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Unit Eleven

Section A Reading Skill

Noting Relationships. Structuring Information *

(Text A)
1 Reading, listening, note taking, studying and writing all in-

volve paying attention to the way material is organized —its struc-
ture or pattern of relationships. It is by noting the relationships
among ideas, facts, details, words and things that we understand,

remember and make ourselves clear to others.
2 A reader or listener comprehends a new fact or idea when he

can link it with something he already knows. The more he already
knows about the subject, the faster he will understand, because he
car. attach the new items to “hooks” available on an existing
framework. In previewing, the reader looks for the overall ar-
rangement. In skimming as a way of rapid reading, he Iooks more
closely at arrangement within individual paragraphs to determine
what is essential and what is not. In making notes and also in re-
viewing, a student calls back to mind the basic structure in the
form of key words which, in turn, should remind him of any asso-
ciated ideas he wants to remember. In studying, he will need to

read some material several times, each time reinforcing the exist-

.

+ SourceiJean Floyd, Study Skills for Migher Rducation ;A Use of English Course (London,
Collins Educational , 1984).
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ing structure while adding more details to it.
3 A good lecturer or writer —including the student writer — first

plans what he wants to get across, in what otder, and then consid-
ers how he can best express the relationships among his thoughts so
that others will grasp exactly what he wants to convey. By orga-
nizing first, he clarifies his own thinking and improves his presen-

tation,
1 Organizing information is a basic human instinct, on which

depends our ability to find things, whether they are tangible ob-
jects, ideas on a page or items stored in the memory. Books in a li-
braty, words in a dictionary, topics in a textbook, students in a
university, courses in a faculty, kinds of plants and animals,
members of a clan, functions of government, goods in a shop;
any object, person, fact or idea can be classified and assigned a

place within particular systems or structures.
5 The process of forming patterns of relationship — either men-

tally or on paper —is sometimes called structuring. Making a key
word pattern is a fast and effective way of structuring, whether
the purpose is to note the essentials of a chapter or a lecture, to test
immediate recall, to review, to think out a course of action » OF tO

plan a talk or an essay.
6 A more formal way to summarize content and ,organization is

the outline. Tt also expresses structure in a visual way. The rela-
tive importance and the interrelationships of facts and ileas are
shown by indenting items of equal importance the same distance
from the left-hand margin and assigning the same kind of symbol
to them, e.g. A,B,Cor 1,2,3, or a, b, c. Since each level of
subdivision is further toward the center and has its own type of
symbol, the completed outline tells at a glance how important any
9.



