or 
reference?  This is because you 

will need to adopt a slightly 
different approach for each 
reason.  

I will use the example of reading 
a book for information with 
a view to writing an essay or 
taking an exam.

Reviewing

You need to survey a book first of 
all. Look at the author’s preface, 

read the publisher’s comments 
if there are any, look at the 
table of contents, and chapter 
summaries. Make sure you 
identify the key points and move 
on but do it systematically.  To 
survey a chapter or document, 
study the outline and skim 
read, especially the headings.  
Finish each chapter by writing 
a summary in no more than 
five words describing what the 
subject is about.  Surveying is 
about getting a feel or overview 
of what the book, chapter or 
page is about, and should not 
take more than a few minutes. 
Many books have a summary 
of the key points or questions 
at the end of each chapter; 
reading this before you read 
the chapter may help you get a 

better overview.  

This review also enables you to 
dismiss information that is of no 
relevance and that you do not 
need to read. You also need to 
write in the book; write in the 
margins when you have a brain 
wave about a particular subject.  
A point to note is that people 
do have a habit of highlighting 
chapters without regard for the 
information and end up with 
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whole paragraphs highlighted.  
This will only lead to confusion 
if you are not selective in what 
you underline or highlight.

The review is somewhat like a 
tactical reconnaissance of the 
reading material.  This enables 
you to start filing the material in 
your mind with small headings 
reflecting the main ideas. This 
then assists the mind to locate 
the file, especially if you do 
not just think in words but also 
think in pictures. For example, 
you have just read a book that 
covers FIBUA and DIBUA looking 
at the Battle of Arnhem and 
fighting during the Gulf War.  
You decide to summarise the 
chapter. Definition and Analysis 
of Modern FIBUA; this heading 
covers an entire subject but 
gives a clear picture of the 
content.

If I were summarising this type 
of work I would picture a town 
in its entirety (buildings, shops, 
factory, church). I would also 
think in colour and detail. I 
would now think about each 
phase of modern FIBUA. The 
INVESTMENT, imagine a town 
surrounded by tanks and 
artillery bombarding it. I would 
also see the infantry moving up 
in support for the next phase. 
Imagine the tanks and artillery 
in fine detail; this helps imprint 
the image into the file.  The 
BREAK IN (the concentration 
of all the fire support), the 
achieving of the foothold (an 
infantry platoon attacking the 
first house; I would imagine 
the entrance to the house, the 
windows, where I was going to 
enter, the type of defences it 
has, etc).   

SECURING THE OBJECTIVE 
imagine your team securing 
its objective (e.g. the main 
HQ), the problem with snipers 
shooting at your men, imagine it 

becoming dark and the difficulty 
you would then have as each 
building is taken in turn. The 
problems that you would have 
identifying enemy.  Identifying 
boobytraps, the markings 
required on buildings that have 
been cleared.  Imagine the light 
signals you would expect to see 
at night.  

The CLEARANCE, imagine that 
you are controlling teams in 
your mind, sending them in 
a logical sequence around 
the town you have created.  
RE-ORGANISATION, imagine 
securing the objective by 
sending all the troops to key 
points, preparing the town for 
a counter attack and for future 
operations.  

Now think about the medics 
helping the injured, the 
movement of civilians and 
POW’s and the logistics now 
needed such as ammo, rations 
and men.  Now close your eyes 
and imagine this as you would 
a film covering all the points 
but ensure you think in detail 
and use colour.  Picture all the 
equipment, see the men giving 
orders, the medics working on 
wounded soldiers, and snipers 
shooting.

Now you have a clear picture 
of FIBUA, you can look at the 
development in the modern era.  
I hope that you can see how this 
is much easier to understand, 
and with a simple summary 
you are able to think through 
the attack in great detail and 
more importantly can recall the 
information.  It is certainly far 
more effective than just seeing 
a list of principles.  What’s 
more, in order to access the 
information whenever the 
subject of FIBUA comes up, just 
make your starting point the 
town you created in your mind.  
Over the next two weeks review 
this scenario and see how much 
you can recall.  I think you will 
be surprised. ( I have stuck with 
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the term FIBUA because I could 
never understand why it was 
changed).

The next thing is to read each 
chapter of the book without 
taking notes until the end; 
the only proviso I will make is 
that you can again write in the 
margins if you find something of 
interest, or have a question that 
you need to answer later.  As I 
have already outlined, writing in 
the margins should occur every 
time you read a book.  This will 
help you to focus your mind on 
specific points.  Do not write 
another paragraph, one or two 
words will do.  Do not highlight 
information on your first reading 
and only do so when you really 
want to emphasise a specific 
point.  Stick to pencil marks in 
the margins.

If the material is new you 
will encounter many new 
words and ideas that you may 
not understand; do not be 
disheartened! Continue reading 
to the end of the chapter, and in 
many cases once you have read 
the entire subject some of the 
questions you had earlier will be 
already answered.

Once you finish a chapter 
it is important to attempt a 
quick review as this allows 
you to start transferring the 
information from short term 
to long-term memory. I use a 
piece of plain white paper the 
same size as the book or an 
A4 notebook. I simply start in 
the middle with one word to 
describe the chapter and then 
use a wire diagram to identify 
key components.  I then use 
sub headings to identify specific 
points that relate to the key 
components.  This assists with 
the review of the information 
at a later date. I will however 
always visualise each area 
again, as this helps the mind 
to locate the information in the 

future.

The key to taking in information 
is in digesting it accurately. 
At the beginning of each new 
period of study review the last 
piece, ensuring at the end of 
each week you review the entire 
weeks study.  Once a month 
review the entire months study.   
Remember to think in as many 
pictures as possible and continue 
to use your wire diagrams.

Objectivity

In a lot of cases there is an 
important difference between 
remembering information and 
understanding it.  It is important 
that you are able to do both, 
and you must be analytical in 
your approach.  My first rule is 
to disbelieve everything I hear 
until I ensure that the opinion 
given is based on fact, and I 
also try to look at other sources.  
What point is the author trying 
to make in his book; is he using 
evidence to support only his 
own argument or is he offering 
you many different pieces of 
information in order for you 
to reach your own conclusion.  
It is important that if you want 
fully to understand a subject, 
you must consider other 
options and therefore ensure 
you understand why you  
would support a particular point 
of view.

 
Time spent learning

Do you spend three hours trying 
to learn something?  People 
often tell me that they spent 
six hours studying the night 
before.  The problem being that 
they have probably learnt little 
compared to the time they were 
actually studying. 

You can only concentrate for 
so long before your attention 
wanders. I have always broken 
my study down to 25 minutes 
per sitting; I then have a 10-
minute break to have a cup of 
tea or something to eat before 
I sit down and do another 25 
minute section. I always try to 
do a minimum of two sessions 
regardless of how I feel, and I 
then assess whether I want to 
continue.  If I do carry on, the 
sequence continues although I 
may cut the session down by 5 
or 10 minutes.  I only keep going 
until I feel my concentration 
failing, or I have had enough.  
Time management is a key 
factor in managing your study 
periods (see chapter 1).

25 min study25 min study

10 min break

10 min break
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Group Discussion
 
“It all seems a little complicated, this speed-reading and time 
management.  I will never understand it all!” David finished by 
holding his hands in his head.

I smiled,  “Remember, I am giving you everything in one book and 
it has taken you only a short time to grasp the possibilities and 
concepts.  The first step is the biggest one to take; look at an area, 
start it and finish it.  As I told you at the beginning, I will find you 
the time and give you the tools but it is only YOU that can implement 
them.  The most common reason why someone cannot do something 
is because they don’t want to!”

The group looked at me as though I was being a little harsh.  “If 
you want to achieve anything, you need desire and self-belief.  The 
benefits far outweigh the problems.”

Authors note

Learning to study again is a 
daunting process as it takes 
time to establish your self-belief 
and gain confidence.  Asking 
people for advice with an essay 
or getting them to review some 
of your work will assist you in 
developing your ideas.

Case Study

A friend of mine spoke with me 
about his wife who was just 
about to start a nursing course 
after looking after her children 
for the last fourteen years.  She 
had failed her first assessment 
and was totally downhearted. 
I spoke with him about study 
and visualisation, and gave him 
a programme that he could 
use with his wife to help her in 
terms of study and learning her 
subject.  I also covered how to 
prepare for examinations (as 
described in Chapter 7).  With 
a little extra help, advice and 
maintaining her determination 
she passed her re-sit.  She has 
now become one of the more 
capable candidates, regularly 
gaining above average grades. 

Summary

• Ensure you have the correct environment to study.

• Adopt a study system that suits the type of person you are.

• Ensure you have all the equipment you require to study at hand.

• Review the book to get an understanding of its contents.

• Read the chapter or book fully before taking notes.

• Only highlight very important things (write in the margins).

• Remember to use visualisation, bullet points, and wire diagrams 
to enable an effective understanding of any information.  This 
will make recall easier.

• Strictly adhere to a study time limit.
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Family Commitments

This particular section is very 
short but will play another 
major part in your ability to 
achieve academic success. You 
must involve your family in 
understanding the type of study 
you are undertaking because 
you will need their support 
and you must understand their 
needs during periods of intense 
study time.

I discussed everything with 
my family explaining what I 
was going to study and the 
type of support I needed from 
them. This, however, was 
not straightforward.  My wife 
is a secondary school Head 
Teacher with many of her own 

commitments, which includes a lot of work outside her normal days 
working hours.  

I also have three children who get involved in a variety of sports 
and have their own studies to consider.  It will always be about 
compromise and balance.  

Case Study

I would try not to study in the evening until 2100 hrs.  This allowed 
me time beforehand to help with the children, give them my time 
and also to deal with any family work.  By 2100 hrs, everyone was 
either watching television or in bed and I would have roughly 1 ½ 

hours of peace.  

I think the key was explaining why I 
needed time to myself whilst ensuring 
I gave time to my family.
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I have included a chapter on 
languages because I believe 
that the ability to communicate 
with another person is one of 
the most satisfying things to 
achieve and it also underlines 
an important method of learning 
(visualisation). 

Why learn a language? There 
are two reasons.  Firstly, in the 
Army we have a big advantage 
in that we have a very good 
education system in place, which 
has a tried and tested system 
for teaching all levels and types 
of language. Secondly, we are 
involved in many operational 
areas and generally as part of 
a multinational force.  The need 
to communicate effectively 
is paramount and a basic 
understanding of  one foreign 
language would assist you to 
learn another within a short 
period of time.   

Key Points to look for from this Chapter
• Visualisation is one of the key methods in learning a 

language.

The system I use to learn a 
language is similar in approach 
to other areas covered in this 
book.  It uses a system that is 
most effective for the brain to  
recall information.  

I have developed a system that 
I think will enable you to learn 
a language quickly and more 
effectively than you may have 
found before. I will then explain 
how I used the Army to improve 
on my ability and subsequently 
pass a number of examinations 
in French, Spanish and Italian.

When learning a language one 
of the main difficulties is that 
we do not understand enough 
of our own language, especially 
in the area of grammar.  When 
people start talking about a 
foreign language and introduce 
the present tense, the future 
and subjunctive tenses we close 
our brains down and believe 
it is too complex to learn. 
Learning a language by oneself 
is immensely difficult. It can 
be hard to fully understand 
the sounds and intonation of 
the spoken word, therefore you 

will need to listen 
to cassettes of the 
language throughout 
your study.

Grammar is 
important and 
that is something 
that needs to 
be understood, 
although I will 
concentrate on how 
to communicate.  
The first thing I want 
you to do is to obtain 
a book for learning 
the language of your 

choice.  Something like Espana 
Viva (1) for Spanish or A Vous 
La France  (2) for French are 
two examples. These books, as 
with most language books, are 
broken down into sections.  Each 
section covers general areas of 
life; you and your family, on 
holiday, at the bank, etc.  

One of the problems I found 
in learning French for the first 
time was that I tried to learn 
hundreds and hundreds of 
words, whereas in everyday life 
an average person only needs 
a fairly narrow vocabulary.  In 
a daily newspaper there are 
generally only 700 different 
words.  Why then learn more 
than those you generally 
use? Tomorrow write down in 
bullet points all the types of 
conversations you have and you 
will be amazed at your general 
conversation and the type of 
vocabulary you use.  You will also 
be surprised how much time you 
use discussing the same thing  
(time management).

L

EA
RNIN

G

LA
NGUAGE

1 Espana Viva Derek Utley , A BBC Course
2 A Vous La France Brian Page, A BBC Course for Beginners
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Meeting people and 
general conversation.

I want you to imagine all the 
people in your family and 
extended family.  I want you 
to imagine your own house 
and every room, the garden 
and garage.   I want you to 
imagine all of these people now 
in your living room waiting to 
meet a Foreign Liaison Officer 
(LO) who is staying with you. 
When you are saying your name 
in your chosen language and 
introducing members of your 
family, I want you to imagine 
that you have just met the 
Officer you are responsible for.   
You are now bringing him to 
your home to stay and meet 
your family.  I want you to give 
him a name and picture him 
clearly in your mind as if seeing 
a real person.

Every time you think of 
introducing people or saying your 
name I want you to imagine you 
are standing outside your house 
meeting the LO for the first time.   

I want you to imagine shaking 
his hand and listening to his 
name after you give him yours.  
You will then take him in to your 
house and introduce him to 
your family.  As you learn each 
new word to represent your 
family I want you to imagine 
this situation and add a new 
scene on each occasion.

I want you to imagine how you 
would introduce your family and 
I want you to visualise each 
person. This must always be 
the same picture, and should 
be detailed so that you imagine 
their clothes and the different 
colours.  You could also make 
the scene funny by seeing the 
LO fall over the dog, which runs 
out to greet you.  Remember this 
scene must always be the same.   
It is important to take your time 
with this because once it is filed 
in your brain accurately you will 
never forget it.

Now let us continue to imagine 
that you are showing him 
around the house.  Once you 
have learnt the main words for 
a room then imagine showing 
him around saying the name of 
the items in the room.  Do not 
however try to find out the name 
for every single item in a room, 
just the ones that are used on 
a daily basis. Stick to window, 
television, wall, desk, sofa, etc 
because that is all you are 
ever likely to need.  Now move 
through the house.  You will 
quickly find that as you imagine 
the scene in your brain and walk 
around the house you will use 
quick and effective vocabulary 
because your brain imagines 
the reality of the situation and 
does not differentiate between 
reality and imagination.  

For example, your LO is called 
Jaques;

“Jaques, hello. My name is Joe, 
please come in.”

“I would like to introduce my 
family, this is my brother, 
mother, father.”

“You will be staying here tonight.  
I will show you the rest of the 
house, this is the kitchen”.  

You can already see that 
with a few words you would 
communicate very effectively. 

If you imagine the scene in 
detail, your memory will quickly 
file away this information.  The 
minute you want to remember 
how to introduce someone, just 
think of Jaques and meeting him 
on your doorstep.  If you repeat 
this scene in detail a number 
of times it will then be easy 
to recall the words required.  
Every time you meet someone 
new or are role-playing this 
type of situation, just think of 
Jaques and you will open the 
file to this scene.  You can then 
adapt the vocabulary to the 
new situation.  Now that you 
have learnt the building blocks 
to my programme you will see 
that through replicating the 
procedure in each chapter it is 
easy to remember and recall the 
information.  You must always 
think of the same scene in the 
same detail.
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We are now going to move at 
a more advanced rate.  I want 
you to think about travelling in 
a plane to a foreign country that 
speaks the language of your 
choice.  Imagine landing and 
getting off the plane, then waiting 
at the baggage reclaim area.   
I want you to see the scene 
in your mind because this will 
always be the airport you land 
at when thinking about flying 
and arriving at an airport.  

I want you now to imagine 
picking up your luggage and 
walking to the customs area 
with your passport in hand.  For 
the first time in this scene you 
will be alone.  I want you to 
imagine meeting and speaking 
with the customs official and 
think of the questions he may 
ask you.  I want you now to 
go to the information desk in 
the airport lounge.  I want you 
to give them the name of the 
hotel that you are staying at 
and where you can find a taxi 
or bus.  Every image must be 
clear; the customs official must 
have a uniform, as does the 

information clerk.  I want you to 
imagine the person in detail, give 
them a name and clear features.  

 They will always be the same 
people you see when bringing 
up this image.  I want you to 
imagine a busy scene in the 
airport with noise, people in the 
cafés, people going up and down 
escalators, and people shopping.   
This will help file all the 
information away accurately.  

Now go through the routine 
of asking, and being asked 
questions.  Using this system 
will make it significantly easier 
to remember the words, but 
you still need to hear the 
spoken language, as this is the 
difficult bit.  Listening to people 
speaking quickly, and in short 
sentences is what students find 
most difficult to grasp.

We now move on to the taxi 
and then into the town.  As 
you progress I want you to 
create your own town in your 
mind. It could be the town in 
which you live but you should 

now give it a foreign name and 
assign the buildings using your 
new language. Then create your 
hotel with a receptionist and 
give him or her a name.  Again 
you must make all these images 
clear in your mind and ensure 
that they are the same when 
you next think of them.  

From this position we build up 
shops and streets. You will have 
the shop placed in the order you 
study.  So across the road from 
the hotel is the bank, you would 
now imagine leaving the hotel, 
walking across the road, going 
to the bank, and using the same 
vocabulary that you would use 
in any bank for the normal type 
of transactions you may wish to 
undertake.  

You will find with this system 
that in a short period of time 
you will remember these scenes 
with ease. The pictures and 
content will always be the same 
and your mind will play each 
like a film.  If you stick to this 
program, you will find learning 
a language much easier than 
before. See the diagram on the 
following page.
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Group Discussion
 
Richard began the conversation, “ I have been thinking of learning a language for a while but I never 
know which one to chose.  As soon as I think about learning one we seem to deploy to another area.”

Paula decided to join the conversation, “I am too busy to learn a language.  When do you think I would 
get time to take a 6-12 week language course?”

“Well the best way to start any language is to take a survival course because that will get you over the 
first hurdle, but there are other ways.  After a lot of trial and error I used similar methods to the ones 
described earlier.  I would study for one hour a day using my NAAFI break as a period of time for study.  
That equals 5hrs of French a week and in a very short period of time you can see how far you could 
progress, and this is in work time!  I then went to the Education Centre and explained what I was hoping 
to achieve and they advised me on my learning options.  Because it was work related my line manager 
allowed me to use time during my working day to study.” 

“That’s all very well but how many line managers would do that?”  Paula asked glancing at Richard.

“I think you would be surprised.  Remember most of the time I am using my own free time.  The Army 
believes in investing in people and I personally have never had a problem with my immediate line 
managers, far from it in fact.”

David finished the conversation, “I have tried to learn four different languages but it is all a blur.”
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Authors note

One of the main difficulties in 
learning a language for most of 
the individuals above is learning 
a language for the correct 
reason, as illustrated by both 
Richard and David.  Because we 
are an island with a language 
that is used internationally 
there is no real incentive to 
learn a foreign language.  
However, if you can speak 
another language it  gives  you 
an  edge and shows significant 
academic achievement.  Many 
of my friends are now located in 
Europe and commute from there 
all over the world and being able 
to communicate in a foreign 
language has been invaluable.   
I would also say  that it is 
also one of the most satisfying 
things to be able to do.  

Summary

• Select a language you want really want to learn.

• Get advice from your local Army Education Centre.

• Use VISUALISATION in every aspect of learning a language.  
Create your own town, facilities and infrastructure.

• Use the same visualisation technique for each area of study 
(imagine the same people, the same conversations, and the 
same environment).

Case Study

I do not find learning languages 
easy, far from it in fact.  The 
first few years of learning 
French were mixed with many 
operational deployments. This 
prevented me from achieving 
the level I wanted.  In fact 
it was only when I had more 
things to study that I discovered 
more effective ways of learning.   
So much so that after passing 
the advanced certificate 
in French, I used the same 
process for learning Spanish.  
I was able to pick up a basic 
Spanish book and after joining a 
Spanish course for 10 two-hour 
periods I passed the colloquial 
level exam (this was a direct 
result of using the method I 
have described).  Not because I 
have a natural grasp of Spanish 
but because I had an effective 
method of study.
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Examinations are generally 
the most important part of a 
course.  It is where you show 
an examiner your ability to 
understand and solve, either 
an essay, or problem questions 
under pressure.

Most people never do as well 
in examinations compared with 
their ability to produce good 
course work.  People start 
from a basis that they have not 
studied enough, do not know 
their subject and never perform 
well in exams.  The general 
rule for me was if I didn’t 
prepare well and in sufficient 
time then I would not perform 
well in the exam.  With a firm 
timetable and a plan of action, 
as well as ensuring my recall of 
information was up to standard, 
I generally entered the exam 
feeling confident. 

For each of my four law exams 
I started my examination 
preparation a minimum of five 
weeks before the exam.  I still 
stuck to the rules discussed in 
the study guide but I raised 
the intensity of my study and 
trained purely for the exam.    

Reviewing my course 
work

As I now had the ability to 
speed-read, and a strategy of 
revision and recall, I spent the 
first week reviewing each of the 
designated course books from 
which I knew the contents of 

Key Points to look for from this Chapter
• Ensure you prepare for your exam by establishing a 

revision programme that you follow.

• Ensure your preparation is combined with effective study.

• Combine all the information contained in the previous 
chapters to enhance your preparation.

• STICK TO YOUR EXAM ROUTINE.

the exam would come (do not 
read any books that have no 
relevance to the exam).  I spent 
two days on each book taking 
notes on each of the main topic 
areas.  After the first week I sat 
down and looked at the notes 
I had taken.  I drew together 
the information on each subject 
onto one piece of paper, with 
the subject heading in the 
centre of the paper and then a 
wire diagram leading to a topic, 
including sub headings.  

I trained myself to be able to 
write all the key words on any 
given subject down within 5 
minutes, using short hand that 
may in some cases be only 
understood by myself but I tried 
to ensure that if an examiner 
were to read it he would see 
that I had a plan to work from 
and that this would cover the 
main subject matter.

I would select seven 
probable areas, which 
I thought would be 
likely to feature in the 
exam, by reviewing 
the types of questions 
I had already received 
during my course work 
(it is unlikely you would 
be given a question on 
something you have 
already been tested on 
but not impossible).

I would then spend time picking 
essay questions from my list 
of subjects.  I chose subjects 
that were related so I doubled 
my chance of being able to 
answer these questions. Over 
the next few weeks I spent 
my time studying, using all 
the techniques as outlined in 
the previous chapters of the 
book. When I received my mock 
examination papers I didn’t look 
at them until I was ready for a 
practice run through.  In order 
to prepare myself to take the 
mock exam I would ensure that 
there were no distractions and 
sit with only the equipment I 
would be allowed on the day 
of the exam.  I would also try 
to sit the mock exam at the 
same time of day as the real 
exam.  I would turn over the 
front page and start the clock. 
Each question that I answered 
was given the same amount 
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of time that I would have in 
the examination.  For my law 
exams I had four questions to 
answer in three hours.  That 
broke down into 45 minutes per 
question; five minutes to read 
the question, five minutes to 
write down a plan, 30 minutes to 
answer the question and a final 
five minutes to check through 
my answer at the end.  I have 
used this procedure for every 
exam that I have undertaken 
and I never change it, even if I 
struggle with a question.

Once I turned the paper I would 
read it through to find the most 
appropriate four questions from 
the eight that were set.  I tried to 
answer three problem questions 
because they are more objective 
and I found them easier to 
answer.  I would then look for an 
essay question, to prove to the 
examiner that I could do both.   
Do not panic if you can’t find all 
the answers you want, just look 
at the ones you can do and start 
answering them. 

Once I had finished the mock 
exam, and only then, would I 
look at the answers. I would 
occasionally find that I didn’t do 
as well as I had hoped during 
this test, but I had another two 
weeks to review where I went 
wrong (generally it was because 
I had selected items that were 
going to be in the exam and 
therefore these questions had 
not been studied as well). 

During the last few days I would 
only do a little revision to keep 
my mind fresh but I did not 
worry about trying to take in 
last minute information; I had a 
plan and I stuck to it.  

On the day

I would ensure that I had a 
good nights sleep the night 
before. I would have everything 
I needed for the exam prepared 
so there would be no last minute 
rushes in the morning. I would 
get up early enough to leave 
myself enough time to relax and 
ensure to wear clothes that were 
comfortable. Upon entering the 
examination room I would sit 
down, open my exam paper, 
and stick rigorously to my exam 
regime as per my mock exam.  
Once the exam was finished I 
knew there was nothing I could 
do, other than to go home  
and relax.  

I do feel a little bit of a hypocrite 
writing that you should go home 
and relax and not look at your 
books to see how you have done.  
I was undertaking my exams at 
the same time as a very good 
friend of mine.  We tried not to 
discuss the exams afterwards 
but on our way home one of 
us would always ask the other 
which questions they answered.  
We would generally answer the 
same two or three questions.  If 
we had been a little unconfident 
about one of the questions we 
would generally ask the other 
what he had written.  My friend 
was very good at answering 
essay questions and we 
discussed an essay question 
to find that we had answered 
it in different ways.  We both 
looked white and drove home 
as fast as we could to check our 
books.  Fortunately, as with all 
essay questions, they can be 
answered in different ways.

Case Study

A friend of mine and I took the 
same degree course and this 
allowed us to compare notes. 
The most interesting point was 
that we saw 50% of the course in 
a similar way and the other 50% 
from a different perspective.  
We would regularly discuss 
our essays and were able to 
balance each other’s knowledge 
and understanding as well as 
supporting each other.

When we came to prepare for the 
exam my approach was exactly 
as I have described before. We 
would discuss different facets of 
the course, how to answer each 
question and we would discuss 
the material in detail.  My friend 
had a different approach during 
the examination and never 
achieved his potential because 
he did not organise himself 
as effectively as he did when 
preparing for his essays.  This 
was a great frustration for him 
because he should have achieved 
a high grade but didn’t.  I have 
absolutely no doubt that had 
he adopted a similar training 
method to myself he would 
have produced the results his  
talents deserved.
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Group Discussion

“I hate exams” said Paula, “so do I” adds David.  

“Exams are always difficult because of the way people approach them.  If you tell yourself you are no 
good at exams then that is exactly what you will find.  You must go into exams with a view that you are 
going to show the examiner exactly how much you know.”  

“How do you remember all of those things under pressure though”?  asks David. 

“You will do well because you will use all of the memory techniques you have learnt and you will have 
prepared for the exam as already discussed in this chapter.  Do not be afraid of exams go into them 
prepared to show the examiner how good you actually are.”

Summary

• Use all the principles learnt previously.

• Develop a strategy for revision and start early.

• Select question areas that are likely to come up in the exam.

• Spend a week speed-reading your course work.

• Ensure each area of study has a wire diagram that can be drawn 
within 5 minutes.

• Carry out a mock examination at least two weeks before the 
actual exam.

• Relax the night before and ensure you have all your 
documentation ready before you go to sleep.

• Ensure that you stick to your plan during the exam and do not 
spend too much time on any particular question.
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Final Thoughts

During my quest to learn 
as much as I could, I made 
numerous mistakes.  Every 
chapter in this book has been of 
benefit to me and continues to 
be so.  Using these methods to 
coach other people and seeing 
their development has also 
reinforced my confidence in 
them.  Remember that they are 
there to aid your development 
and realise your potential. The 
information contained in each 
chapter definitely represents 
my viewpoint and it is therefore 
naturally biased.  If you can try 
the methods as I have explained 
them I am sure that you will 
find them effective, do adopt 
them as necessary. The Future

Even if you are still unsure about your direction, this guide will have 
provided you with some key tools for success in whatever direction 
you now wish to travel.  I hope that your ability to take in information 
and recall it effectively and efficiently will create a desire to  
continue learning.

REMEMBER SUCCESS HAS A STRATEGY
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