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The underlying purpose of reading is to develop thoughts and to introduce new ideas.  Like listening, 
reading is a very active process and demands all our concentration.  The aim, when reading, should be 
to maintain a high level of comprehension (approximately 80%) whilst reading at faster speeds.  Efficient 
reading is also about being aware that certain speeds are only appropriate for particular pieces of  
reading. 

 
 
 

 
• Is the book appropriate for your purpose?  - Read the introduction and conclusion of a piece of text 

to establish the author’s objectives and findings. 
 
• Are the contents at the right level for the piece of work you are studying? 
 
• Be clear about what it is that you are trying to find out, will this particular piece of work satisfy this? 

- Scan the first and last sentence of individual paragraphs to identify key words which establish the 
basic point(s) being made. 

 
 
 
 

 
• Bring your full attention to the task and try to avoid any tendency to think of something else. 
 
• Be realistic about the length of time you should spend reading.  Learn to judge when sufficient time 

has been allotted to the task. 
 
• Eye movements should be steady and rhythmic, without any accompanying head movements or 

sub-vocalisation (i.e. lip or tongue movements). 
 
• Slow readers tend to go over material several times, which can inhibit comprehension.  Cover your 

work so that your eyes cannot move back. 
 
• Make notes at appropriate points—be concise, do not rewrite the whole book.  The main points of 

the author’s argument (and material or evidence to support it) should be clearly identified.  
 
• Read selectively  - only read in detail what you need to. 

Before You Start 

The Reading Process 
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The main purpose of reading is not to be able to recall the whole of the text in your mind, but to be able 
to extract from it the information that you need.  Having an efficient reading strategy will enable you to: 
 
• Select ‘important’ material and recall it when required. 
 
• Interpret information and ideas. 
 
• Make deductions from what has been read. 
 
• Arrive at general conclusions and judgements. 
 
• Relate knowledge to experience. 
 
• Think  critically. 
 
• Increase levels of concentration. 
 
NB:  All of the above can be improved by practice. 

 
 
 
 

• Slow reading ranges between 150—300 wpm (words per minute).  This kind of reading is normally 
used by inefficient readers, or efficient readers where material is difficult, unfamiliar, or a higher 
level of comprehension is required. 

 
• Rapid reading is adequate for most purposes.  On easy material, a comprehension level of 70—

80% should be maintained.  Rapid reading ranges between 300—800 wpm. 
 
• Skimming involves moving the eye quickly across and down the page, not reading every group of 

words or even every line.  In order to skim-read effectively, you need to have a clear sense of pur-
pose, identifying principal sentences, paragraphs, key words and phrases.  Speeds of 800—1000 
wpm can be achieved with practice. 

 
• Scanning is a refinement of skimming, used when looking for a precise piece of information,  
 i.e. A date or number etc., and so 
 
• speeds of up to 2000 wpm have been achieved (after considerable practice)! 
 
To summarise, be aware of the different types of reading and apply the appropriate one to the task in 
hand.  Learn to be critical and take a slightly sceptical attitude towards the piece of work you are  
reading:- 
 
• Who is the writing for and for what purpose? 
 
 
 
 

What the Reading Process should Achieve 

Types of Reading 
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• What audience had they in mind? 
 
• What is the writer saying? 
 
• Is there any value in what the writer says? 
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