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Our Mission Statement

Our mission is to help students
know and believe in themselves,
take advantage of resources and
opportunities, set and achieve
their goals, learn throughout their
lives, discover careers that fulfill
and support them, build fruitful
and satisfying relationships with others, and experience
the challenges and rewards that make life meaningful.




PAEFACE

Keys to Success Owner’s Manual

As your authors, we have talked to students across the country. We’ve learned that
you are concerned about your future, you want your education to serve a purpose,
you are adjusting to constant life changes, and you want honest and direct guidance
on how to achieve your goals. We designed the features of Keys to Success based on

what you have told us about your needs.

The Contents of the Package: What’s Included

We chose the topics in this book based on what you need to make the most of your
educational experience. You need a strong sense of self, learning style, and goals in

order to discover and pursue the best course of study. You need good O
study skills to take in and retain what you learn both in and out of N
class. You need to manage your time, money, and relationships so you E "
can handle the changes life hands you. Keys to Success can guide you in

all of these areas and more.
The distinguishing characteristics and sections of this book are designed to make
your life easier by helping you take in and understand the material you read.

Lifelong learning. The ideas and strategies you learn that will help you succeed in
school are the same ones that will bring you success in your career and in your per-
sonal life. Therefore, this book focuses on success strategies as they apply to
school, work, and life, not just to the classroom.

Thinking skills. Being able to remember facts and figures won’t do you much good
at school or beyond unless you can put that information to work through clear and
competent thinking. This book has a chapter on critical and creative thinking that
will help you explore your mind’s actions and thinking processes.

Skill-building exercises. Today’s graduates need to be effective thinkers, team play-
ers, writers, and strategic planners. The exercises at the end of the chapters will
encourage you to develop these valuable career skills and to apply thinking
processes to any topic or situation.

Diversity of Voice. The world is becoming increasingly diverse in ethnicity, per-
spective, culture, lifestyle, race, choices, abilities, needs, and more. Every }

student, instructor, course, and school is unique. One point of view can’t
possibly apply to everyone. Therefore, many voices will speak to you

User-friendly features. The following features will make your life easier in small
but significant ways.

from these pages. What you read will speak to your needs, offer ideas,
and treat you with respect.

XV



xvi Preface

» Perforations. Each page of this book is perforated so you can tear out
exercises to hand in, take with you somewhere, or keep in your date
book as a reference.

» Exercises. The exercises are together at the ends of the chapters, so if
you want to hand them all in you can do so without also removing
any of the text.

» Internet Research Appendix. This addition at the end of the book is a
terrific resource for information about how to use the Internet for
research purposes.

» Definitions. Selected words are defined in the margins of the text.

» Layout and style. Full-color photos, graphics, and cartoons will illus-
trate key points as well as spice up your reading.

» Long-term usefulness. Yes, most people sell back some of the text-
books they use. If you take a good look at the material in Keys to
Success, however, you may want to keep this book around. Keys to
Success is a reference that you can return to over and over again as
you work toward your goals in school, work, and life.

Take Action: Read

You are responsible for your education, your growth, your knowl-
edge, and your future. The best we can do is offer some great sug-
gestions, strategies, ideas, and systems that can help. Ultimately,
it’s up to you to use whatever fits your particular self with all of
its particular situations, needs, and wants, and make it your own.
You’ve made a terrific start by choosing to pursue an education—
take advantage of all it has to give you.

p
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