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Meet the Author

d uring junior high and my first two years of high school, I was such a poor student 
that a counselor told my parents I was not capable of getting a college education. My 

parents waited until I earned my master’s degree in psychology before telling me that a school 
counselor had said I wasn’t college material. Today, I teach students how to succeed in college.

As a teenager, I felt lost, had no goals, did not believe in myself, and was in danger of drop-
ping out of school. An illness in my senior year gave me a wake-up call, and I started getting 
more serious about my education. I really needed a book like this, but none was available. I 
wrote this book for you—to give you the gift I needed when I was in school. It is a blueprint 
for your success.

Helping you to overcome your obstacles, to believe in yourself, and to learn the skills 
necessary to succeed in college is my passion, because of what I had to overcome.

Eventually, I found out that I had my own special abilities, just as you do. This is my sixth 
book, and I have had a wonderful career that would not have been possible without a college 
education. I’ve been a career counselor, vocational rehabilitation counselor, owner of a job 
placement business, and training specialist. I came out of retirement to be an adjunct profes-
sor of career and college success courses.

Fifty years of “real world” experience teaching success strategies, several years of classroom 
experience, and a passion for motivating and inspiring students all came together for me to 
write Achieve College Success: Learn How in 20 Hours or LessLearn How in 20 Hours or LessLearn H . I wrote this book to help you 
gain the knowledge and skills you will need to become successful in college, in your career, 
and in your life.

aCHIEvE CoLLEgE
SUCCESSachievecolleg

esuccess.com
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Foreword

Imet Raymond Gerson almost twenty years ago when he began teaching as an adjunct 
professor in the Human Development Department at Austin Community College. I 

remember being impressed even then by his enthusiasm for teaching and learning and his 
ability to inspire his students to levels of achievement beyond their expectations. At ACC, 
he teaches extended orientation courses for entering “at risk” students, learning strategies 
courses for college-level students, and career exploration and planning courses for students in 
academic transfer and workforce programs. In all of these courses, Raymond has connected 
with students in a personable, responsive way that generates very positive feedback, and some 
remarkable stories of transformative change in students’ lives. 

This book captures Raymond’s energy, insights, and experience from a lifetime of guiding 
people to success in school, career, and life and makes them available to students in high 
schools and colleges everywhere. It is particularly powerful in its focus on the attitudes as well 
as the actions that can transform a student’s performance to a new level of effectiveness. 

Unfortunately, all too many students in high schools and colleges are never explicitly 
taught the essential knowledge, skills, attitudes, and behaviors that lead to success in learn-
ing. As educators we teach topics and courses in specific departments and disciplines, but not 
often enough that most important of lessons—how to learn. That is the intent of this book.

Achieve College Success: Learn How in 20 Hours or LessLearn How in 20 Hours or LessLearn H  can help students clarify what is 
important to them and what they hope to accomplish in school and in life; give them some 
insight into their unique learning preferences and patterns and how they can make the most 
of them; introduce them to the most effective strategies for learning and performing on key 
educational tasks; and provide students guidance in how to take control of their time and 
attention so that the effort they put forth brings them the success they seek. The chapter on 
preparing for career success and making a positive difference connects students to the world 
beyond college and to the goal of all successful learning—the creation of a successful life. 

Raymond’s book is a fine contribution to that worthy goal and one that will bring benefits 
to students and teachers alike. Make the most of it!

—Tobin Quereau
Professor, Human Development and  

Assistant Department Chair for Behavioral Sciences  
Austin Community College
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Preface

For the Student
achieve College Success . . . Learn How in 20 Hours or Less is intended to help you 
become an excellent student and to prepare you to succeed in college.

Earl Nightingale, a leader in the field of Personal Development, once said that “Success 
is the progressive realization of a worthy goal or ideal.” In other words, success happens when 
you are making progress toward worthwhile goals. By this definition, success for you, as a 
student, is to begin making progress in improving your learning and grades, and finding that 
reaching your academic goals is becoming much more likely.

I have seen first hand, in my courses, that when a student studies, understands, and applies 
the strategies in this book, grades on tests and papers quickly improve. The student also 
reports that grades start improving in other courses. Quick improvement does not mean a 
student gets something for nothing or that motivation and the will to study are not required 
to succeed in college. The ability to read well and taking the time to study are a must for 
college success. When you combine willingness to work and learning how to study, you will 
find success quickly comes your way. As you start getting better and better grades, you will 
find it fun and will look forward to working harder and smarter. 

Write for Success
Self-reflection leads to self-knowledge. Self-knowledge results in better choices and actions, 
which leads to success. This is why self-knowledge is power.

One of the best ways to self-reflect is to keep and use a journal. Please purchase at least 
a spiral notebook, or better yet, a hardbound journal to use as you read this book. Keep a 
record of your thoughts, feelings, dreams, and goals. At the end of each chapter, there will also 
be a written assignment for your journal and several questions to answer. Writing out your 
thoughts will help you to know yourself better and be clear about what is important for you. 
It will provide you with many benefits.

Features of the Book
1 Pre-Course and Post-Course assessment: In the beginning (after this Preface) 

and end of this book, there is a questionnaire for you to find out how much you know 
about the topics in this book. You will learn about your strengths and weaknesses as a 
student. It will allow you to measure your progress when you take it again at the end 
of this book.

EaRL
nIgHTEngaLEearlnig

hteng
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2 Each chapter contains:

Þ An introduction of the topic and the benefits you will gain from learning it 

Þ Activities that you can do individually or with others to strengthen the lessons

Þ A journal assignment

Þ Student comments about the benefits of using the strategies in this book

Þ Author’s note: this is a personal note from me about each chapter topic

Þ An inspiring article or paper written by one of my former students

Þ Goal for the week: this is a small goal you want to accomplish

Þ A summary of main points

Þ Questions to answer in your journal and/or to discuss with others

3 Supplementary website: I have a website, which provides you with more study, success, 
and career strategies. The website address is www.successforcollegestudents.com.  

My other website is www.achievecollegesuccess.com.

For the Instructor
CoLLEgE SUCCESS STRaTEgY CoURSES MaKE a
PoSITIvE dIFFEREnCE FoR STUdEnTS

In the fall of 2005, I came out of retirement to begin teaching three part-time courses for the 
Austin Community College (ACC) in Austin, Texas. One course covers career exploration 
and planning. The other two courses—a twenty-hour, eight-week class and a forty-hour full hour full hour f
semester class—teach students study skills and success strategies to help them succeed in 
college. Both “at-risk” and regular students take these courses.

Assessment studies by ACC for the two study skill courses indicated positive outcomes 
for students who successfully complete the courses when compared to similar students who 
have not taken these courses. Positive outcomes are indicated by fewer course withdrawals and 
greater retention the following semester. There was a slight improvement in grades in their 
other courses for the eight-week students and significant improvement for the full semester 
students when they successfully completed these courses. Students re-enrolled in subsequent 
semesters at much higher rates as well. The results seem to support the observations of mine 
and student anecdotes that report  that improvement begins in less than eight weeks. Students 
continue improving when they find more time to learn and use these new skills. I chose the 
subtitle, Learn How in 20 Hours or Less, because students who use these success strategies 
begin showing progress in the eight-week, twenty-hour course.

When students begin learning more easily and their grades start improving, they expe-
rience a growing sense of accomplishment. They begin to build a “success mind-set” and 
“can-do” attitude, which increases their self-esteem and motivation. I’m often amazed at how 
quickly students improve when the ideas and strategies contained in this book are learned and 
applied.

Several professors, including myself, have used this book to teach courses to ninth grade 
students.

aCHIEvE CoLLEgE
SUCCESS
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I have a website with a free ebook with ideas for career
success. Th e website address is https://www.raymondgerson.com. My other
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Preface

How is This Book different
Twelve Reasons that achieve College Success is unique and useful for everyone:

1 Professor Gerson uses many inspirational stories from his own life to motivate 
students and reinforce the lessons.

2 Professor Gerson’s conversational style makes students feel he is talking directly to 
them.

3 All the ideas and strategies in the book have been successfully class-tested with the 
author’s students and with other teaching and counseling professionals.

4 Based on student and professional feedback, achieve College Success,chieve College Success,chieve College Success is updated 
frequently to ensure the text works well for students, instructors, and counselors, alike.

5 Practical and user-friendly language is used throughout the book to make reading 
easier for regular college, “at risk”, and high school students who want to succeed in 
high school and college. However, there may be a couple of activities where students 
may need to use a dictionary.

6 Contains strong career development and exploration components.

7 Offers “writing good papers” tips.

8 Includes psychological and motivational tips on building a healthy, successful self-
image, and character.

9 Each chapter features actual former student success stories designed to engage and 
inspire new students.

bk Professor Gerson pulls from his vast experience to offer easy-to-use techniques that 
motivate and inspire students to succeed.

bl Many of the general life success principles presented throughout the book are 
distilled from some of the best self-help books ever written. 

bm Professor Gerson has written original articles in the book with a two-fold purpose: 1) 
as cooperative learning activities to teach students specific skills and, 2) to motivate 
and inspire students to develop a “success” mind-set from the first page to the end.

Ways for Instructors and Counselors to Use this Book
This book can be used to teach either an eight-week, twenty-hour or a full semester course. 
In an eight-week course, the pace will be fast and you will cover one chapter a week. In a full 
semester course, you will have more time for class discussions and exercises, and will cover a 
chapter every two weeks. The chapters and the topics within each chapter can stand alone. 
They can also be used for short workshops. Counselors can use the book, or parts of it, to 
work individually with students or with small groups.

I designed the assessments and activities so that it would be possible for students who are 
not in school to do them individually. However, most students who use this book will be in 
school. All of the activities and assessments are intended to be used by instructors as coopera-
tive learning activities for students in a class room setting. 
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CHangES To THIS EdITIon

Þ A new cover and page layout design have been added to the  fifth edition.  

Þ The interior page layout has been visually streamlined to speed learning the 
key concepts.

Each chapter now has visual learning markers and icons for student learners to try out 
and use:  

Chapter Mind Map – Most chapters have a “visual map” outlining the key concepts 
to keep in the reader’s mind and use.

Student Activity Icon – Student activities give students opportunities to try out 
the concepts presented.

QA Icon – Questionnaires, self-assessments, and weekly student goal assignments give 
students opportunities to reflect, identify and personalize the best strategies to use.

Light Bulb Icon – Study/Reading strategies give students tools to try out as they 
study, read and learn.

Student Comment Box – Students share their success using the tools described 
by the author.

QR Bar Codes – Students can access online more information about key topics by 
using a QR Scanner app from Google Play (Android) or from iTunes store (i Phone).

Poems Icon – Created by the author, to enhance recall and understanding of key 
concepts.

RA Icon – An article on how to use “Retrieval Learning” has been added to Chapter 
4 after Activity 4.6.
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Student Testimonials

Comments from former students who have benefited from strategies in achieve College 
Success : Learn How in 20 Hours or Less.

“The most valuable part of this course was that it made me a better reader by giving me tips on 
how to understand a story. It also made me a better test taker and increased my self-esteem and 
positive thinking.” 

—JoSH SMITH

“This class helped me in three ways: how to take good notes and write well, 
setting goals that I achieved, and learning how to improve my memory and 
test-taking strategies.”

—RoSEMaRY MaRIn

“I had not been to college for several years and was out of the loop. I decided to give this course a 
try. I have been able to successfully apply these ideas to my other courses. It gave me confidence. 
I would encourage anyone who is starting college for the first time or in a long time to learn these 

ideas and strategies.”

—JaMES SandERS

“This course improved my grades because I now look at test questions 
differently. I also know the best learning skills that fit me.”

—JoSE onTIvERoS

“I learned how to turn my dreams into goals and better time management. I learned that doing 

activities first because I like them isn’t good for me unless the activities are important priorities.” 

—LYJLYJL aE JoHnS

“This course helped me to get a better understanding of my career and 
my life. I learned more about myself in this course than in any other course 
I have taken. This course has reassured me that I have a bright future.”

—JoSEPH gonzaLES

“The most valuable part of this class for me was getting the blueprint for a successful college 
experience. I wish I could have taken this class when I was younger, but I can honestly say that 

because of this class I am a better student, mother, wife, and friend.”

—BETTY vILLaREaL

“I learned how to manage my time, my writing skills improved, and my study 
habits are so much better. This course has been an inspiration to me.”

— dEvon KERR
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Comments by Educators

“This book captures Raymond’s energy, insights and experience from a lifetime of guiding people 
to success in school, careers and life and makes them available to students in high schools and 
colleges everywhere.”

—  ToBIn QUEREaU, Professor of Human Development and Assistant Department Chair 
for Behavioral Sciences, Austin Community College

“This is an excellent book that will prepare students for the transition from 
high school to college. Raymond’s book will be the key to success for 
all students planning any type of post-secondary education. Therefore, 
I would like to see the book in the hands of every student before they 
graduate from high school because the book shows you how to achieve 
success in college, in your chosen career and in life. It is one book that 
students should keep and refer to throughout their lives.”

—  THoMaS S EvERSdYKdYKd , VAC Coordinator/Special Services, 
Oak Ridge High School and College Park High School, Conroe ISD

“This is the third book I have used in my Transition to College Success courses. The book is a 
definite upgrade based on student performance and evaluations. It is a complete package for 
teaching students how to achieve student success.”

—  RoSS oLIvER, Professor of Human Development, Austin Community College

“I really like the book. It is well written, very approachable and packed with 
great ideas for student development.”

—LYLYL nn SKaggS, PhD, Professor of Psychology, Central Texas College

 “I loved the Power Points because they lessened my handouts and were easy to follow. Most 
of my students came to Austin Community College from high school special education classes 
this semester. They were concerned at first about whether the book and course would be too 
difficult. They were happy to discover that it was clear, they could do it, and they were successful. 
My students liked the book’s personal style and were encouraged by Raymond Gerson’s stories 
about overcoming his own obstacles.”

—  gLoRIa “gLo’ FoLEY, PhD, Counselor and Professor of Human Development,  
Austin Community College

“I have pilot tested and plan to adopt Professor Gerson’s book for my 
“Transition to College Success” course because of its simplicity and read-
ability. It helps students stay focused on reading which is a major event 
and most important for college achievement. Many of my students are not 
proficient readers. This book helps to open their minds.”

—  BILL YoUng, PhD, Professor of Human Development,  
Austin Community College
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Pre-course Assessment

T his questionnaire is not a test. It is an opportunity for you to find out what you know 
and don’t know about the topics in this book. It will help you to see your strengths as 

a student and the areas in which you need improvement. At the end of the book, you will 
have an opportunity to repeat this questionnaire so you can measure your progress. Please be 
honest where you see yourself now.

Read the statements below and give yourself points for each one. Use the point system 
below, and then add up your total points for each of the eight topics. Then, add up all of your 
points for an overall total score.

Þ 5 Points The statement is mostly or always true

Þ 4 points The statement is often or frequently true

Þ 3 points The statement is sometimes true

Þ 2 points The statement is rarely true

Þ 1 point The statement is never or almost never true

PRE-aSSESSMEnT

1 goals

A. �� I have clear goals for what I want to accomplish in life.I have clear goals for what I want to accomplish in life.I ha
B. �� My goals are written down.
C. �� My goals have deadlines or dates for completion.
D. �� I have short, medium, and long-range goals.I have short, medium, and long-range goals.I ha
E. �� I have goals for all major areas of my life: education/career, physical, mental, I have goals for all major areas of my life: education/career, physical, mental, I ha

spiritual, financial, social, and family.
F. �� I practice visualizing my goals as if I have already achieved them.

Total ____

2 Learning Styles and Types of Intelligence

A. �� I am familiar with different learning styles.I am familiar with different learning styles.I am f
B. �� I know which is my preferred and best learning style.
C. �� I am familiar with theories of different types of intelligence.I am familiar with theories of different types of intelligence.I am f

Your name
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D. �� I know my strongest types of intelligence and how to use them.
E. �� I know how to use my preferred learning style and types of intelligence to 

overcome my weaknesses.
F. �� I take good care of my body and my brain.

Total ____

3 Time Management

A. �� I have a clear picture of how I spend my time.I have a clear picture of how I spend my time.I ha
B. �� I know several time management strategies and use them regularly.
C. �� I know how to prioritize, I make a daily list of my priorities, and do them most of 

the time.
D. �� I am able to get my class assignments done on time.
E. �� I use time management tools such as planners and calendars.
F. �� I know how to balance my activities so there is enough time for work, fun, 

school, and family.

Total ____

4 Reading and Studying

A. �� I know and use reading and study systems.
B. �� I know how to create and use study aids.
C. �� I break my study periods into small chunks.
D. �� I know and use annotation while reading. 
E. �� I am skilled in the art of using questions to be engaged with what I am reading. 
F. �� I know and use strategies before, during, and after reading my textbooks.

Total ____

5 note-Taking and Writing

A. �� I use a note-taking system.
B. �� I regularly take notes in my classes and when I read textbooks. I review and study 

my notes shortly after taking them and before tests.
C. �� I use a writing system, and I know how to write good papers.
D. �� I know the Cornell Note System and how to use it.  
E. �� I know what a thesis statement is and how to use it. 
F. �� I ask and use journalistic questions before I write my essays.

Total ____



PagE XXI

Pre-Course assessment

6Memory Strategies and Test-Taking

A. �� I know and use several techniques for improving my memory.
B. �� I create memory aids to prepare for tests.
C. �� I know how to use my preferred learning style to aid my memory.
D. �� I know and use several strategies to reduce test anxiety.
E. �� I know several strategies for taking objective and essay tests.
F. �� I predict questions that may be on the tests and create practice quizzes to take 

before the actual exam.

Total ____

7Career development

A. �� I have identified and know my strongest values, skills, and interests.I have identified and know my strongest values, skills, and interests.I ha
B. �� I know my strongest personal traits.
C. �� I know how to research occupations.
D. �� I am familiar with Holland’s six personality types and work environments.I am familiar with Holland’s six personality types and work environments.I am f
E. �� I have identified needs and problems in the world, which I would like to help I have identified needs and problems in the world, which I would like to help I ha

with or solve.
F. �� I know how to pick majors in college or jobs that would be a good match for me.

Total ____

8Create the Life You Want

A. �� I know my purpose and mission in life.
B. �� I know and use many success principles and strategies.
C. �� I am improving myself and my character on a regular basis.
D. �� I understand why my thoughts are powerful and how to use positive self-talk.
E. �� I know ways to create the life I want and how to make a positive difference.
F. �� I understand the importance of my self-image and how to improve it.

Total ____

overall Total Score ____________
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Campus Resources

U se your campus resources, which are usually free and can help you to have a successful 
college experience. Counselors can also help you to identify appropriate campus resources 

to meet your needs. (Instructors—Please go over these and any additional appropriate 
resources for you campus.)

Here are a few campus resources: 

Þ Academic advisors. They are usually found in counseling offices and centers. Advisors 
can help you in choosing courses for your major. They help you to meet degree require-
ments and can provide information about which courses will transfer to other colleges 
and universities.

Þ Admissions. This is where you can go to add or drop a course or get a copy of your 
transcript.

Þ Career counseling. Your campus will probably have either a career center or counseling 
offices where you can go for career guidance. They can help you to: assess your skills 
and interests, take career tests, find matching careers, and provide assistance in deter-
mining your major.

Þ Computer center or lab. The campus computer center provides you with computer 
access. Staff are usually available to help you with computer-related questions or 
problems. You can use computers to complete: class assignments, email, print 
documents, access the Internet, and other uses.

Þ Counseling. Counselors can provide you with short-term personal counseling and 
guidance. They can also refer you to appropriate agencies if you or your family members 
need crisis management.

Þ Disability services. You can get accommodations if you need help with learning 
disabilities or other mental and physical barriers.

Þ Employment services. Some colleges offer job placement assistance and help find 
work on campus.

Þ Financial aid office. You can get information about financial aid and scholarships. 

Þ Health center. You can get services for health problems, medication, and shots. Health 
centers are usually not available on community college campuses. 

Þ Housing. On-campus housing is provided for residential colleges. Residential housing 
is not provided at most community colleges.

resources for your campus.)
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Þ Library. Your campus library has databases you can trust for writing your research Your campus library has databases you can trust for writing your research Y
papers. Often the reference librarian can guide you to the many library resources you 
may need.

Þ Policy and procedure manual. Most colleges have these available for free. This helps 
you to become familiar with campus policies and grading procedures.

Þ Security. You can go to campus police if you see a suspicious person on campus, have 
an on-campus car accident, or lock your keys in your car.

Þ Student center. Provides information about clubs and organizations where you can 
meet other students who have similar interests.

Þ Testing center. You can take make-up tests here. Students who are referred by the 
Office for Students with Disabilities and need extra time on tests can take their tests in 
the testing center.

Þ Tutoring services and learning labs. Tutors can help you with courses in which you 
face  Tutors are often found in learning centers and computer labs.
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Introduction

1Why are you going to school?

2What do you want to get from your education?

3What dreams do you have that a good education can help you achieve?

Only you can answer these questions. By answering these questions, you will discover a 
purpose and goal to give you direction in your life. When you find a clear and strong purpose, 
you will have the motivation and determination to work hard to achieve your goals.

The purpose of a good education is to bring out your best self so you can use your full 
ability. A good education will give you the knowledge and skills to open doors to a better career 
so you can make more money. For example, data collected by the U.S. Department of Commerce Department of Commerce De

Source:  U.S. Census Bureau, from “Income, Poverty, and Health Insurance Coverage in the United 
States, 2009,” Current Population Reports, Series pp 60-238, 9/2010.
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and the U.S. Department of Labor indicates that more education is likely to result in higher 
income and less unemployment. If you are a high school graduate, you will most likely earn more 
than a high school dropout. If you are a college graduate, you will likely make more money than 
a high school graduate. See Figures 1A and 1B.

Blueprint for Success
achieve College Success: Learn How in 20 Hours or Less will help you get more from 
your education because it gives you a blueprint for success. You will learn better ways to learn 
and study, how to manage your time better, how to discover a great career, how to achieve 
your goals, ways to take great notes, how to make better grades on tests, how to memorize, and 
other tools for success. Not only will you learn how to succeed in school, but you will learn 
new attitudes, work habits, ideas, and strategies for succeeding in your career and life.

Your success in school, career, and life depends less on you having a high IQ and more on 
you developing good study habits and the will to succeed. The actions you take today will deter-
mine your future. Your habits and actions will determine what kind of student and person you 
become and what your life will be like in the years ahead. No matter what your past experience 
in school has been, you can start succeeding now! Look at your education as a great opportunity 
to learn and grow. Few people in the world get the opportunity for a good education. You can 
make it an exciting journey to the life you want.

Before your life is over, make sure to sing your special song (use your special talents and 
abilities) and make your mark. Your education can be a path to becoming your best self, to a 
rewarding career and life, and to making a positive difference in the world.

Now let’s get started making the most of your education so you can begin traveling the 
road to your dreams.

Source: From U.S. Department of Labor, Bureau of Labor Statics, Office of Employment and 
Unemployment Statistics, “Current Population Survey,” 5/2010.Unemployment Statistics, “Current Population Survey,” 5/2010.U
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W hy is this book starting with a discussion about goals? Because when you have goals 
and see the relationship between them and your education, you will be motivated 

to do well in school. A good education will also help you to accomplish many of your goals. 
Without goals, it will be difficult to see how your education can be applied to your life. Having 
goals will help you to understand the value of a good education.

Turning Dreams into Goals Can Make Your Dreams Come True
ÀÀWhat are your dreams?
ÀÀ Do you have dreams for your life?
ÀÀ Do you want a college education?
ÀÀ Do you want a great marriage someday?
ÀÀWould you like a new home of your own?
ÀÀ Do you desire to have a successful and fulfilling life?

Great accomplishments begin with a dream or vision. “Nothing happens but first a dream,” 
said Carl Sandburg. You will experience success when you turn your dreams into measur-
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Set Goals
for education, career,

physical, mental, 
spiritual, financial,
family, and social

Goals provide purpose 
and direction

Set a  
completion date

Identify small 
steps to take

Set short, medium, 
and long-term goals

chaPter 1   How to Turn Your Dreams into Goals and Achieve Success

able goals and back your desire for these goals with the right actions. Henry David Thoreau 
spoke of this type of success when he said, “If one advances confidently in the direction of 
his dreams and endeavors to live the life which he has imagined, he will meet with a success 
unexpected in common hours.”

Keep moving toward your life dreams and they will happen unexpectedly during the most 
ordinary times. For example, you may be washing your clothes when a phone call comes to 
offer you a great job that you interviewed for a couple of weeks ago. You might be watching 
TV when a letter is delivered, letting you know that your magazine article has been accepted 
for publication only. You have already put in the hard work, but the results often come when 
you least expect them or in ways you did not think would happen.

Answer These Questions to Get What You Want

1 Ask yourself: “What do I really want?” 

2 Then ask yourself: “Do my actions and habits support my goals and values?”

To help you answer the questions above, let’s look at the following example: Let’s say you 
want to become an excellent student. 

“Good thoughts are no better than good dreams, unless they be executed.”
—Ralph Waldo Emerson
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Do you study enough to support the goal of becoming an excellent student?
One of my students was watching TV forty hours a week, but only studying two to three 

hours a week. She said her main goal was to do well in college, but her school work was not 
getting done, so she dropped out. Her actions did not support her desire to succeed in college.

What can you do when you see that your habits are not supporting your goals? 
You can keep changing your actions until they start getting you what you want, or at least 
until they are moving you in the right direction. My student, who was watching forty hours 
of TV a week, could have made a different choice, if she realized what she was doing would 
not take her where she wanted to go. She could have studied more and watched less TV. It is 
good for you to have dreams, but they must be turned into goals that are backed up by your 
actions.

Goals are what you aim to reach or achieve. Having an end date in mind provides you 
with an added reason to make them more than just dreams.

Later in this chapter, we will work on goal setting—how to set and accomplish your goals. 
It is okay to change your goals. When you achieve them, you can set new ones. Goals give 
direction and purpose to your life.

Benefits of Goal Setting
À Gives you a sense of direction and purpose
À Helps you stay motivatedHelps you stay motivatedHel
À Provides a way for you to measure your progress
À Builds your self-confidence and sense of self-worth
À Increases self-responsibility
À Helps you determine actions needed to support your goalsHelps you determine actions needed to support your goalsHel
À Provides you with a sense of accomplishment
À Makes your priorities clear
À Provides you with a roadmap for good planning
À Guides your decision-making
À Increases your ability to get the life you want

Set Goals for Great Accomplishments
You can set short-term goals for one year or less, intermediate or mid-range goals from over 
one year up to five years, and long-term goals for over five years. For example, if you are a senior 
in high school, a short-term educational goal could be to graduate in one year. A short-term 
goal could also be to make an A on your next test. You might even have a goal to graduate from 
college in four years with a bachelor’s degree, which would be an intermediate goal. A goal 
to receive your master’s degree in six or seven years would be an example of a long-term goal.

Form a habit of breaking all of your goals into small steps or small short-term goals. 
For example, let’s say you need to complete a particular course to reach your goal of graduating from 
high school or college. You can break this down by having a goal to earn a specific grade on each of 
the tests and papers that are required in this particular course.

Big goals and tasks may seem scary, but almost anything can be achieved in small steps.
The Japanese word kaizen means small steps for continued improvement. Any large goal 

or project can be broken into small steps, which can lead you to achieving the goal. Slow and 
steady often wins the race.

joE'S GoAlS
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According to Robert Mauer, author of One Small Step Can Change Your Life, taking small 
steps helps you to bypass fears that often arise when you are facing big changes. A huge task 
does not seem too big when you break it down into small steps. Fear and anxiety limit your 
ability to think clearly and to be creative. When you take small steps 
to your large goals, you remain relaxed, confident, and think more 
clearly.

Here is an example from my life of how small steps often lead to 
big gains. I started weight lifting when I was eighteen years old. In 
the beginning, I weighed 120 pounds and could only bench press 75 
pounds. Two of my weights were a quarter of a pound each. I would 
tell myself every couple of weeks that I should be able to add these 
small weights totaling just a half a pound to the barbell. I continued 
adding them to the barbell a half pound at a time. In a few years, I 
was able to bench press 300 pounds at a body weight of 145 pounds. 
This is an example of using small steps, like a ladder, to accomplish 
a big goal. I kept increasing the weight by a small amount and, in a 
few years, was lifting 225 pounds more than when I began weight 
lifting. It is amazing what can be accomplished with little steps. This 
approach can be used to achieve any type of goal you wish to pursue.

You can decide what you want in life, whether it is a great relation-
ship, education, career, or any other goal. Begin taking small steps toward your goal until you 
achieve it!

Building a Successful and Fulfilling Life
There are eight major categories or parts of life in which you should consider setting goals 

so that your life will be balanced, successful, and rewarding. These categories are: education, 
career, financial, family, social, physical, mental, and spiritual. If you do not relate to the word 
“spiritual,” you can think of personal development goals to strengthen your character, ethics, 
and virtues.

1  EDuCATionAL GoALS
Your educational goals can be varied. For example, you might be setting a short-term goal like 
getting a paper in on time or making a minimum of a “B” in a course. An intermediate goal 
might be to get an associates degree in two years. Whereas, earning a master’s degree in six 
years would be a long-term goal.

A. _________________________________________

_________________________________________

_________________________________________

l l l
“When I arrived on campus I was lost 

and afraid of the challenge. I was 

losing integrity, courage, dependability 

and self-awareness. This course and 

book were like a hand being stretched 

out for me to reach and to guide me. 

Now I will always keep improving and 

building the blocks to accomplish my 

goals.” 

—Ruben Rodriquez

AcTIvITY 1 .1
Brainstorm several possibilities (write them down as fast as they come into your mind) 
and then write three education goals below that you would like to accomplish.



Page 6

achieve college SucceSS: learn how in 20 hourS or leSS

B. _________________________________________

_________________________________________

_________________________________________

C. _________________________________________

_________________________________________
  
2 CArEEr GoALS

Your career goals include any goals that prepare you for your professional career. If you are 
in school now, look at it as your most important job. The education you are getting now is 
your path to your “dream job.”

The average person will spend over eighty thousand hours of his or her life working. Most 
people spend more time working each day than they do sleeping, socializing, or doing any-
thing else. A big chunk of your life will be spent working. It is important to enjoy the work 
you do because how you feel about your career will affect every other part of your life. For 
example, if you are stressed and unhappy at work, it can hurt your physical and mental health, 
relationships, and overall quality of life. If you enjoy your career, it can have a positive influ-
ence on all of the other areas of your life.

Examples of career goals you might consider, while you are in school, could be courses you 
want to complete, volunteer or internship opportunities, skills you wish to acquire, your col-
lege major and specific careers of interest, extra-curricular activities, and leadership develop-
ment opportunities. These are just a few examples to consider, but you will want to decide on 
your own goals.

After you begin your professional career, you can continue to set goals for get-
ting additional skills, for promotions, and for other desired career achievements.
A good education can open the doors of opportunity into a career you love and do well. Now 
you will brainstorm about your career goals.

A. _________________________________________

_________________________________________

_________________________________________

B. _________________________________________

_________________________________________

_________________________________________

AcTIvITY 1 .2
Brainstorm several possibilities and then write three career goals below that you 
would like to accomplish.
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C. _________________________________________

_________________________________________

_________________________________________

3 FinAnCiAL GoALS
How much money will you need to be happy? This is worth thinking about now because 

earnings can vary a lot from one career to another. Some people need more money to be 
happy and others need less.

Certainly you want enough money to meet your needs so that you are not under financial 
stress. Financial problems can have a negative influence on other areas of life such as your 
health, relationships, career satisfaction, and quality of life.

Set short-range (1 year or less), mid-range (1-5 years), and long-range (over 5 years) fi-
nancial goals. For example, you can set a short-term goal to save 10% of your income from 
each paycheck. Then, you can set a longer-range goal to buy a house or earn a certain amount 
of income two years after you graduate from college.

Even if you have very little money now, you can start creating good habits such as saving 
a little money and avoiding credit card debt. These habits will help you build a mind-set for 
being in control of your finances instead of money controlling you.

A. _________________________________________

_________________________________________

_________________________________________

B. _________________________________________

_________________________________________

_________________________________________

C. _________________________________________

_________________________________________

_________________________________________

4 FAMiLY GoALS
For most people, family relationships are important. There are usually only a few people in 

anyone’s life that will be there when the chips are down. If you maintain good relationships 
with your family members, they will often be some of your best friends for life. Therefore, it is 
worth investing some time and energy to keep good family relationships.

You can set goals for the type of relationships you want to build and keep with your family 
and then schedule the time to do it. One of my busiest students set a goal to spend a half day 

AcTIvITY 1 .3
Brainstorm several possibilities and then write three financial goals below that 
you would like to accomplish.
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helping her mom do some shopping for clothes to prepare for her mother and father’s wed-
ding anniversary. She said she and her mom had a special time together and will have many 
great memories.

You do not know how long your loved ones will be on this earth, so now is the time to love 
and appreciate the important people in your life.

A.  _________________________________________

 _________________________________________

 _________________________________________

B.  _________________________________________

 _________________________________________

 _________________________________________

C.  _________________________________________

 _________________________________________

 _________________________________________

5 SoCiAL GoALS
You can set goals for the types of social relationships that you 

want to have. Social goals include friends, recreation, and fun. All 
of us need time to recharge our  batteries and have fun with others. 
Good friendships are important and can add  quality to your life.

Set goals for the type of social relationships you want to build and 
schedule the time to do it in your calendar.

Research studies have shown that social relationships are 
important for physical and mental health. Th e reverse is also true. 
People who are isolated, cut off , and without friends, usually have 

more major illnesses and die earlier than people with strong personal relationships.

A.  _________________________________________

 _________________________________________

 _________________________________________

l l l
“I learned that taking small steps to 
my goals can have a big impact on 
my life.”

— Dustin Hall

AcTIvITY 1 .4
Brainstorm several possibilities and then write three family goals below that you 
would like to accomplish.

AcTIvITY 1 .5
Brainstorm several possibili ties and then write three social goals below that you 
would like to accomplish.
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B. _________________________________________

_________________________________________

_________________________________________

C. _________________________________________

_________________________________________

_________________________________________

6 PHYSiCAL GoALS
You need your physical body to function efficiently in this world. 

It is worth taking care of because it is the only body you will have in 
this life.

Once a student of mine told me that she did not take time to exercise 
or to eat well. She said, since she has only one body, which is temporary, 
her approach to life was “Eat, drink, and be merry for tomorrow you 
may die.” She thought that taking care of her body was a waste of time. 
I asked her, “If you knew that you had to keep your car running for life 
because it could not be replaced, wouldn’t you take excellent care of 
it?” She replied, “Yes, that makes sense.” I said, “You only have this one 
body for the rest of your life, so doesn’t it make sense to take good care 
of it?” She said, “Yes” and began taking better care of herself.

Our habits tend to go on autopilot and follow us for life. They are 
easier to change when you are young, than in later years. Bad habits 
can be replaced with good ones. Your day-to-day habits have a grow-
ing effect over time. Positive habits bring positive results and negative 
habits bring negative results.

Small positive habits done on a regular basis can pay off big over enough time. For exam-
ple, walking a mile a day might seem like a small habit, but in one year you will have walked 
365 miles; in ten years, you will have walked 3,650 miles. Imagine the benefits to your heart 
and lungs after ten years of walking just one mile a day! On the other hand, let’s say you drink 
one can of soda a day. This gives you about ten teaspoons of sugar a day. What effect will this 
have on your weight and long-term health compared to a healthy habit like walking?

Your habits may seem small, but they can have big effects. Habits can follow you through 
life and are usually difficult to break. Doesn’t it make sense to replace your negative habits 
with positive habits? You can use small positive habits to maintain excellent health, achieve 
your dreams, and live a fulfilling life.

You can set short- and long-range physical goals. For example, let’s say you want to lose 
thirty pounds. That’s a big goal that will usually take some time. However, you can set short-
term goals along the way. For example, you decide to lose an average of two pounds a week. 
This small, short-range goal supports your big (long-term) goal of losing thirty pounds. Other 
physical long-term goals can involve exercise or changes you want to make to your diet.

You could set a short-term goal to run, swim, or walk a certain number of miles each week. 
There are many goals that can be set to have the body and energy that you want.

l l l
“I gained knowledge about my goals 
and all of the different types of goals. 
At first I thought the goal thing was 
a little weird and especially all the 
different sections of goals. I got used 
to it and how it works. So now I have a 
goal in each little section and I have a 
deadline for both my short and long-
term goals.”

—Robert Robinson
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A _________________________________________

_________________________________________

_________________________________________

B. _________________________________________

_________________________________________

_________________________________________

C. _________________________________________

_________________________________________

_________________________________________

7 MEnTAL GoALS
Each of us has a mind, and you can keep it sharp by using it effectively. 

Your mental development goals can include improving your mental 
performance, deciding what you would like to learn, gaining greater 
psychological or mental health, and more self-control. For example, you 
might set goals to increase your vocabulary and sharpen your mind by 
playing crossword puzzles, or increase your power of concentration by 
using mental exercises.

Many athletes practice visualization exercises to prepare for athletic 
events. A golfer may picture putting the ball in the hole or a diver might 

visualize making a perfect dive over and over.
Many years ago Dr. Maxwell Maltz, author of a groundbreaking book called, Psychocyber

netics, discovered that an imagined experience can greatly improve one’s performance. In one 
study, three groups of people with a basketball shot free throws to determine their baseline 
scores. One group just practiced shooting free throws, another group pictured themselves 
shooting free throws, and the third group did nothing. Once again, the three groups shot 
free throws. The group that did nothing did not improve. The group that shot free throws 
improved by 24%; the group that practiced visualization improved by 23%. Those who 
practiced in their minds did about as well as those who actually practiced with the basketball. 
Today, many athletes use mental imagery to improve their performance in sports. You can 
also use mental imagery to improve your performance in school and to help you accomplish 
other goals.

Another way to improve your mental development is to increase your self-awareness and 
self-knowledge. One way to do this is to keep a journal. Observe your emotional reactions, 
thoughts, and feelings throughout the day. Jot down  your observations in your journal before 
you go to sleep at night, then review over time. This practice will increase both your awareness 
of yourself and others and keep your mind sharp.
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“This chapter on goals made me realize to 

not give up. just keep moving forward.”

—Alexandra Martinez

AcTIvITY 1 .6
Brainstorm several possibilities and then write three physical goals below that 
you would like to accomplish.
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A. _________________________________________

_________________________________________

_________________________________________

B. _________________________________________

_________________________________________

_________________________________________

C. _________________________________________

_________________________________________

_________________________________________

8 SPiriTuAL GoALS
People will choose different paths for their spiritual growth or 

for developing their character and virtues, but the result should 
be more peace of mind and inner strength. Spiritual or character 
development will help you to maintain your mental balance 
when you face difficulties, obstacles, and even tragedies.

According to a national study of 112,232 college students by 
Higher Education Research Institute at U.C.L.A., four out of five 
first-year students are interested in spirituality. Many students 
said that they were on a spiritual quest. Goals can be set for doing 
any spiritual or character-building practice that works for you.

Most of us have heard of people who seem to have everything 
the world has to offer and yet, they are depressed, suicidal, drug 
addicts, or alcoholics. They may be famous, physically attractive, wealthy, and super successful, 
but still they feel empty inside and unhappy. The missing part of them seems to be an inner 
quality, which can provide a sense of meaning and purpose.

Examples of spiritual or character traits (inner qualities) could be peace of mind, patience, 
compassion, integrity, more love for others, etc.

A. _________________________________________

_________________________________________

_________________________________________

l l l
“I can’t believe I have accomplished 
so much in this short period of time. I 
laughed when I was told to take this class 
and thought it would teach me nothing. 
I became more intelligent about myself 
and now I know how to make my goals 
come true.”

—Sujin lee

AcTIvITY 1 .7
Brainstorm several possibilities and then write three mental development goals 
below you would like to accomplish.

AcTIvITY 1 .8
Brainstorm several possibilities and then write three spiritual or personal devel-
opment goals that you would like to accomplish.
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B. _________________________________________

_________________________________________

_________________________________________

C. _________________________________________

_________________________________________

_________________________________________

All eight major categories that were discussed affect each other. Sometimes one or more 
of these seven goal areas takes priority and requires extra time and attention. This is natural. 
However, if you totally ignore any of these major parts of your life, you will probably feel 
that something is missing or that your life is out of balance. If you need to focus more on a 
given area of your life at certain times, it is still wise to give some attention to all eight areas.

Additional Tips for Setting Goals
To accomplish anything important, you will need to know where you are going. A person 

without goals is like a ship without a destination. The ship may never leave the harbor and if 
it does, there is no telling where it will end up. Do you want to leave the outcome of your life 
to chance? If not, it is important to steer the course of your life’s direction by setting clearly-
defined goals. For a successful program, your goals need to be specific, time-controlled (start 
and end dates), your own (not goals someone else wants for you), and written down. Writing 
down your goals helps you to make them clear in your mind; it helps you feel committed to 
achieving them. Your goals need to be in harmony with your values and with each other. It is 
also important to consider the following questions:

À Can I work on these goals on a daily basis?
À Are my goals morally sound?
À What obstacles must I overcome?
À What solutions and plan of action will I use?
À What knowledge and skills will be needed?
À Are my goals big enough to create a sense of challenge? (It is helpful to set big goals, if 

they are realistic).
À What benefits will I gain by reaching my goals?
À Did I include some goals which will help others?
À Can I commit myself to start and complete this project?
À Are my goals believable and achievable?

identify one Goal for Each of the Eight Categories To Start 
Working on now

The purpose of the brainstorming and goal setting exercise was to help you come up with 
several goals, and to begin thinking about what you want. After going over your list of goals, 
you may find that some are unrealistic or unimportant to you. You may wish to add goals, redo 

GoAl SETTING
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others, and make some of them more specific. You are now ready to set one goal and a plan of 
action in each category so that you can begin working on them now.

For now, please concentrate on writing down just one goal (short-term, intermediate, or 
long-term) under each of the following eight categories. These may be chosen from the goals 
you brainstormed, but they do not have to be. Later, you can continue to add and revise goals. 
Think of your goal setting program as a work in progress.

By setting goals for the following areas, you will be improving yourself as a person and your 
life will take on a sense of purpose.

MY GoALS
1. Education: Date of completion:
 plan of action:
2. Career: Date of completion:
 plan of action:
3. Financial: Date of completion:
 plan of action:
4. Family: Date of completion:
 plan of action:
5. Social: Date of completion:
 plan of action:
6. Physical: Date of completion:
 plan of action:
7. Mental: Date of completion:
 plan of action:
8. Spiritual or character: Date of completion:
 plan of action:

You should have at least one goal in each category. Remember the question, “Do my actions You should have at least one goal in each category. Remember the question, “Do my actions Y
support my goals?” Now you will have a way of answering this question and staying on track. 
Break your goals down into small steps and keep marching forward until you accomplish them. 

Managing Your Money for Success
How well do you manage your money? This will be one of 

the keys to your success in the future. It will be difficult to 
feel successful if you are in debt.

The way to successfully manage your money and save is 
by keeping your expenses less than your income. In other 
words, don’t live beyond your means. You can keep track 
of your income and expenses by using a monthly budget. 
A budget is simply an itemized estimate of your monthly 
income and expenses.

l l l
“This class benefited me in learning and 
applying study skills. It also made me look 
at my goals and my life.”

— lynn carpenter
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Here Are a Few Tips:
À Spend less than you earn
À Do not carry a credit card balance (pay it off each month)
À Pay yourself first. Set aside and save at least 10% of your income
À Focus on your most important budget items first
À Look at your spending patterns. What would you change?

FinAnCiAL BuDGET ACTiviTY
Fill in the monthly budget work sheet, then brainstorm ways you can earn more and/or 
spend less so that you will be able to save a minimum of 10% of your income.

MoNTHlY BuDGET WoRKSHEET

Monthly Income Amount Earned Monthly Expenses Amount SpentMonthly Income Amount Earned Monthly Expenses Amount SpentMonthly Income Amount Earned Monthly Expenses Amount SpentMonthly Income Amount Earned Monthly Expenses Amount Spent

Your paycheck $Your paycheck $ Rent or house note $Rent or house note $

Bonuses or tips $Bonuses or tips $ Food $

Student loans $Student loans $ Tuition $

Grants $ Books $

Scholarships $Scholarships $ School supplies $School supplies $

Money from family $Money from family $ Transportation $

Other $ Utilities $

— — Personal needs $Personal needs $

— — Credit card payments $Credit card payments $

— — Insurance $

— — Health care $

— — Entertainment $

— — Other expenses $Other expenses $

Total $ — Total $ —

AMouNT SAvNT SAvNT SA ED FoR THE MoNTH: $_______

JournAL ASSiGnMEnT
Identify a short-term goal that you can accomplish is one week or less. This can be a complete 
goal in itself or it can be a step toward a long-term goal. An example of a short-term goal in 
the career/education category could be to make a specific grade (which you determine) on 
an upcoming test or, if procrastination is a problem, to turn in a paper on time.
You can also set a short-term goal, which is part of a larger goal. For example, let’s say you 
want to lose thirty-six pounds in twelve months which is a big goal. You would need to 
lose an average of three pounds a month to achieve your goal. You might set a short-term 
goal to lose one pound a week.
After you set your short-term goal, identify the obstacles to overcome and the specific 
steps you will take to accomplish the goal.
At the end of the week, write at least one page in your journal explaining what your goal was, 
whether you achieved it, the obstacles you overcame, the steps or plan of action you used, and 
what you learned from this activity that can be applied to school and your life.

FRuGAl lIvING
Budget calculator
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RAYMoND GERSoN

QuESTionS To AnSWEr in Your JournAL
AnD DiSCuSS WiTH oTHErS
À What is the value of turning my dreams into goals?
À Which of the eight major categories of goals needs more of my attention right now 

and why?
À What is an example of one tiny step that I can take in the direction of my most im-

portant goal?
À What are three examples of goals that I have already achieved in my life and what 

did I learn from these accomplishments?

AuTHor’S noTE
One of the main reasons that I was not a good student in junior high and my early high 
school years was that I had no goals. Without goals I did not understand the reason 
I needed a good education and I lacked motivation. As I began setting goals, I started 
realizing how education could help me to get what I wanted. My schoolwork took on a 
new meaning and purpose. 
Most students become discouraged at some time or another. The following is an article 
I wrote to give hope to students who are discouraged now or who may be in the future. 
It was also written to inspire all students, whether they are discouraged or full of hope.

STuDEnT SuCCESS STorY

The following paper was written by James Sanders, a former student of mine. As a young The following paper was written by James Sanders, a former student of mine. As a young The f
man, he had goals and a vision of the life he wanted to create for himself. He lost sight of his 
goals, got in with the wrong crowd, and lost his way. After much suffering, James refocused, 
created new goals, and returned to college. Here is his inspiring story.

To the Brink and Back
By James Sanders

After graduation from high school, I lost control of myself, forgot what was impor-
tant, and gave up on my personal goals. I was the kid who thought he knew it all and 
had all the time in the world to find or complete what was missing somewhere along 
the way. 

During my last year of high school, I got in with several different crowds, but 
regretfully, I followed the kids who were doing nothing with their lives and I went right 
into the party scene. 

I had been a leader who others respected and followed. It’s hard to remember 
why I chose to follow the party crowd, but I suppose I was on a journey of rebellion. 
I became party central myself and my accomplishments were few and far between. 
living a life of drugs and late nights turned into years and I got swallowed up by 
darkness.

Exhausted from what seemed to be years of hell, I knew it was time to make a 
change. It would not be easy because I had no job, no place to live, lost my right to 
drive, had no money, and had lost touch with my family members.

I decided to set small goals and use what was in front of me. I needed a job and 
took one tending bar so I could earn some cash fast. My survival depended on it. I 
supplied free drink tickets to my party friends in exchange for places to stay at night. 

Th ere is an article in this
chapter I wrote to give hope to students who are discouraged now or who may be in 
future. It was also written to inspire all students, whether they are discouraged or full 
of hope.
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This allowed me to save money quickly, which was part of my plan. I was taking 
one small step at a time and in a few months I had saved enough to get my own 
place.

Still faced with the party crowd and scene, I decided to get an apartment 
close to restaurants within walking distance. This would get me away from the 
night clubs. I took a job as a bar tender in an upscale restaurant. My coworkers 
started having a positive affect on me because they were not only working, but 
they were going to college and trying to make something of themselves.

Money was tight, so I got a sober roommate, who was in college, to cut 
expenses and he was a positive influence. I then cut ties with some of the losers 
and bad influences. As painful as it was to watch those I loved stay chained to 
drugs and alcohol, I could not have felt better about looking out for myself. 

In the years that followed, I reconnected with my brother, mom, and dad for the 
first time since high school. I also returned to college and felt really good about 
myself. I am grateful for the skills and lessons. I learned so much about people, 
saw the difference between good and evil, and gained self-respect. Today, I feel 
self-worth, see life through multiple perspectives, and above all else, have a clear 
path to a great future.

Hope for Discouraged Students
Are you a discouraged student? 

Do you think that teachers or other students see you as dumb and a failure? What others 
say or think about you is not as important as how you feel about yourself. Don’t let others 
define or label you. Find your own limits and discover from experience what you are capable 
of accomplishing. Discover your own abilities. 

There are many different types of intelligence. Everyone has their own special talents and 
types of intelligence. For example, some have a gift for music, 
teaching, counseling, writing, sports, comedy, etc. These require 
different types of intelligence. Also, your intelligence is not 
fixed at birth. You can continue to increase your intelligence 
throughout your life in spite of obstacles. 

Read the biographies of great men and women and you will see 
that many of them were once labeled by others as unintelligent 
or mediocre. Winston Churchill failed the sixth grade and his 
teachers thought he was not smart. Helen Keller was born deaf 
and blind. She was unable to speak until she was taught to do 
so by Anne Sullivan. Most people had no faith in her ability to 
accomplish anything of importance. As an adult, Helen Keller 
gave inspirational talks to audiences all over the world. It is not 
the hand that we are dealt that determines whether we win the 
game, but it is how we play the game that counts. Helen Keller 
was born with a difficult hand but came out a winner. Some 
people are born with a good hand and lose the game by wasting 

their lives. 
There are many other examples of intelligent people who were considered unintelligent by 

others. When Albert Einstein and Thomas Edison were in elementary school, their parents 
were told their children were not smart. Abraham Lincoln was demoted from being an officer 
in the military to the rank of private because he was considered incompetent. Even though 

l l l
“I used to stop short of my goals if I thought 

I could not get them done. Now I finish 

everything I do. I did what the book says and 

learned that when you take small steps you can 

get anything done. I realize now that I want to 

become a baseball coach and there is no way 

anyone can take that from me.”

— pablo pena
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some people considered Churchill, Keller, Einstein, Edison, and Lincoln to be unintelligent, 
they proved to be intelligent and made important contributions to others. 

It is difficult to predict what others will accomplish in their lives. Who can predict what you 
are capable of achieving, if you work hard in school and are determined to succeed? Success in 
school depends more on skill and will than a high IQ. Good study skills, combined with the 
motivation to succeed, can take you a long way in school and life. Will or motivation must come 
from within you. Study skills can be developed. Study skill courses are usually offered at high 
schools, early college programs, community colleges, and universities. Many of these courses 
contain success strategies, which can be used to achieve your goals not only in school, but in 
your life. I could have used these types of success courses when I was in school to build my self-
confidence and learn how to study. 

In middle school and during my early years of high school, I experienced self-doubts, 
insecurity, and a lack of self-confidence. Like you, I also felt discouraged. When I compared 
myself to others, they seemed smarter, more popular, and superior in many ways. I had no 
goals and I did not understand how my classes were relevant to my life and future. Needless 
to say, my grades were poor to average. IQ tests indicated that I was of average intelligence and 
this is how I perceived myself. 

My parents were concerned about my poor performance in school and they spoke to a high 
school counselor about me. He told them not to encourage me to go to college. He said that I 
was not capable of succeeding in college and that I would probably perform at a below average 
level at anything I did throughout my life. Fortunately, my parents did not tell me this story 
at that time, which I probably would have used as an excuse to quit school. I did not find out 
what this counselor said about me until I graduated from college with a master’s degree and 
an A average. 

I thought about quitting school many times when I was a teenager. And, I am so thankful 
that I continued my education in spite of obstacles and periods of discouragement. 

Over time and through my life experiences, I discovered that I had talents, and I began to 
develop my strengths. I discovered that I was capable of making a positive contribution to 
others through inspirational writing, public speaking, coaching, counseling, and teaching. I 
love my work. It gives me much joy and a deep sense of purpose. 

Do not give up on yourself. You were born for a purpose. Search within yourself. Discover 
your own special abilities and how you want to use them to make a positive difference.

CHAPTEr 1 MAin PoinTS
À Goals are dreams with a plan and an end date.
À Goals provide a direction for your life, self-motivation, and purpose.
À Set short-term and long-term goals in eight major categories: education, career, 

financial, family, social, physical, mental, and spiritual.
À Break goals into small steps.

For examples of a student Pre-Course Assessment and Goal paper see Appendix A, page 140.
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How Many Dreams? 
 A poem by Raymond Gerson 

 (can be sung to Blownin’ in the Wind by Bob Dylan)

How many dreams can I turn into goals, 
To make my dreams come true? 
And how many plans will need to be made,  
To keep my goals in view?  
And how many steps will I need to take, 
To make my life like new? 

The answer my friend, is found deep within,  
The answer is found deep within. 

How many times will I set measurable goals, 
To make my wishes be real?  
And how many deadlines am I willing to set,  
To pursue my goals with zeal?  
And how specific am I willing to get,  
To achieve a big deal? 

The answer my friend, is found deep within, 
The answer is found deep within. 

How many years am I willing to fight,  
To create the life that I need?  
And how many wishes in my heart will I want,  
Before I’m willing to proceed? 
And how long am I willing to go, 
Before I finally succeed?

The answer my friend, is found deep within, 
The answer is found deep within.

I have written poems for most chapters to reinforce lessons in those chapters.  
Research on how the brain learns indicates that rhyme and poetry often enhance recall and 
understanding.

In the next chapter, you will be learning about your favorite styles of learning and in what 
ways you are already smart. By knowing and using your strongest learning styles and types of 
intelligence, you can become successful. You will also learn a few ways to take excellent care 
of your body and mind to stay healthy and function at your best. 
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There is great news regarding learning styles and intelligence. People have different styles of 
learning, which influences how they learn best. When you identify and understand your 

preferred learning style(s), you will learn more easily. You will be able to use your favorite learning 
style to make up for the ones which are not as natural. You will also be able to use your less preferred 
learning styles when needed. This knowledge will help you, even when one of your instructors 
teaches in a style that is different from the one you prefer to use.

Not only are there different learning styles, but there are also different types of intelligence. 
People are smart in different ways. Everyone is not the same. This chapter will help you to 
identify and more easily use your best types of intelligence. As you will learn in this chapter, 
an IQ test is not the only measure of intelligence, but instead, it indicates two particular types 
of intelligence, mathematical and linguistic.

Your intelligences are not fixed at birth. You can actually increase your intelligence 
throughout your life.

When you become aware of your preferred learning style or styles and your strongest 
types of intelligence, your self-confidence will grow, and school will become easier and more 
enjoyable. Now let’s take a look at some additional benefits you will gain from this knowledge.

How to 
Use Learning 
Styles and Types of 
Intelligences to Perform at 
Your Best

c
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Learning Styles 
and Intelligence

Visual, auditory,  
and kinesthetic  
learning styles

Successful  
Intelligence by 

Sternberg

Emotional  
Intelligence by 

Goleman

Gardner’s  
Eight Multiple  
Intelligences

Careers to match 
different  

intelligences

Exercise and 
eat well for 
good health

Study Strategies to  
match different learning 
styles and intelligences

Don’t smoke; get 
enough sleep for 

good health

ChaPTer 2  How to Use Learning Styles and Types of Intel l igences to Per form at Your Best

Benefits of Knowing and Using Your Preferred Learning Style 
and Types of Intelligences

Þ Allows you to be your best and most natural self

Þ Increases your ability to learn

Þ Increases your self-confidence

Þ Shows you how to overcome your weaknesses

Þ Makes learning easier and more enjoyable

Þ Helps you to not only succeed in school, but also in your career and lifeHelps you to not only succeed in school, but also in your career and lifeHel

Þ Gives you an edge over your competition

Þ Helps you to learn more easily from instructors who use teaching styles that are 
different from your preferred learning styles

Þ Improves your self-image

“Having intelligence is not as important as knowing when to use it, just as 
having a hoe is not as important as knowing when to plant.” —Chinese Proverb
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Your Name
LearnIng STYLe QUeSTIonnaIre
Circle either A, B, or C for each of the 15 statements according to your top choice or preference.

1 I learn best when I:
A. Picture the lesson in my mind.
B. Listen to the lecture.
C. Go on a class field trip.

2 I enjoy it most when I:
A. Use charts, maps, and pictures to help me remember a lesson.
B. Receive a verbal explanation.
C. Move around the room while learning.

3 It helps me when an instructor:
A. Shows me a DVD or PowerPoint presentation.
B. Explains and discusses the lesson.
C. Gives a hands-on demonstration.

4 I remember best by:
A. Reading instructions.
B. Hearing and discussing instructions.
C. Trying out and practicing the instructions.

5 I am best at:
A. Turning words into pictures.
B. Turning pictures into words.
C. Role-playing with words and ideas.

6 I am best at:
A. Putting puzzles together.
B. Explaining my ideas.
C. Working with my hands to make and fix things.

7 I learn best when I:
A. Write things down so I can see it.
B. Teach a lesson to others.
C. Am in a lab where I can learn hands-on.

8 When I take a test:
A. I can see answers from the textbook in my mind.
B. I hear answers in my mind.
C. It helps to trace answers with my finger.It helps to trace answers with my finger.It hel

ACTIVITY 2 .1
Now you will have an opportunity to take an assessment to determine your 
preferred learning style or styles.
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9 I would rather learn a lesson by:

A. Reading the book.ading the book.ading
B. Listening to the book on tape.stening to the book on tape.stening
C. Participating in a skit.rticipating in a skit.rticipating

bk I like teaching others by:

A. Showing them pictures and then explaining the information.
B. Explaining and discussing the information.
C. Acting out the ideas.

bl I learn to spell best by:

A. Seeing the words over and over in my mind.
B. Saying the words over and over in my mind.Saying the words over and over in my mind.Sa
C. Tracing the words with my fingers and saying the words while moving around.

bm I like to:

A. See the teacher’s facial expressions while hearing a lecture.
B. Hear stories and examples while learning.
C. Fidget while hearing a lecture.

bn When a friend gives me directions, I prefer to:

A. Receive them by e-mail with a map.
B. Hear an explanation of the directions over the phone.
C. Be taken there and shown the way by my friend ahead of time.

bo I prefer a teacher who uses:

A. Slides.
B. Discussions.
C. Demonstrations.

bp You purchased a new computer and before setting it up, you prefer to:

A. Look at the pictures in the manual.
B. Get verbal instructions from a friend who has the same computer.
C. Try to put it together first on your own.

Source: Questions developed by Raymond Gerson based on many theories of sensory learning styles.

Scoring: Add up your choices for each letter and write your totals on the lines below:

Total A’s circled Visual

Total B’s circled Auditory

Total C’s circled Kinesthetic
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Determining Your Primary Learning Preference
Determine the differences between your highest and other two scores. If the difference is 

three points or more, your highest score represents your primary or main learning preference. 
If the differences are two points or less, you probably have more than one dominant learning 
preference. Some people do not strongly favor one over the others and use two or even all 
three learning models equally well.

No questionnaire is totally reliable in determining your preferred learning style. If you 
think this assessment was inaccurate, then use your best judgment to decide which is your 
preferred dominant learning style—after you read an explanation of three learning models in 
the next section.

Sensory Learning Styles
Learning styles are preferred ways of learning. They are how you 
prefer to take in and process information.

There are many different learning styles. In this section, we will 
be looking at three learning styles which rely on different senses. 

The three primary sensory learning models are: visual (eyes 
or seeing), auditory (ears or hearing), and kinesthetic (hands 
or touch). Some schools of thought identify four sensory learning 
styles by dividing the visual learning style into two segments: a pref-styles by dividing the visual learning style into two segments: a pref-styles by dividing the visual learning style into two segments: a pref
erence for pictures and a preference for seeing and writing words.

Visual learners prefer and learn best by seeing. They 
learn best by turning words into pictures and by seeing visual pre-
sentations. Visual learners prefer slides, videos, DVDs, movies, 
charts, maps, graphs, diagrams, and lots of handouts.

Auditory learners prefer and learn through listening. They learn best through class 
discussions, lectures, teaching others, books on tapes or CDs, and from reading lessons from 
the book out loud.

Kinesthetic learners prefer and learn best by hands-on opportunities and 
demonstrations. For example, a chart or diagram of how to fix something may not make 
sense or appeal to kinesthetic learners until they first try fixing it with their hands. It is difficult or appeal to kinesthetic learners until they first try fixing it with their hands. It is difficult or a
for kinesthetic learners to sit still and listen to lectures because they like to move around. 

all Three Learning Styles are Important 
Even though most people prefer one learning style over the others, it is of great value to be 
able to use all three when needed. You can also use your strongest learning style to excel and 
make up for your less developed styles. 

Try to find ways to use your preferred style as much as possible. While reading a textbook, 
if you are a visual learner, you can draw pictures to give meaning to the words. If you’re an 
auditory learner, you can read out loud and discuss the lessons with others. If you’re a kinesthetic 
learner, you can read while moving about or create a skit and act it out to make the lesson 
come alive and be understood.

l l l
“This chapter taught me how to 

improve my study and learning skills. 

It also taught me how to help others 

figure out how they prefer to learn and 

how to use this knowledge.”

— JESSICA LozANo
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The following section will provide you with additional information about the three 
sensory styles of learning. 

Tips to effectively Use Visual, auditory, and Kinesthetic 
Learning Styles
1. VISUaL

Þ	Use images: photos, colors, maps, charts, and graphs

Þ	Use DVDs, radios, and films

Þ	Create mind or idea maps (these will be explained in Chapter 4) and time-line charts 
as study aids

Þ	Highlight, circle, and underline the text and your notes

Þ	Read the text before lectures

Þ	Create your own symbols and drawings to illustrate key points

Þ	Create study cards to learn terms and definitions

Þ	Ask your instructors to use more visuals

Þ	Color code to organize notes

2. aUDITorY
Þ	Read the text out loud

Þ	Tape lectures and listen to audios

Þ	Participate in study groups to reinforce lessons

Þ	Sit where you can easily hear the lecture

Þ	Avoid studying with disturbing noises in background

Þ	Talk problems through

Þ	Teach yourself lessons in your own words out loud

Þ	Use jingles and rhymes to memorize information

3. KIneSTheTIc
Þ	Read the text and your notes while walking around the room

Þ	Trace words with your index finger or with a 3 by 5 card while reading

Þ	Study for short periods followed by brief exercise breaks

Þ	Take courses which have labs and field trips

Þ	Study with others

Þ	Get your hands on what you are learning

Þ	Participate in role playing exercises

Þ	Use study cards while moving around

Þ	Use a computer to rewrite your notes

Þ	Read and highlight to create movement and hands-on activity
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DIScoVer YoUr STrongeST TYPeS of InTeLLIgenceS
Our schools value IQ tests, which measure linguistic and logical-mathematical intel-

ligence. Students who are gifted with numerical and reason-
ing ability and who are good with words and language usually 
do well in school because much of the learning requires these 
skills.

“So why are multiple intelligences important?”

Multiple Intelligences are eight different ways to demonstrate 
intellectual ability. The theory of Multiple Intelligences was pre-
sented by Howard Gardner in his book, Frames of Mind: The Theory 
of Multiple Intelligences.

Dr. Gardner believes that it is important for schools and 
teachers to recognize and teach in a way that will benefit you 
by presenting lessons in a variety of ways, if you are gifted with 
other forms of intelligence. 

A student who might be considered to be an underachiever 
can shine when teachers use a variety of teaching methods 
such as music, games, role plays, self-reflection exercises, and 
creative cooperative group activities. For example, a student 
might have the potential to become an excellent musician, 

artist, carpenter, or business owner. 
So, it is valuable for you to develop and use many of the eight types of intelli-

gences, but you will usually be strongest in one to three of them.

Here are Dr. Gardner’s eight Multiple Intelligences with brief descriptions of each:

l l l
“The main benefit of this chapter for me 

was understanding that even though 

you may struggle in classes it doesn’t 

mean you are ‘dumb.’ Learning other 

methods of intelligence and learning 

styles can make anybody a genius.”

— DUSTIN HALL

Verbal

Logical-Mathematical

Visual-Spatial

Bodily-Kinesthetic

Interpersonal

Intrapersonal 

Musical

Naturalistic 

Ability to use written and spoken language to express oneself and 
communicate well. Ex

y to use written and spoken lan
icate well. Ex

y to use written and spoken lan
cell

y to use written and spoken lan
cell

y to use written and spoken lan
ent with words

y to use written and spoken lan
ent with words

y to use written and spoken langu
ent with words

guag
ent with words

ag
.

Ability to detect patterns and think logically. Problem solving
and reasoning ability in math and science. Excellent with 
Ability to detect patterns and think logically. Problem solving
and reasoning ability in math and science. Excellent with 
Ability to detect patterns and think logically. Problem solving

numbers.
and reasoning ability in math and science. Excellent with 
numbers.
and reasoning ability in math and science. Excellent with 

Ability to create images and understand spatial relationships. 
�is is not limited to visual sight, but is seen within the mind’s 
Ability to create images and understand spatial relationships. 
�is is not limited to visual sight, but is seen within the mind’s 
Ability to create images and understand spatial relationships. 

eye. Excellent with pictures, graphs, and charts.
�is is not limited to visual sight, but is seen within the mind’s 
eye. Excellent with pictures, graphs, and charts.
�is is not limited to visual sight, but is seen within the mind’s 

Ability to use the body with skill. Ability to use one’s mind to 
control bodily movements such as with athletes and dancers. 
Ability to use the body with skill. Ability to use one’s mind to 
control bodily movements such as with athletes and dancers. 
Ability to use the body with skill. Ability to use one’s mind to 

Excellent control of one’s body.
control bodily movements such as with athletes and dancers. 
Excellent control of one’s body.
control bodily movements such as with athletes and dancers. 

Ability to understand other’s feelings and intentions. Ability to 
relate well to others. O�en referred to as “people skills.” Excel-
Ability to understand other’s feelings and intentions. Ability to 
relate well to others. O�en referred to as “people skills.” Excel-
Ability to understand other’s feelings and intentions. Ability to 

lent with people.
relate well to others. O�en referred to as “people skills.” Excel-
lent with people.
relate well to others. O�en referred to as “people skills.” Excel-

Ability to be self-aware and to understand one’s own feelings, 
thoughts, goals, and actions. Excellent self-knowledge.
Ability to be self-aware and to understand one’s own feelings, 
thoughts, goals, and actions. Excellent self-knowledge.
Ability to be self-aware and to understand one’s own feelings, 

Ability to understand and create musical sounds and recognize 
musical patterns. Excellent with music, sound, and rhythm.
Ability to understand and create musical sounds and recognize 
musical patterns. Excellent with music, sound, and rhythm.
Ability to understand and create musical sounds and recognize 

Attraction to and understanding of nature and the environ-
ment. Attuned to and excellent understanding of nature.
Attraction to and understanding of nature and the environ-
ment. Attuned to and excellent understanding of nature.
Attraction to and understanding of nature and the environ-
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Your Name

MULTIPLe InTeLLIgenceS QUeSTIonnaIre
Rate yourself on the following questionnaire. Check the statements that you strongly agree 
with. Remember that no questionnaire is totally accurate. You can also get a feel for which Mul-
tiple Intelligences are your strongest by reviewing the descriptions and doing some self-reflection.

1 VerBaL-LIngUISTIc
___ When I share a story from my life, it flows with ease.
___ I love to read.
___ I enjoy writing.
___ It is easy for me to remember poems and quotations.
___ I can easily persuade others or sell them something.
___ I remember a lot of what I read or hear.
___ I express myself well.

_____Total
2 LogIcaL-MaTheMaTIcaL

___ Adding, subtracting, multiplying, and dividing are easy for me.
___ I can add up numbers fast without using a calculator.
___ Puzzles are fun and easy for me.
___ I am good at problem solving and enjoy math and science.
___ It is easy for me to remember telephone numbers.
___ I like to investigate things to understand how they work.
___ I prefer making decisions based on logic instead of feelings.

_____Total
3 BoDILY-KIneSTheTIc

___ Dancing comes easy, and I am good at it.
___ I am good at sports.
___ I am well coordinated.
___ It is difficult for me to sit still in class, and I fidget a lot.
___ I learn best by doing instead of by watching or hearing.
___ When I study, I like to get up often and move around.
___ Scary rides at a carnival and dare devil challenges appeal to me.

_____Total
4 VISUaL-SPaTIaL

___ I easily understand maps, charts, graphs, and pictures.
___ If I go somewhere once, I can always find my way back.
___ I can easily picture images in my mind.
___ I like drawing and doodling.
___ I prefer a map instead of written directions.
___ I easily turn words into pictures.
___ When I explain something to someone, I like to draw them a picture.

_____Total

ACTIVITY 2 .2 Now is your turn to determine your multiple intelligences.
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5 InTerPerSonaL
___ I am very social and relate easily to people.
___ I am sensitive to how and what people are feeling.
___ I like to share and teach others something I just learned.
___ People feel comfortable telling me their personal troubles.
___ I can easily make people feel comfortable and at ease.
___ I really like helping others.
___ I like listening to other people tell their life story.

_____Total
6 InTraPerSonaL

___ I need time alone to self-reflect.
___ I am in touch with my feelings.
___ I like keeping a journal or diary of my thoughts and feelings.
___ Spending time alone recharges and energizes me.
___ I have goals and know what I want.
___ I am a deep thinker and think often about what is important to me.
___ Self-improvement is very important to me.

_____Total
6 MUSIcaL

___ I learned to play a musical instrument without difficulty.
___ I like to sing and often have a song in my mind.
___ Music is a very important part of my life.
___ I have excellent rhythm.
___ If I hear a song once, I remember much of it.
___ I like to study with music in the background.
___ I listen to a lot of music each week.

_____Total
7 naTUraLISTIc

___ The environment is very important to me.
___ I love being outdoors and in nature.
___ I have special feelings for plants and animals.
___ I like being outside as much as possible.
___ I can recognize different types of plants and trees.
___ I believe strongly in recycling.
___ Environmental pollution and issues concern me, and I take an interest in them.Environmental pollution and issues concern me, and I take an interest in them.En

_____Total

Source: Developed by Raymond Gerson. Based on Howard Gardner’s Frames of Mind: The Theory of 
Multiple Intelligences. New York. Harper Collins, 1993.
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name your three strongest intelligences in order of 
preference below.

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

Using your multiple intelligence results, you can identify your best study strategies.

Study Strategies for each Type of Intelligence

1Linguistic Þ  Read the textbook and write down main points in your own 
words.

  Þ  Teach what you are learning to others.Teach what you are learning to others.Teach w
  Þ  Rewrite class notes.

2Logical-Mathematical Þ  Create an outline of the text and organize information into a 
logical sequence.

  Þ  Create practice quizzes with problems that may be on the 
test and solve them.

  Þ  Vie  Vie  w and treat class projects like a scientific experiment.c experiment.c ex

3Visual-Spatial Þ  Create graphs, charts, and pictures.
  Þ  Create pictures to show relationships between concepts and 

ideas.
  Þ  Review your class notes and draw pictures to remember the 

words and ideas.

4Bodily-Kinesthetic Þ  Pace and move around when you read.
  Þ  Turn a lesson into a skit.
  Þ  Take short exercise breaks when studying.

5 Interpersonal Þ  Study with and listen to others.
  Þ  Teach the lessons to others.
  Þ  Wr  Wr  ite papers that contain stories about people.

6 Intrapersonal Þ  Keep a journal reflecting your thoughts.
  Þ  Make some time to study alone.
  Þ  Set many small goals for what you want to achieve in your 

classes.
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7Musical Þ  Memorize by putting words to jingles and music.
  Þ  Play soft music in the background while you study.
  Þ  Listen to pleasant music to relax before going to take exams.

8Naturalistic Þ  Study outside when possible.
  Þ  When s  When s  tudying inside, surround yourself with pictures of 

nature or with natural plants.
  Þ  Take breaks from studying and walk around outside.

Some career examples that Match Types of Intelligence
Linguistic   Teachers, writers, and lawyers.

Logical-Mathematical Scientists, engineers, and computer programmers.

Visual-Spatial  Artists, architects, and inventors.

Bodily-Kinesthetic Dancers, athletes, and firefighters.

Interpersonal  Counselors, salespersons, and nurses.

Intrapersonal  Writers, psychologists, and inventors.

Musical   Singers, composers, and musicians.

Naturalistic  Environmental scientists, gardeners, and geologists.Environmental scientists, gardeners, and geologists.En

“Successful Intelligence” to achieve Your goals
Robert Sternberg, a psychologist and professor at Yale University uses the term, “Successful 
Intelligence” to identify the type of intelligence needed to accomplish goals. In his book, 
Successful Intelligence: How Practical and Creative Intelligence Determine Success in Life, Stern-

berg explains the three parts of successful intelligence. It consists of 
the following three abilities: 

1 Analytical thinking is needed to analyze and evaluate informa-
tion. It plays a big role in school success.

2 Creative thinking has to do with the ability to come up with 
new ideas or different ways to solve problems.

3 Practical thinking involves putting the first two into action. It 
helps you to get from where you are to where you want to go.

Let’s say you are trying to decide if a part-time job would be 
right for you. 

Begin by brainstorming and determine several job possibilities 
that you would enjoy and do well. This process uses your creative thinking skills.

Then, use your analytical thinking ability to evaluate and weigh job options to decide 
which one is your best choice.

Finally, when you take action by contacting employers and scheduling job interviews, you 
are using your practical thinking process to get the job you want.

Sternberg was an underachiever in school and did poorly on standardized tests until a 
fourth grade teacher recognized his ability and potential. He began to believe in himself 

l l l
“Now when I study I know and use the 

learning style that works best for me.”

— MoNICA ACoSTA
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and became a successful leader in the field of psychology. His work 
provides further evidence that IQ and standardized tests measure 
analytical and recall ability, but this ability alone does not necessar-
ily result in success in a career or in relationships.

I have a friend who did not do well in college and dropped 
out after his first year. He had learning disabilities and ADHD, 
but only discovered this years later. Unfortunately, he did not get 
the right type of support because his learning disabilities were not 
identified at the time. However, he had strong creative and practi-
cal intelligence, and today he makes over one million dollars a year 
with his own Internet business.

Remember to use all three: analytical, creative, and practical think-Remember to use all three: analytical, creative, and practical think-Remember to use all three: analytical, creative, and practical think
ing, which makes up Successful Intelligence, and this will help you to 
achieve success in school, career, and life.

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

4. ____________________________________________

5. ____________________________________________

Analyze the five ways you listed and decide on the best choice for you. Use your 
practical thinking to take action and use the method you selected to improve a grade on an 
upcoming test.

emotional Intelligence can Increase Your Success
Daniel Goleman wrote a groundbreaking book called, Emotional Intelligence: Why It Can 
Matter More Than IQ. Goleman discussed a form of intelligence in the book which he referred 
to as Emotional Intelligence (EI). EI is the ability to know, use, and manage your emotions.

A person with high Emotional Intelligence tends to be more successful in life than some-
one with low emotional intelligence, even if his or her IQ score is average. There have been 
people with high IQ scores who did not do well in their careers because of low EI.

ACTIVITY 2 .3

l l l
“When you know what kind of learner 

you are it helps you to pinpoint exactly 

how to learn in better ways. After taking 

the self-evaluations I found out that my 

learning type was kinesthetic. This means 

I learn more from hands-on activities than 

I do from listening to a lecture. The stuff I 

learned from taking this course will help 

me make better decisions, know myself 

better, use better learning strategies, and 

much more.”

— KATE ELLIS

HoWARD GARDNER 
AND MULTIPLE AND MULTIPLE AND MUL

INTELLIGENCES
For more information

how
ard

g
ard

ner.com
how

ard
g

ard
ner.com

Use your creative thinking to brainstorm five ways (below) that you can use to be 
more successful in school:
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Daniel Goleman’s Five Components or Parts of EI

1 Self-awareness – Ability to understand your emotionss and their effect on others. 
It also includes your ability to identify and monitor your emotions.

2 Self-regulation – Ability to control your impulse to act before thinking.
3 Motivation – Ability to pursue your goals and work for reasons that go beyond 

external rewards such as money and recognition.
4 Empathy – Ability to put yourself in another person’s shoes and to understand 

what they are feeling. 
5 Social skills – Ability for you to relate well to others and manage relationships 

effectively.

Source: Goleman, Daniel. Emotional Intelligence: Why It Can Matter More Than IQ. Bantam, 1997, Emotional Intelligence: Why It Can Matter More Than IQ. Bantam, 1997, Emotional Intelligence: Why It Can Matter More Than IQ
p. 43–44.

Emotional Intelligence is especially important in today’s workforce because of the need 
for teamwork among different types of people. Many projects are done in teams today, and 
it is important for you to be able to work well with many different types of people. EI is also 
very important for you if you want to become a manager or leader.

The good news about EI is that you can develop and increase it. By using many of the 
strategies in this book, you will automatically increase your Emotional Intelligence. You can 
purposely develop your self-awareness, ability to manage yourself, awareness of others, and 
your ability to relate to others.

JoUrnaL aSSIgnMenT
Think about your educational journey up to this time in your life. Recall a time in elemen-
tary, middle school, high school, or college in which you used one of the types of intel-
ligence discussed in this chapter. Perhaps you surprised yourself or others by using an 
ability that you didn’t know you had and it resulted in an achievement.

Write at least one page in your journal explaining what type of intelligence you used, 
how it made you feel, and what was the outcome or achievement.

QUeSTIonS To anSwer In YoUr JoUrnaL
anD DIScUSS wITh oTherS

Þ What is my preferred learning style and strongest type(s) of intelligence(s)?
Þ What are the three ways I plan to use my type(s) of intelligence(s) to succeed 

in college?
Þ What were my thoughts and feelings when I learned that there were different types of 

learners and intelligences?
Þ What are a couple of careers worth exploring and researching that might allow me to 

use my strongest types of intelligences?
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aUThor’S noTe
Many students do poorly in school or drop out, even though they are capable of suc-
ceeding. A student might think he is “dumb” or “a slow learner” when he is actually 
smart in his own way. Unfortunately, in some cases, neither the student nor teacher 
has recognized the student’s ability and how to use it in school. I have seen many 
students begin to excel in school when they discovered their preferred learning styles 
and strongest types of intelligence. I know you can do the same.

When I first heard about Dr. Gardner’s theory of Multiple Intelligences in the 
early 1980s, a light went on in my mind. I realized that this knowledge of Multiple 
Intelligences and how to use them was missing when I was in school, and that it would 
help many students just like you.

Student Success Story
In the following story, a student talks about how “dumb” he felt  for years before find-In the following story, a student talks about how “dumb” he felt  for years before find-In the following story, a student talks about how “dumb” he felt  for years before find
ing out about his strongest forms of intelligence. He expresses his anger because no one 
taught him about multiple intelligences and learning styles until college, and his gratitude 
at finally getting this knowledge.

Smart After All
By Rodney Richardson

For many years, I struggled in school and felt stupid. I compared myself to 
everyone else and they seemed to be smarter than me. I saw myself as a slow 
learner.

I was always restless in school, got bored easily, and it was hard for me to sit 
still and pay attention. My role was to be the class clown and make people laugh, 
which made me popular with the other students, but often in trouble with my 
teachers. I love talking with people and having fun.

I was diagnosed with ADHD a few years ago, which I guess explains why pay-
ing attention to the teachers was so hard for me. Accidentally, I discovered that 
I learn more when I read a book and dance around the room at the same time. I 
love music and play the guitar. I’m also a good dancer. So, when I would put on 
music and read while dancing around, it would help me remember more. Also, if I 
put anything to a jingle or rap it helps me to learn it better.

I didn’t know anything in middle school or high school about learning styles 
and multiple intelligences. When I took this course, I learned about these things. 
Now it makes sense why I learned better while dancing around the room. I see 
now that I have my own kind of intelligence and I am good at a lot of things. I have 
a gift for music, dancing, and relating to people. I am a kinesthetic learner which 
explains why I get restless when the teacher only gives lectures. Now I know that I 
learn best hands-on, during field trips, labs, performing skits, and things like that.

All those years of comparing my weaknesses to other people’s strengths was 
really dumb. I feel kind of angry that nobody taught me these things in school 
until now. Many kids drop out thinking they aren’t smart when they can do a lot of 
things well.

This information about learning styles and types of intelligence hit me like 
a bolt of lightening. Now I get how I am smart and somebody worthwhile. Even 
though I could have really used this information earlier in my life, I’m grateful to 
have it now. It’s already helping me to do better in my other classes.

Many teachers probably never expected me to go anywhere in life. I plan to 
prove them wrong. I now expect to be successful in college and to do something 
great with my life.

RAYMoND GERSoN
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ACTIVITY 2 .4

In Chapter 1, you set a small goal for the week. In Chapters 2–8, you will have an oppor-
tunity to continue this process. Setting and achieving at least one small goal each week will 
increase your number of successes and build your self-confidence. Make the goal specific and 
measurable.  
An example follows:

I will achieve the following goal: Make a ninety or above on my math test this Friday.

Three steps I will take to achieve my goal:
1 Study my class notes and math chapters for three hours this week.

2Get one hour of tutoring in math.

3Create and take a practice math quiz before the actual test.

Now you try it.

I will achieve the following goal this week: ________________________________

____________________________________________________________________

Three steps to achieve my goal: 

1. __________________________________________

2. __________________________________________

3. __________________________________________

chaPTer 2 MaIn PoInTS

Þ There are many different learning styles and types of intelligence.

Þ You can increase your success in school by knowing and using your unique abilities.

Þ Your intelligence is not fixed at birth, and you can increase it throughout your life.

Þ Your IQ score only measures a couple of types of intelligence. A student with an aver-
age IQ score can excel in school, career, and life by using her preferred styles of learning 
and best types of intelligences.

In Chapter 3, you will be learning time management skills and strategies. These skills will help 
you to make the best use of your time and will provide you with another major key to the suc-
cess you want.

Goal for the week:
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T ime is your most valuable resource. You cannot replace it, and it passes very quickly. 
Time is life, because as it passes so does your life. Managing your time well is managing 

your life well. 

You can take time from activities of lower importance and priority and spend more time on 
your highest priorities. Time management begins with thinking about what is really important 
to you. What do you really want? Once you know your priorities, you can decide whether your 
actions support them. If your actions are not taking you where you want to go, just keep chang-
ing what you are doing until you are back on track. 

1. Ask yourself, “What is the best use of my time right now?”
2. What are you willing to cut out or reduce so that you have time to do what you 

believe is most important?

Don’t sacrifice your most important priorities for things which are of less importance.

To Students Who 
Want To Manage Their 
Time But Can’t Get Started

c
h

a
P

t
e

r
 3



Page 37

Time 
Management

Strategies

Reduce  
time wasters

Overcome  
procrastination

Use a planner  
and calendar

Use the  
80/20 rule

Spend most time  
on important, but not 

urgent tasks

Break tasks  
into chunks

ChaPter 3  To Students Who Want To Manage Their  Time But Can’ t  Get Star ted

80/20 Rule
The 80/20 Rule says that 80% of your unfocused effort is usually responsible for 
only 20% of your results. The remaining 80% of your results are achieved with only 
20% of your effort. By applying time management strategies, you will be able to di-
rect more energy into 20% of the activities which bring you the greatest results. 
Good time management will help you do what is important with focused attention.

Benefits of Effective Time Management Strategies
À Reduces your time wasters
À Helps you overcome procrastination
À Better planning for what you want to accomplish
À Keeps you on track to your goals
À Helps you accomplish your highest priorities
À You get more done with less effort
À You gain extra time for fun and recreation
À Supports your most important values
À Reduces your stress
À Helps you to live the life you really want

“Time is at once the most valuable and the most perishable of all possessions.”
—John Randolph of Roanoke
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Do You Make These Common Time Management Mistakes?

Rate Yourself

4  3  2  1
Very much like me    Somewhat like me    Not much like me    Not at all like me

___ I do not plan my actions and study time, but instead go by moods.

___ My study environment is usually messy and disorganized.

___ I often study and do school work when I am sleepy, not alert, and not at my best.

___ I let too many distractions and temptations come between me and what is really  

          important for me to be doing.

___ I have low energy because of a lack of exercise and poor diet.

___ I study for long periods of time without taking breaks.

___ I have too much to do, and I don’t cut out time wasters.

___ I usually do not set deadlines for my school work and other priorities  

          that need to get done on time.

___ I spend too much time on low priorities.

___ I usually do what I like first even if these activities are not that important.

___ I don’t make good use of small pockets of time throughout the day.

___ I spend too much time trying to understand difficult material instead of seeking help.

___TOTAL

Score Results:  The higher your score, the more you need to reduce your time management wasters.
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Tips For Managing Your Time
À Plan of action. It would be a mistake for you to only do your school work when you feel 

like it, instead of planning and scheduling the time. It could cause 
you to fail, especially in college, because there is so much home-
work and reading to do.

À Studying when you’re not at your best. It is important for you 
to get enough sleep so that your mind is alert, and you can con-
centrate on your studies. Lack of sleep will reduce your ability 
to remember what you study. Know when you are at your best. 
Are you a morning or evening person? Schedule your most dif-Are you a morning or evening person? Schedule your most dif-Are you a morning or evening person? Schedule your most dif
ficult classes and school work when you will have the most en-
ergy and feel your best.

À Allowing for many distractions. It is difficult to focus on 
school work if your cell phone is ringing, you are receiving text 
messages, the TV is playing, and friends are dropping by un-
announced. Remove these distractions so you can focus your 
attention on studying. Tell friends and family “no” when they 
want to socialize during your study time. Make plans to play at 
a better time.

À Disorganized study environment. Create a study environment that helps you con-
centrate and do your important work. Have the necessary supplies (pens, pencils, 
highlighters, notebooks, etc.) so you don’t have to get up and down to get them. Make 
enough space so you can spread out and work.

À Poor diet and lack of exercise. You need energy and good health to do your school 
work well. Take short exercise breaks between study periods. Eat healthy snacks instead 
of junk and fast foods.

À Studying too long without breaks. If you study for thirty to forty-five minutes, take 
a short break. You will understand and remember more of what you read. Break your 
studying into small steps, so you can stay focused.

À Too much to do. There are times when you may have too much to do. See what you can 
reduce or cut out so, you have time for your top priorities. Balance is also important. 
There is a time for study and a time for play. You will benefit 
from both. 

À Not setting deadlines. You can set many small goals with 
deadlines for completion. If, for example, you have a paper 
due in two weeks, set a deadline to begin and complete 
your paper.

À Spending too much time on low priorities. Decide what your 
most important tasks are. Spend more time, energy, effort, and 
attention on your top priorities and less on activities which 
don’t support your goals.

À Doing activities you like first. This is fine, if these are your important priorities. Don’t 
do an activity first just because it is pleasant. Do your important activities first, even if 
they are difficult and unpleasant for you.

À Failing to use small pockets of time wisely. You can study between classes or write 
part of a paper while sitting in a doctor’s office. While waiting in line at a store, you can 
review flash cards. Use these small pockets of time wisely. They will add up to big results. 

l l l
“When I arrived on campus I was lost 

and afraid of the challenge. I was 

losing integrity, courage, dependability 

and self-awareness. This course and 

book were like a hand being stretched 

out for me to reach and to guide me. 

Now I will always keep improving and 

building the blocks to accomplish my 

goals.” 

—Ruben Rodriquez

l l l
“I learned to use my time wisely and 

now use calendars and planners every 

day.” 

—Valeria Rangel
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À Not seeking help. Beating your head against a concrete wall is not pro-
ductive. Reading something over and over without understanding it 
can use up valuable time while accomplishing nothing. Seek out assis-
tance when you need it. Use your school’s resources, counselors, tutors, etc.
Planning ahead is one of the most important time management strategies you 
can do. There is a saying, “If you are failing to plan, you are planning to fail.”
What follows is a brief self-assessment for you to see how well you are planning.

Planning Self-Assessment
Circle the number for each statement that best describes you.

  Never Rarely Sometimes Often

I plan ahead and block 1 2 3 4 
out study time.

I use a daily planner and/or 1 2 3 4
I will need to study each week.

I enter my academic and 1 2 3 4 
social plans on my planner 
and calendar.

I allow for the unexpected, 1 2 3 4 
so I can be flexible and adapt

I accomplish most of my plans. 1 2 3

I plan well. 1 2 3 4

I meet assignment deadlines 1 2 3 4

by planning ahead.

I estimate how many hours 1 2 3 4 
I will need to study each week.

I start work early on long-term 1 2 3 4 
projects.

I set short-term goals with 1 2 3 4 
deadlines.

For items you answered with a number 1 or 2, consider trying new habits to improve 
in these areas.

Time Management Tips for Making the Best Use of Your Time
À Use a planner and calendar. Use an electronic or paper planner and calendar for your 

daily, weekly, monthly, and yearly goals. Write down your important plans including 
school assignments, work, personal development, and social activities. 
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À Identify your common time wasters. Being aware of your time wasters is your 
first step toward making positive changes. Begin substituting your more important 
activities and tasks for your time wasters by writing them 
down in your planner.

À Prioritize. List five of the most important things you need 
to get done each day. Arrange the list of activities in order of 
priority from number one through five. Focus only on your 
number one item until it’s done. Then go to your number 
two item and on down the list. Make your to-do lists in the 
evening for the following day. 

À Delegate. You may have some household chores or 
responsibilities that can be delegated or given to someone 
else in the household once in a while. For example, you 
may need to study for a test and you might be able to pay a 
younger brother or sister to do a few of your chores for you. 
You might be able to trade chores which you can do at a better time.

À Set time limits and deadlines. Know how much time you have available to complete 
assignments. This will allow you to start early, prepare for the unexpected, and to 
complete your assignments on time.

À Let others know your needs and your schedule of important activites. Your 
friends and family need to be aware of your needs, and you should respect and be 
aware of their needs. There are times for you to say “No, I can’t go play at this or that 
time because I have to study. Let’s set a date for another time.”

À Schedule your work for the right or best time. Plan to do your important and 
difficult tasks when you are at your best and you have enough time to focus on them.

À Review your class notes and readings before class and often. This saves you 
last minute cramming for tests and reduces stress. You will retain more and be better 
prepared for your classes. Study daily and keep up with assignments because this will 
keep you relaxed and productive.

À Get a good night’s sleep and take naps, if helpful. Most students between fifteen 
and twenty-two years of age need eight to ten hours of sleep 
to feel at their best. Sleep deprivation negatively affects your 
memory and concentration. Studying without focus wastes 
your valuable time.

À Set small goals and break your large tasks into small 
chunks. This keeps you from feeling overwhelmed. It is easier 
to start and complete small projects, which helps build your 
self-confidence and create a “success” mind-set. Study in small 
segments with short breaks in between.

À Work on your important, but unpleasant activities a little 
each day until completed.

À Include rewards for yourself when you accomplish your 
tasks and goals. Build in consequences or a negative effect 
when you do not follow through, such as not giving yourself when you do not follow through, such as not giving yourself w
the reward. Examples of rewards are you go to the movies, out 
for pizza with a friend, etc. Find ways to motivate yourself by 
using rewards when you get the job done, and use a take away 
when you fail to come through.

À Exercise and eat well for maximum energy. You need good health and energy to 
work hard and to concentrate.

À Concentrate on one thing at a time. This will be more effective for you than multi-
tasking when you need to really concentrate. When you are able to focus on the 
assignment at hand, it will save you time, and this is a key to success.

l l l
“I learned how to manage my time 

wisely so I can work to the best of 

my ability to be more productive and 

successful.” 

—Stephano Alvarez

l l l
“The assessment we did in class 

showed me how little I knew about 

succeeding in college. The result was 

like a punch in the face. I learned so 

much and improved in many areas like 

my study skills, time management and 

goal setting.” 

—Aaron Kwok
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À Use resources and seek assistance. Use your school tutors, counselors, library, and 
any other help you need.

À Be present and enjoy the moment. Instead of regretting your past and worrying 
about your future, focus on what you are doing now. Do small things with care and 
attention because this will give you the best results. This is how you can best use and 
benefit from your time. 

Time Management Strategy to Accomplish Your Priorities
In his book, First Things First, Steven Covey presents a time management strategy which First Things First, Steven Covey presents a time management strategy which First Things First

uses the following four quadrants or squares.

In the first quadrant, you list activities that you feel are both important and urgent. These 
take top priority. In the second quadrant you list activities and things that need doing which you 
consider to be important, but you don’t have to complete them right away. These activities take 
second priority. The third quadrant contains activities and tasks which are not important to you, 
but others are trying to make you think they are urgent. Quadrant 4 consists of activities that are 
not important or urgent for you right now and there is no need to do them.

If something is both important and urgent to you, it needs to be taken care of first. For ex-If something is both important and urgent to you, it needs to be taken care of first. For ex-If something is both important and urgent to you, it needs to be taken care of first. For ex
ample, you may have to take someone to the hospital. However, these demands in quadrant 1 are 
stressful and are not where you want to spend unnecessary time and effort.
À Quadrant 2 is the best place to focus your attention and effort because it will 

prevent many things from becoming urgent and ending up in quadrant 1. If you 
start early on these important tasks, then you will complete most of your assignments 
on time without creating urgency. Quadrant 2 is the most productive and best place to 
spend your time.

À Quadrant 3 activities are not important to you, but others try to make you think they 
must be done now. For example, a friend wants you to return his phone call immediately 
about something that can wait a couple of days.

À Quadrant 4 consists of activities that you usually consider a waste of time such as sitting 
and doing nothing. You want to cut out or at least reduce time wasters. However, there 
may be times where a few minutes of doing nothing is actually useful. For example, you useful. For example, you usef
may feel burned out and need some down time to just zone out and relax.

In the exercise that follows, decide which of the four quadrants you would list each of the 
activities.

The Four Quadrant Exercise
Assign each activity below to one of the four quadrants, either quadrant 1, 2, 3, or 4. 
Your answers should show the number of the quadrant you would use for each of the 
seven activities below.

A.___ A paper is due in your English class tomorrow and you haven’t started working on it.
B.___ A paper is due in your History class next week and you have half of it done.A paper is due in your History class next week and you have half of it done.A pa

Important

Not Important

Urgent Not Urgent

Quadrant 1 Quadrant 2

Quadrant 3 Quadrant 4Quadrant 3 Quadrant 4
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C.___ Your best friend left a message to call back right away about a movie he wants to see 
with you in a few days.

D.___ You have a Psychology test in a week and you are prepared, but you want to review 
your notes before the test.

E.___ Your friends want you to attend a meeting tomorrow which they say is urgent, but 
it has nothing to do with your interests and goals.

F.___ You feel like watching several hours of television today even though you have a test 
tomorrow.

G.___ Your favorite charity called and asked you to give them some money.

Keep in mind that the more you say no to Quadrant 3 and 4 activities, the more time you 
can spend on your top priorities listed in Quadrants 1 and 2.

Source: Questions developed by Raymond Gerson. Based on Covey, Stephen, Roger Merrill,
and Rebecca Merrill. First Things First. Free Press., 1996, p. 37.

Do You Procrastinate for These Reasons?
Procrastination is when you put off doing something that you need to do. Procrastination 

can keep you from getting what you want in life. Procrastination is how things that need to 
be done pile up until you feel stressed.

SOME OF ThE COMMON REASONS ThAT PEOPLE PROCRASTINATE

À Going by moods. If you are not careful, you might avoid important but unpleasant 
tasks because you do not feel like doing them.

À Fear of failure. If you avoid doing the task and fail, you can say, “I failed because I didn’t 
try,” not because you could not accomplish it.

À Fear of success. It is important for you to feel worthy of success or you might avoid 
it. If you fear the demands, expectations, and criticism that might come from being 
successful, you might hold back from big accomplishments.

À Poor decision-making skills. If you cannot make a decision, you will not do what you 
need to get done. First, you must decide; then act.

À Poor organizational skills. If you have difficulty putting things in the right order and 
organizing, you may hesitate to begin the task.

À Perfectionism. If you feel the need to be perfect or to do something perfectly, you may 
hold back because anything less might seem like failure.

À Not planning ahead. You cannot do everything at the spur of the moment. You will 
only accomplish some important things well, if you plan ahead.

À Being unsure of the next step. If you don’t know where to start or what to do first, 
then it is likely that you will not begin.

WAYS TO OvERCOME PROCRASTINATION AND ENjOY
ThE SUCCESS YOU WANT
À Know when you are procrastinating. Be aware of when you are putting off important 

activities and honestly admit it to yourself.
À Procrastinate on low priorities instead of high priorities. Use the habit of procrasti-

nation to put off your time wasters.
À Set up rewards for not procrastinating important tasks. Deprive yourself of rewards 

if you put off doing what needs to be done.
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À Estimate the monetary cost. For example, figure out what a semester of your classes 
will cost you. Now figure how much each class will cost. If you are putting off going to a 
class, now you will be able to figure out how much money missing class will cost.

À Set small goals and take little steps. We discussed this as a time management strategy, 
and it can help you to avoid procrastination.

À Tackle the most important task first. This time management strategy can also help 
you to overcome procrastination. Do your unpleasant but important activities first and 
play later.

À Do it now. Clement Stone, a successful entrepreneur, used to repeat “do it now” over 
and over for motivation to do the task right now. You might try this approach.

À Ask for help. Do not try to do everything by yourself. Use resources and seek assistance 
from others when you need it.

À Do not expect perfection. Realize and accept that you are human. Even though you 
want to do well, don’t think you must do things perfectly. The road to success is often 
paved with failures along the way.

À  Set deadlines. Let’s say you have a paper due for a class in two weeks. This is the final 
deadline, but you can also set some of your own deadlines. For example, set a deadline 

to write a page a day. Set a deadline to have a rough draft 
completed three days before the final paper is due. You can 
also set a deadline to complete your paper one day before the 
final due date.
À Use time management tools previously mentioned.

You can use time management tools such as calendars 
and planners to overcome procrastination.

À Prioritize. This is another important time management 
strategy we discussed earlier that also helps to overcome 
procrastination. Make a daily to-do list the night before. 
Arrange your list in order of importance. Totally focus 
on your #1 item until it is done; then go to #2 and con-
tinue in this manner.

À Use positive self-talk. Explain to your mind the benefits 
of doing the task now. Reframe or change how you see 
your unpleasant tasks by recognizing they have value.

À Try to make the tasks fun. See if you can be cre-
ative and make the task or assignment into a game.

Remind yourself that you can accomplish great things in small steps. A brick layer starts 
working on a house by putting one brick in place. The job to be done might seem huge and 
overwhelming to the brick layer, but brick by brick he gets it done. Thousands of bricks end up in 
place, but the brick layer accomplished it one brick at a time. In the same way, you can break things 
into small manageable chunks and go step-by-step to successfully complete your tasks. As Doc 
Childre and Howard Martin put it, “You’re writing the story of your life one moment at a time.”

l l l
“The one big thing that helped me out was the time 

management section. It helped out because I got 

to see where I was spending most of my free time 

which was mostly in video games and sleeping. 

So because of that I cut down my gaming time 

for more school work time. I think that I’m getting 

better at getting my school work down. Now I 

do school work first and after that I get into my 

gaming.”

—Robert Robinson
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Keep track of how you are actually spending your time for one 

week and record your results on the Time Log Sheet (which 

follows on the next couple of pages). At the end of a week, you 

will be able to fill in the right side below; then compare your 

guessed and actual times. Now, fill in your estimated time in 

the left column (which is a guess as to how much time you are 

spending in each category per week). It should add up to 168 

hours, which is a full week.

Assess Your Time Exercise 

Estimated Time Actual Time

Time in class____ ____

Time at work____ ____

Study time____ ____

Grooming____ ____

Commuting____ ____

Sleeping____ ____

Cooking/eating____ ____

Time with family____ ____

Time with friends____ ____

Shopping____ ____

Exercise____ ____

TV____ ____

Computer fun____ ____

Hobbies____ ____

Other____ ____

Total hours per week: 168urs per week: 168      ACTUAL TOTAL ____

ACTIVITY 3.1
Where does your time go? Guess how much time you spend each week in the 
activities listed below in the left column. 

l l l
“I thought this class was going to be 

a waste of time. Instead I learned how 

to study, take notes, manage my time, 

and writing skills.” 

—Melinda Medina
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Time Log Sheet
Use the Time Log Sheet below to track your activities for seven days. Then, go back to the Assess 
Your Time Exercise and fill out the actual time in the right column and total the hours.

Monday Tuesday Wednesday Thursday Friday Saturday SundayMonday Tuesday Wednesday Thursday Friday Saturday SundayMonday Tuesday Wednesday Thursday Friday Saturday SundayMonday Tuesday Wednesday Thursday Friday Saturday SundayMonday Tuesday Wednesday Thursday Friday Saturday SundayMonday Tuesday Wednesday Thursday Friday Saturday SundayMonday Tuesday Wednesday Thursday Friday Saturday Sunday

6–7 a.m.

7–8

8–9

9–10

10–11

11–12

12–1 p.m.

1–2

2–3

3–4

4–5

5–6

6–7

7–8

8–9

9–10

10–11

11–12

12–1 a.m.

1–2

2–3

3–4

4–5

5–6
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RAYMOND GERSON

jOURNAL ASSIGNMENT
Compare your estimated and actual times once they are recorded in the Assess Your Time 
Exercise. Write at least one page in your journal about what you guessed correctly, where 
you were incorrect, and any surprises. Write about areas that need more of your time, less 
of your time, and time wasters you want to eliminate. Also, address the extent to which 
your actual time spent supports your goals and values. Conclude by discussing changes, 
you will make to more effectively use your time.

QUESTIONS TO ANSWER IN YOUR jOURNAL
AND DISCUSS WITh OThERS

À What are five of my biggest time wasters? How can I reduce or get rid of them?
À What is my most common time management mistake? How can I correct it?
À Why do I procrastinate? Name three ways that you can overcome procrastination.
À What are my three top priorities to get done tomorrow? Name three small steps 

that you can take for accomplishing each of these priorities. 
À What benefits have I received from exercise in the past?
À What is one new activity I am willing to do to improve my physical health and 

energy level?
À What is one new activity I am willing to do to improve my mental health?
À What am I willing to do to main my good health as long as possible?

AUThOR’S NOTE
Many of my students become angry and upset after doing the time assessment activ-
ity because they learn how they are actually spending their time. Some have been 
shocked at the differences between categories of their estimated and actual time. 
The shocks come when they realize that their time spent did not support their goals 
and priorities. For example, I mentioned that one of my students discovered that she 
watches forty hours of TV a week and studies two to three hours a week. This came 
as a rude awakening and shock to her, even though she decided not to change these 
habits.
I explain to my students that their disappointment, anger, and shock can serve as a 
motivator for positive change. The first step is for a student to be willing to see reality, 
instead of remaining blind to what is really happening. Secondly, once a student sees 
how he or she is actually using valuable time, it is possible to make changes. I encour-
age you to spend your time (life) in a way that takes you to your goals.
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SUCCESS STORY PAPER

The following paper was written by a student of mine who is a single mother of three chilThe following paper was written by a student of mine who is a single mother of three chilThe f -ollowing paper was written by a student of mine who is a single mother of three chil-ollowing paper was written by a student of mine who is a single mother of three chil
dren. She works full time and began college later in life. Needless to say, she has a lot on 
her plate. Finding enough time for her many priorities is a challenge.

Time Monitor Paper
By Lynn Carpenter

The time monitor paper is difficult for me to write. The reason is I do not 
have enough spare time to even think about where my time goes. I was actually 
exhausted when looking at this assignment because it made me realize how much 
I do on a day-to-day basis.

During this assignment I realized that there are definitely areas that can be 
improved. The way I spend my time at home is one of the things that can be 
adjusted. For instance, I could use the small amount of time that I watch TV and 
use it for more quality time with my kids and doing homework. Instead of waiting 
until the last minute to do my assignments I could get it done before it is actually 
due. I spend a lot of time working and going to school which affects my kids and 
managing my time better would give me more time with them.

During the week I spend an average of 75 hours on school and working, 
56 hours sleeping, and 11 hours driving which adds up to 142 out of a 168 hour 
week. This leaves 26 hours a week for my kids and any time I might actually have 
for myself which is not much.

At this point in my life I realize that I am stretched about as far as one person 
should be, but in the long run this sacrifice will pay off. It will pay off because I am 
bettering myself working toward a goal that will improve my life and the lives of 
my children. The education that I am receiving will help me to put my kids through 
college and create better opportunities for me later. 

I do plan on changing a few things like the time in front of the TV and focus 
more on the most important things in my life.

À
Three steps to achieve my goal:

1. _________________________________________

2. _________________________________________

3. _________________________________________

WhY IT IS IMPORTANT TO TAKE GOOD CARE OF YOUR BODY, TOO
Your physical and mental health are connected and affect your ability to succeed in college, 

career, relationships, and other areas your of life.
Without good health, it will be difficult to make your dreams come true. Vitality and energy 

are byproducts of good health and are needed to succeed in college, your career, maintain excel-
lent relationships, and accomplish many other goals.

You probably know, from your own experience, that your physical and mental health affect 
each other. When you are physically ill, your mind is less clear, and it’s easy for you to feel down. 
When you’re depressed, you have less energy. You will need to keep your brain healthy to think 
clearly, to focus your attention, and to retain and recall information. Let’s look at some of the 
benefits of good health.

ACTIVITY 3.2 Goal for the week:
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Benefits of Good health
À Increases your odds living a longer life
À You will have more energy
À Positively influences your mental health
À Increases your sense of well-being
À Improves your self-esteem
À Improves your overall quality of life
À Gives you more energy and stamina to pursue your goals 

Tips for Maintaining Excellent health
Genetics play a role in your health and longevity, but lifestyle 

plays an even bigger role in affecting your overall state of health.
There are no guarantees, but here are some ideas for increasing 

your odds of having a long and healthy life. These tips will benefit having a long and healthy life. These tips will benefit ha
both your brain and your body.

1. DRINK PLENTY OF WATER
Much of your body and brain are made up of water. You need water to stay hydrated, 

to flush out toxins, to get nutrients from food, and for your brain to work well. Drinking 
plenty of water also keeps your skin from becoming dry and prematurely wrinkled from 
dehydration.

How much water do you need a day? Rule of thumb is to drink one half your weight in 
ounces each day. For example, if you weighed 130 pounds, you would need 65 ounces or 
about two quarts of water a day. If you do strenuous exercise or work, you will need even 
more water. 

If you are dehydrated, you probably have lost your thirst signals, which let you know 
when you need water. Once you start drinking enough water, your thirst signals will re-
turn. Then you can get enough water by drinking it when you feel thirsty.

Coffee, tea, and soda are not substitutes for water. Actually, they are dehydrating. If you 
drink them, you will need more water. Even fruit juice is not a substitute for water because 
it comes from a food source, and it’s not a real solvent. A true solvent is something that 
dissolves and cleans poisons out of your body.

Drinking tap water is better than not getting enough water, but it is best to drink water 
which has been purified naturally or through reverse osmosis or distillation. Only some of 
the bottled water meets these conditions.

2. YOU NEED A LITTLE SUNShINE
It is true that you can get too much sun, but you need some sunshine. Ten to twenty min-

utes of daily early morning or late evening sun is good for you.
Sunshine gives you vitamin D which you need so your bones can absorb calcium. With-

out enough vitamin D, your bones can become brittle and break. It is unnatural to spend all 
of your time indoors. You need fresh air and a little sunshine to maintain excellent health.

3. ExERCISE IS IMPORTANT
Your body needs movement and physical activity. Proper exercise can slow down your physi-
cal deterioration. Your brain needs oxygen and exercise will provide more of it for your brain 

l l l
“The main benefit I got was to use my 

time wisely, separate the important 

from the unimportant, and calculate 

use of my time.” 

—Bianca Hernandez
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and other vital organs. Your brain requires about 25% of the total oxygen that you need.
You need three types of exercise: flexibility, aerobic, and strength training.

A. Flexibility exercise.
Your body will become stiffer as you age. Yoga, swimming, tai 
chi, or just doing stretching can help you to maintain flexibility.

B. Aerobic or cardiovascular exercise. 
Walking, biking, jogging, dancing, and sports which help you 
to stay in your working heart rate for twenty to thirty minutes 
are good for your heart. Charts are available to determine the 
working heart rate for your age bracket.

C. Strength training exercise.
This type of exercise keeps your muscles firm and strong. When 
combined with proper nutrition, it also keeps your bones 
strong. This exercise includes: weight lifting (it can be light 
weights), calisthenics, and machines, which provide resistance.
Unless you are an athlete or compete in sports you don’t need 
to spend a large amount of time exercising. Like anything 
else, you can overdo exercise and then you will receive less 
benefit from it. It is better for you to exercise in moderation.

4. DON’T SMOKE
If you are serious about maintaining excellent health, it is important to stop smoking or to 
never start. It is damaging to your health.

5. EAT WELL
Fresh fruits and vegetables are among the most important foods you can eat. A variety of 
colors in fruits and vegetables are better for you because they contain different types of anti-
oxidants. Antioxidants strengthen your immune system and slow the aging process. Fresh 
produce is best, frozen is second best, and the least nutritious are canned fruits and vegetables.
It is good to eat some raw foods such as vegetables, fruits, nuts, and seeds. They contain en-
zymes which are frequently destroyed when the food is cooked. Enzymes help with your di-
gestion and increase your energy. If you eat a salad with one or two meals a day, you will be cre-
ating a great and healthy habit. When you eat raw food, know your sources to avoid bacteria 
contamination. Whole grains, beans, seeds, and nuts are good for you. Raw nuts, seeds, fruits, 
and vegetables give you energy and contain vitamins and minerals. Your brain also requires 
nutrients to function well. For example, your brain uses glucose which you can get from fruit 
and whole grains.

It’s best for your health for you to avoid or reduce fast foods, foods high in salt, saturated 
fat, and sugar. Following these simple and common sense health tips can increase your chances 
of living a healthy and enjoyable life.

6. GOOD DENTAL hYGIENE
Many dentists say that brushing and flossing your teeth at least once a day may add a few years to 

your life. Many forms of bacteria, which cause illness, start in your mouth. Good dental hygiene 
reduces the amount of harmful bacteria in your mouth and prevents it from entering other 

l l l
“I liked the stories about real people. The 

course was amazing and worthwhile for my 

future. I can use these strategies for better 

health, concentration, school success, and 

whatever else I want to apply them to.”

—John Saucedo
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organs in your body. The loss of teeth is often due more to gum disease 
than problems with the teeth themselves. Taking a few minutes a day to 
brush and floss your teeth is a healthy habit that will keep you smiling.

7. GET ENOUGh SLEEP
Getting enough sleep is important for staying healthy. If you 

are not getting enough sleep at night, try a power nap dur-
ing the day. Lack of sleep over time can damage your health. It 
also can reduce your ability to concentrate, impair your memory, 
and lower your energy, which you need to succeed. Use good 
time management principles discussed earlier so you can find 
enough time to get the sleep you need. Sleep benefits both your brain, body, and soul

8. ALCOhOL AND DRUGS CAN DAMAGE YOUR hEALTh
Alcohol is a depressant and destroys brain cells. It impairs your physical and mental 
functioning. Alcohol also contributes to many accidental deaths, illnesses, and unsafe sex and 
violence. If you drink alcohol, then drink in moderation. Avoid binge drinking. If you think 
you have a serious drinking problem, then seek help.

Drugs are as damaging as alcohol and some do greater harm. If you are arrested you can go to 
prison, damage your reputation, have problems finding a good job, lose valuable relationships, 
and destroy your peace of mind. If you have a problem with drug use or addiction, seek 
counseling and help from detoxification centers or support groups like Alcoholics Anonymous 
(AA) and Narcotics Anonymous (NA).

___ I avoid unhealthy foods containing lots of salt, fat, and sugar most of the time.
___ I eat several servings of fruit and vegetables every day.
___ I drink plenty of water each day.
___ I brush and floss my teeth daily.
___ I very seldom eat fast foods.
___ I have a regular exercise program.
___ I do some aerobic, flexibility, and strength training exercise each week.
___ I get enough sleep almost every night.
___ I avoid situations that put me at risk of injury or harm.
___ I don’t abuse alcohol or use illegal drugs.
___ Total score for health habits. 

l l l
“I became motivated to improve 

my health habits. Thank you for the 

inspiration.”

—Luz Sanchez

TIME
MANAGEMENT

TIPS

tim
em

anag
em

ent.com

ACTIVITY 3.3 Rate your health habits. Check those that are true.
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___ I feel happy and grateful most of the time.
___ I am rarely depressed.
___ I manage stress well most of the time.
___ I do not expect perfection from myself.
___ I have wonderful relationships where I both give and receive love.
___ I can and do express my feelings often.
___ My sense of self-worth and self-esteem are good.
___ I am able to forgive myself and others for past mistakes.
___ I don’t abuse drugs and alcohol.
___ I bounce back from tragedies and life’s difficulties.
 ___ Total score for mental health.

Make an investment today in your physical and mental health to increase your energy, ability 
to concentrate, and your feeling of well-being.  Your state of health will  affect your ability to 
learn, succeed, and make your dreams come true

ChAPTER 3 MAIN POINTS

À Time is your most precious resource because it is irreplaceable, and as it goes by, so 
does your life.

À Focus more of your time and energy on 20% of the activities that bring you the 
best results.

À Planning, prioritizing, and using time management tools will help you to manage your 
time wisely.

À By spending more of your time doing what you think is important, but not urgent, 
you will reduce stress and accomplish more.

À Your physical and mental health affects each other and every other part of your life.
À Exercise and good nutrition will improve your physical health and increase your en-

ergy, which is needed to achieve your dreams and goals.
À Good physical and mental health are attainable for you and will improve your 

concentration, ability to learn, and your chances for success in college.

MAYO CLINIC
Stress Assessment
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ACTIVITY 3.4 Rate your mental health. Check all that are true.
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Manage Your Time  
By Raymond Gerson 

Manage your time, 
to get off of the dime,  
Play your best role,  
and go for your goal. 

Take positive action,  
and find satisfaction.  
Plan your day,  
and you’ll find your way. 

Follow your plan,  
know that you can.  
You can be shrewd,  
don’t go by your mood. 

Use pockets of time,  
it will help you to climb,  
the latter of success,  
and not get stressed. 

Cut out distraction,  
avoid the inaction.  
Focus your attention,  
Increase your comprehension. 

Pursue your destination, 
to overcome procrastination.  
Take steps that are small,  
and you will not stall. 

Life goes by fast,  
much time has passed.  
Make the rest worthwhile,  
You can do it with style. 

In Chapter 4, you will be learning strategies to use when reading and taking notes so you can 
get the most from your textbooks and class lectures.
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Your reading ability and comprehension are strongly related to succeeding in college. You 
need good study skills for purposeful and worthwhile learning to occur. Effective study 

skills are centered on your reading and writing ability. If you can’t read well, you will not do 
well in college. Not only will you need to understand words, but you must be able to get the 
hang of ideas, meaning, theories, and concepts.

The key to your being a good reader is for you to be an active, not a passive, learner. If 
you are a passive learner, you just read the words in a textbook without focused attention and 
without thinking about what you’re reading. If you are an active learner, you think, question, 
and take notes when you read. As an active learner, you read important passages from the 
textbook and write the main points down in your own words. You use study skill strategies as 
an active learner to make sense out of what you are reading.

In this chapter, you will learn about strategies of active learners and how to understand 
and remember more of what you read.

Make 
Learning Easier...
Discover How to 
Read, Study, and Understand 
Textbooks

C
h
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aChieve College SuCCeSS: learn how in 20 hourS or leSS
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Reading
Strategies

Be an active reader

Create study 
guides and  

practice tests

Break  
reading periods 

into chunks

Preview chapters

Explain paragraphs  
to yourself out loud

Annotate and ask 
questions

ChaPter 4  Make Learning Easier … Discover How to Read, Study,  and Understand Textbooks

“Learning without thought is labor lost.” —Confucius

Benefits of Excellent Reading Skills
Þ Increases your retention and comprehension
Þ Improves your ability to focus
Þ Improves your self-esteem and self-confidence
Þ Increases your learning satisfaction 
Þ Stimulates and develops your critical thinking skills
Þ Improves your self-management skills
Þ Learning becomes more enjoyable for you
Þ Attain higher levels of achievement
Þ Reduces your test anxiety

Now let’s look at strategies you can use before, during, and after reading.

Strategies You Can Use Before Reading
1Create and use the right study environment. Choose a location where you can 

eliminate or reduce distractions, have enough room for your materials, and won’t have 
constant interruptions.

2Choose a time when you feel rested and alert. If you are sleepy, take a short nap 
before studying. Eat a healthy snack if you need some energy. 
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3 Ask yourself what you already know about the subject. Connecting what 
you’re already familiar with to the new material will make learning easier for you.

4 Set goals and know the purpose of your study session. Ask yourself what is it 
you are trying to learn. For example, are you preparing for a test or to write a paper? These 
are different purposes, and you will study for them in different ways.

5 Preview the chapter(s). When you preview chapters before reading them, you will 
gain a comfort level with the material that you are going to read. You will know what 
the chapter is about and where you are going. It’s like you are looking at a map before 
you take a trip. When you look over the chapters, form the habit of turning headings 
and sub-headings into questions. This will help you to focus and to get a better idea of 
what the author is saying.
When you preview chapters, glance at: 
Chapter headings and sub-headings, introductions, questions, pictures, charts, bold 
or italicized words, and summaries or conclusions. 
It will only take you a few minutes to preview a chapter and this provides a good 
overview. This overview will help you understand and retain more material when you 
read the chapter. 

Strategies You Can Use During Reading
1 Break up your reading and ask questions. Read a section of the chapter and 

then ask yourself questions about what you read. Check your understanding of the 
material. This process will help keep your attention focused on what you are reading. If 
your mind wandered while reading, you will know it when you pause to ask questions. 
If you lost focus, you can go back and reread the section.
Reading one section at a time will increase your comprehension and retention of the Reading one section at a time will increase your comprehension and retention of the Re
material. While reading each section, anticipate and guess questions that might be on 
your next test. Jot down these questions and make them part of a practice quiz that you 
will take before the actual exam is given.
Read in chunks followed by taking small breaks.Read in chunks followed by taking small breaks.Re  For example, read for about 
thirty to forty minutes and then break for a few minutes. You will retain more 
information this way. Studies have shown that you will remember more at the 
beginning and ending of a reading session. So you can purposely create many 
beginnings and endings by breaking up your reading. Many people find that 
their concentration begins to fade after thirty to forty minutes. Use this knowledtheir concentration begins to fade after thirty to forty minutes. Use this knowledtheir concentration begins to fade after thirty to forty minutes. Use this know ge to 
your advantage. 

2 look up words you do not understand. Keep a dictionary and a thesaurus handy. 
A good vocabulary will increase your success in school and life. Many high level execu-
tives and CEOs have vocabularies second only to college English professors. If you do 
not understand individual words, it will be difficult to comprehend the meaning of the 
sentence that contains those words.

3write summaries of what you are reading. You can do this in a separate note-
book or in a section of the notebook you use for class notes. Write a brief summary in 
your own words after reading the chapter - or after reading each major section of the 
chapter.

4Create study guides. Here are examples of study guides to help you study effectively:
A. Create flash or study cards.Use 3 x 5 cards for learning and memorizing vocabu-

lary words, definitions, and the meaning of scientific and other terms. Write the word 
or question on one side of the card and the definition or answer on the other side. 
Study cards are great for helping you memorize information, but you still need to 
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understand the concepts. One advantage of study cards is that you can take them 
with you to use when you are waiting at the doctor’s offi  ce, waiting in line, or when 
you are in other situations where you have small chunks of time available. 

            EXAMPLE OF A STUDY CARD
B. Create outlines. Outlines are a good way to organize your thoughts and the 

material you are reading. Th ey are especially eff ective if you like to structure 
material in a sequence or linear fashion. 

Using Dissatisfaction to Find Work That Matters
By Raymond Gerson

One clue for discovering work that matters to you can be found by noticing your 
own dissatisfaction with problems you see in the world. Are there problems that 
inspire compassion for others? Do you see problems or needs that make you feel 
sad or angry? Is there a need that you would like you fulfi ll if you had the power 
to make a diff erence? 

Dissatisfaction can be positive if you use your discontentment to make a 
contribution. How can you use your talents and skills to help fi ll a need you see in 
the world? Aristotle put it this way, “Where your talents and the needs of the world 
meet, there lies your vocation.” 

Now fi ll in the numbers and letters below with what you consider to be the 
main points: 

1. Main point here:
 a. Supporting point: __________________________
 b. Supporting point: __________________________

2. Main point:
 a. Supporting point: __________________________
 b. Supporting point: __________________________
 c. Supporting point: __________________________

C. Create idea maps. Th ese are especially good for visual learners. An idea or mind 
map (also referred to as “think link”) is a picture of the main lessons that shows 
how they are connected to each other. Idea maps are diagrams used to represent 
ideas linked to and arranged around a central idea. Ideas branch out from the cen-
tral idea, and there is no limit to the number of branches and connections that you 
can create. See Figure 4.1.

What is annotation?

Front

Writing key ideas in the 
margin of the text in 

your own words.

Back

ACTIVITY 4.1 Outline the main points in the article below.
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D. Create timelines. Th is study aid involves putting events in chronological order 
or in a sequence of events, usually in the order they occurred. It is a good study 
guide for courses like history where you can list historical events in order of occur-
rence and prominent people who were associated with those events. Table 4.1 is an 
example of a timeline of major losses in the life of Abraham Lincoln.

E. Practice annotating and annolighting. Annotating consists of writing key 
ideas in the margins of the textbook in your own words. Annolighting consists of 
highlighting key words and phrases and annotating these highlights in the mar-
gins. In other words, you are explaining the highlighted words and phrases.

Table 4.1 Abraham Lincoln’s Major Losses and Failures

Year Temporary Defeats

1832 Defeated for state legislature

1833 Failed in business

1835 Sweetheart died

1836 Nervous breakdown

1838 Defeated for speaker

1854 Defeated for U.S. senate

1856 Defeated for V.P. nomination

1858 Defeated for U.S. senate

1860 Success—elected U.S. president
  

It is best not to highlight on the fi rst reading. Skim a section aft er you have 
read it; then, highlight only key words and phrases instead of whole  sentences. 

Source: Developed by Raymond Gerson. Based on Tony Buzan. Use Both Sides of Your Brain: New 
Mind Mapping  Techniques. Plume, 1991.

FIGURE 4.1  IDEA MAP

Goals

Financial

Spiritual Career

Education

Mental

Save 10% 
of income

Social

Physical

Reduce 
expenses 

by 10%

Family

ACTIVITY 4.2
Create an idea map for the seven goal categories, but also expand each of them 
into another branch as in the fi nancial goal example.
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When students highlight on the first reading, they 
tend to highlight too much and this defeats the pur-
pose of highlighting. Highlighting helps to identify 
main ideas and bypass less important information. This 
increases comprehension and retention of material. 
It is best to highlight only 15%–25% of the material.

Determine your purpose; then highlight. For exam-
ple, is your purpose to identify main ideas or were you 
asked to understand the author’s philosophy on a particu-
lar subject? Your purpose and goal for the text will deter-
mine what is best for you to highlight. You should only 
highlight words you think are necessary to understand 
important ideas in a sentence.

Example of Annolighting
Note: The italics on the right represent written comments in the margins.

Work as an Art Form and You as the Artist
By Raymond Gerson

Anyone who responds to an inner calling to fulfill a worthy purpose, Anyone who responds to an inner calling to fulfill a worthy purpose, envi-envi-
sionssions their goalgoal, and then brings this visionvision into realityreality and form is an artistartist. In 
this way your workwork can be a form of art. Gibran said, “WorkWork is lovelove made vis-vis-
ibleible.” When you love what you do, your workwork becomes an expressionexpression of lovelove. 
It is natural to desire to expressexpress the bestbest of yourself in the world through your 
vocationvocation. This is how the innerinner (that which needs to be expressed from within  (that which needs to be expressed from within 
you) becomes the outer visible form of your work.you) becomes the outer visible form of your work.you) becomes the outer visible form of your work.

An architect envisions a architect envisions a building, drawsbuilding, drawsbuilding, draws it on paper, and eventually it takes 
the formthe form of a buildingbuilding. A teacher teacher sees the resultsresults he or she wants the students students 
to achieve,achieve, conveys this expectationexpectation to the students, and inspiresinspires them to rise rise 
to the level of expectationexpectation. Both the architectarchitect and the teacherteacher are like artists artists 
who paintwho paint their  their masterpiecemasterpiece. Laurence G. Boldt,Boldt, in his wonderful book, Zen and 
the Art of Making a Living put it this way, “You can experienceexperience your everyday  your everyday life life 
as art by bringing inspiration and absorption, creativity and resourcefulness,  by bringing inspiration and absorption, creativity and resourcefulness, 
play and delight.” 

When you are inspired and in the flow, your work becomes a form of art.When you are inspired and in the flow, your work becomes a form of art.When you are inspired and in the flow, your work becomes a form of art.When you are inspired and in the flow, your work becomes a form of art.When you are inspired and in the flow, your work becomes a form of art.

Be an artist. 
Picture what 
I want and 
bring into form. 
Be inspired! 
Create.

Follow heart, 
see goal, make 
happen and 
you're an artist.

l l l
“I found this book to be very easy to 
read and understand. I have learning 
disabilities and sometimes have 
difficulty reading and understanding 
what I read. But this book was an 
exception to that. It was a great book. 
Professor Gerson gave good tips. 
I found it to be encouraging and 
positive. I would recommend this class 

to any incoming freshmen.” 

—SAM LEEPER
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Small Habits Can Transform Your Life
By Raymond Gerson 

Your day-to-day habits have an increasing eff ect over time. Positive habits bring positive 
results and negative habits bring negative consequences.

Small, positive habits done on a regular basis can give you large benefi ts over enough 
time. For example, walking a mile a day might seem like a small habit, but in one year you 
would have walked 365 miles and in ten years you would have walked 3,650 miles. Imagine 
the benefi ts to your heart and respiratory system after ten years of walking just one mile a day.

On the other hand, let’s say you drink one can of soda a day. This gives you the equivalent 
of ten teaspoons of sugar a day. What eff ect will this have on your weight and long-term health 
compared to a healthy habit like walking? 

Your habits may seem small, but they can have big eff ects. Habits tend to be di∞  cult to 
break and can easily follow you through life. So doesn’t it make sense to replace your negative 
habits with positive ones and to add new positive habits to your life? You can use small positive 
habits to maintain excellent health, to achieve your dreams, and to live a fulfi lling life.

ACTIVITY 4.3 Annolight the following article from Chapter 1.

l l l
“What I liked was how many diff erent 

techniques there are to help me 

read better.” 

— ELIzABETH ELLIS
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Small Steps to what You want
Questions Annotations

What is kaizen?
Lao Tzu said, “A journey of a thousand miles must begin with 
the first step.” The Japanese word kaizen means small steps for 
continued improvement.

Keep stepping up.

How can I make the 
journey to my goals 
manageable?

Any large goalgoal or project can be broken into small steps which  or project can be broken into small steps which 
leads us to the achievement of the goal.leads us to the achievement of the goal.leads us to the achievement of the goal.

Break down large 
goals into smaller 
ones.

How can I over-come 
fear of big goals and 
remain self-confident?

According to Robert Maurer, author of One Small Step Can 
Change Your Life, taking small steps helps us to bypass fears that  taking small steps helps us to bypass fears that  taking small steps helps us to bypass fears that 
often arise when we are facing big changes. An overwhelming 
task does not seem daunting when we break it down into small 
steps. Fear and anxiety restrict our ability to think clearly and to 
be creative. When we take small steps to large goals we remain be creative. When we take small steps to large goals we remain 
relaxed, confidentrelaxed, confident, and thinkthink more think more think clearly.

Take small steps.

What is an example of 
using small steps to 
reach a big goal?

I started weight lifting when I was eighteen years old. I could only 
bench press 75 pounds. Two of my bench press 75 pounds. Two of my weightsweights were a  were a quarter of a  of a 
pound each. I would often tell myself that I should be able to lift a 
half pound more weight and I would add these small weights to 
the barbell. In a few years, I was able to bench press 300 poundsthe barbell. In a few years, I was able to bench press 300 pounds
at a body weight of 145 pounds. This is an example of using 
small incremental steps to  to accomplish a big  a big goalgoal. I kept increas-
ing the weight by a small amount, consolidated my gains, and 
in a few years was lifting 225 pounds more than when I began in a few years was lifting 225 pounds more than when I began 
weightlifting. It is amazing what can be accomplished with small 
incremental steps. 

You can decide what you You can decide what you want in life, whether it is a great  in life, whether it is a great 
relationship, career, or any other goal. Then begin taking small small 
steps toward your goal until you achieve it. steps toward your goal until you achieve it. steps toward your goal until you achieve it. 

Weight lifting. Keep 
adding small weights 
to make big gains in 
strength.

How can I make my 
dreams and goals 
come true?

Now you have a combination of two simple, but powerful strate-
gies to increase your understanding and memory of what you 
read. Try combining questions with read. Try combining questions with annotation and you will  and you will learn 
faster, easier, and better. faster, easier, and better. faster, easier, and better. 

Decide what you want 
and go one step at a 
time.

Combining Questions and Annotation
You can add questions on one side of your text and annotate on the other side, if your book has 
enough margin space. If there is not enough space you can use your notebook. People usually 
think in questions and answers. When you read a section in your book certain implied questions 
are answered by the author. You can ask questions which were answered by what you read. This 
practice will engage you with your reading. You will become an active reader, and it will help you 
to stay focused and to understand what you read. And, it makes reviewing for your test easier.

Annotation is even more powerful as a strategy when you combine it with asking questions. 
When you prepare for your test, you can review your questions on one side and your answers 
(annotation) in your own words on the other side. You can cover your answers while looking 
at the questions and use them as a self-test.

Let’s look at an example where I used this strategy for an article I wrote about taking small 
steps to your goals.
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       listen to Your life and Discover the work You were Born to Do
Questions Annotations

“Is the life I am living, the same as the life that 
wants to live in me?” These are the words of Parker 
Palmer from his book, Let Your Life Speak: Listen-
ing for the Voice of Vocation.

Are you living your life based on “oughts” and “shoulds” or 
on what your life and inner voice are calling you to do?  It is 
easy to fall into the trap of pursuing a career because you 
or others believe this is what you “ought” to do. And yet, to 
“follow your bliss” and to discover the work that you were 
meant to do, you must listen to your heart.

Parker Palmer spent years in vocations, which were not 
aligned with his true nature and best talents. This resulted 
in his being depressed for many years of his life. Even-
tually, he returned to teaching and helping educators. 
This work was in harmony with the life that wanted to be 
expressed through him. Greater job satisfaction and the 
ability to make a positive contribution was the result.

One of my college students was depressed and was self-
sabotaging by missing classes and turning his school 
work in late. For years, he and others believed that he 
“should” become a nurse. More self-refl ection helped 
him to realize that nursing would not be fulfi lling. He had 
worked in hospitals before and did not enjoy it. Recalling 
the joy of being an athletic trainer’s assistant while in high 
school made him realize that he wanted to go in a diff erent 
direction. For example, he remembered patching up the 
quarterback who went back into the game and scored 
the winning touchdown. This experience made him feel 
joy and a sense of purpose and accomplishment. 

My student changed his college major and began pursu-
ing the goal of becoming an athletic trainer. His depres-
sion disappeared, papers were turned in on time, and he 
attended every class. He was inspired, happy, and self-
motivated. His grades began to improve, and he seemed 
like a diff erent person.

This is an example of what can happen when you stop 
living your life according to “oughts” and begin living the 
life that wants to live in you. The clues to a career that is 
right for you are in your life. Let your life speak and then 
listen to your own inner voice. This is one way to discover 
the work you were born to do.

ACTIVITY 4.4
In the following article, write questions on one side and your 
annotated comments on the other.
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The following two articles were blogs that I wrote for one of my websites. They are about 
a simple reading comprehension strategy that has done wonders for many of my students. 

Reading Comprehension Strategy Makes Student Scream
Why did a student in a college psychology course let out a loud scream of 
delight, leap out of her chair, run down the aisle, and then give her professor 
a big hug? Read on for the rest of the story.

A friend of mine is a professor of psychology who is also helping his students to 
improve their reading comprehension. He gives tough exams, and many of his stu-
dents fail the tests, unless they understand the concepts and principles. 

Last semester, he started advising a few students, who were failing, to read each 
chapter three times. He advised these students to stop after 
reading each paragraph and explain it out loud to themselves. 
Instructions were not to go to the next paragraph until they could 
explain the meaning of the preceding one. This strategy was 
being offered to the students to help them become active read-
ers in which they thoroughly engaged with the material for under-
standing and then through repetition stored the information in 
their long-term memories.

Several students who used this strategy went from making 
“Fs” to making “As.” One of the students was so excited when she 
received her grade of “A” that she hollered out loud, bolted from 
her seat, ran down the aisle toward her professor and then gave 
him a big hug. Prior to this experience, she was failing all of her 
college courses in spite of reading the chapters in her textbooks.

Now, my friend has decided to conduct an experiment and do some action 
research to find out which of three different strategies will improve reading compre-
hension and test scores the most.

One group of students plans to read the chapters once before the next test, but 
will also pause after each paragraph and explain it out loud. They are not to go to 
the next paragraph until they understand the meaning of the preceding paragraph. 
Group 2 will read the chapters three times, but will not pause and explain the para-
graphs. Group 3 will read each chapter three times and will also explain each para-
graph three times.

Which of these three strategies will work best and in what order? Which 
group will make the highest scores? Which one will prove to be the most effec-
tive reading comprehension strategy? Read the following article to find out.

Reading Comprehension Strategy Makes Student Scream (Part 2)
I promised to give you the results of my friend’s study. Before I share his com-
ments and results, I want to share what has happened with a few of my students.

A couple of my students made failing grades on two of my quizzes. I asked 
them to prepare for the next exam by reading the chapter once, but to stop 
after each paragraph and explain it out loud. The latest brain research indicates 

l l l
“I have always had problems with reading 

comprehension and keeping my attention 

on what I am reading. After I started using 

the reading strategies in this chapter my 

test scores went from Fs to As.”

— ADRIANNA VASQUEz
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that most people can remember 90% of what they teach or explain compared 

to 10% of what they hear and 20% of what they both hear and see. Both of my 

students tried this strategy, and they made As on the next quiz. Another stu-

dent improved from a D average on previous quizzes to a B after using this 

technique.

My friend is Lynn Skaggs, PhD and professor of psychology, at Central 
Texas College. Here are his results in his own words: 

“The results were really good. I had 25 students participate and were pretty 

evenly distributed among the three groups: 

Group 1 – read once, summarizing each paragraph out loud before going to 

the next paragraph;

Group 2 – read the chapter three times;

Group 3 – do both.

I compared their grade with the average on their previous two tests.

Group 1 – grade increased 23%

Group 2 – grade increased 21%

Group 3 – grade increased 24%

There is really no significant difference in performance among the groups. The 

increase is the equivalent of a student averaging 75 increasing to a 92.

A confound was that almost all of Group 3 had good grades on their previous 

two tests, so their ability to improve was very limited. So, I looked at only students 

who had D or F averages:

Group 1 – increased 28%

Group 2 – increased 28%

This is the equivalent of a student with a 60 average increasing to 77 – from 

failing to passing.

Group 3 – There was only one student with D or F in this group, but his grade 

increased 57%!

Since there is really no difference between the study techniques, it probably 

comes down to a student finally studying, period, and using almost any 

technique that requires lots of involvement with the text. 

The main technique error is in barely studying the text and focusing on notes 

taken from the text instead. That seems to be a recipe for failure. 

Read the text, read the text, read the text is the recipe for success. However, 

the most important ingredient for success is for the student to make the effort 

to study and stop texting friends!”

Source: Lynn Skaggs, PhD, Central Texas College 
Reprinted with permission.
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Focused Attention is a Key to Success
One of the secrets of successful people is their ability to focus on the task at hand. 

Concentrated attention is the key to achievement in sports, school, relationships, and in 
your career. 

Concentrated attention is similar to the power of focusing the rays of the sun through a 
magnifying glass on to a piece of paper. It burns a hole through the paper because the 
sun’s rays are magnifi ed. Similarly, you can magnify your results with concentrated attention.

Make a list of your priorities for each day. Tackle these tasks, which you identifi ed as 
important one-by-one. Treat each task that you are doing as the most important activity of 
the day. This will help you to be totally present in the here and now. Do each activity with 
enjoyment and enthusiasm, if possible. If you are unable to be enthusiastic, at least do the 
activity with your attention until you have completed the task or reach an appropriate stop-
ping point. Then, scratch it off  of your to-do list (if it is unfi nished, add it to tomorrow’s list) 
and approach your next priority in the same way. This may not sound cool in this age of 
multi-tasking, but it will give you excellent results.

Be like a scientist and try this approach of focusing your attention on one task at a time 
as an experiment to see if it works for you. I think that you will be pleased with the results.

Strategies You Can Use after Reading
1 Review the text. Pay special attention to your highlights and annotations. Th e more 

oft en you review, the more you will remember. Review again as close to the time of 
the test as possible. If you can review in the morning before you take the test, this will 
ensure the material will be fresh in your mind.

2 Review your study guides. If you haven’t created any study guides, it is not too late 
to do so as you read. You can also create study guides aft er you have completed reading 
the chapters. Use whichever study guides seem best for the 
situation. Use the ones that work best for you.

3 Review your notes from the textbook reading and 
from class lectures. Note taking will be discussed later in 
the next  chapter.

4Create a practice test with anticipated questions. Th is 
can be a powerful study method. You can do this alone or - 
even better - with a couple of your classmates. Each of you can 
develop questions.

 You can come up with more questions together than by 
yourself. If you anticipate even half of the questions that will 
be on the test, it will be a big advantage for you. You will be 
able to answer those questions quickly and easily; then you 
can concentrate on the questions that you didn’t anticipate. 
Th is will reduce your test anxiety and increase your level of 
self-confi dence during the exam.

5 After you have read each chapter in the text, write a 
fi nal summary. Distill the material into the main points and ideas.

6 teach others what you have learned. Th e teacher learns as much or more than 
the student. When you teach the material you learn and retain it better. You strengthen 
what you already know and gain new perspectives or ways of looking at the material.

ACTIVITY 4.5
Read the following article one paragraph at a time. Explain each paragraph out 
loud to yourself or to another person.

l l l
“The most valuable part of this book and 

class for me was the chapter on how to read 

and study text books. It helped me to study 

better. For example, I was going to take a 

reading vocabulary test in another course. 

My goal was to make a 90, but I exceeded 

my goal and made a 97. The material in this 

book was very useful and helpful because 

it was easy to understand what the author 

was trying to convey.”

— ELIDA MEDRANO
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 You can teach lessons to younger brothers or sisters, to friends, or if you have children 
who are old enough, you can teach them. Getting together with a couple of classmates 
off ers an opportunity for you to teach each other. Each one of you can be responsible 
to teach diff erent parts of the material to each other.

7 Seek help if anything is not clear. If you are having diffi  culty understanding 
anything from the text or class notes, seek assistance. For example, see if tutoring is 
available. You can also seek assistance from a classmate or from your instructor.

Th e key to eff ective reading is to be:

 A. An active learner.
 B. A passive learner.

C. A genius.
D. A speed reader.

Correct answer is A.
Now you have a variety of reading strategies to use. Be systematic, like a scientist, 
and experiment with these diff erent strategies to fi nd out what works best for you.

Retrieval learning Practice for Student Success
When I was in college I decided to try self-testing to see if it would improve my grades. I 

created my own practice quizzes and answered the questions before I was tested on the mate-
rial by my professors. Th e result was that my retention of material and grades improved. I also 
forgot less information over a semester compared to how I was doing before.

Th ere are now many research studies which have demonstrated that self-testing is a pow-
erful and eff ective method of learning. In the book, Make It Stick: Th e Secret of Successful 
Learning,Learning,Learning the authors review numerous research studies that validate the eff ectiveness of 
self-testing or “retrieval learning practice” for students. Self-testing can take the form of fl ash 
cards, creating practice quizzes or writing summaries of the main ideas.

Self-testing is a retrieval practice for recalling facts and ideas from memory and is a more 
eff ective strategy than re-reading according to many studies which are referred to in Make It 
Stick. Retrieving information strengthens memory and interrupts forgetting. It strengthens 
neural pathways and makes it easier to recall the information in the future. Th e learning is 
deeper and more lasting. Th e other advantage of self-testing is that students can identify what 
they do not know or have forgotten. It gives students a realistic picture of what they remem-
ber and understand about the material so that they can improve.

In addition to encouraging students to do their own self-testing, educators can give prac-
tice quizzes and/or frequent short quizzes as part of their grade. One college professor who 
was mentioned in Make It Stick was in the habit of giving students only a mid-term and fi nal 
exam during the semester. He was dissatisfi ed with overall student attendance and grades. 
Th is professor decided to try a diff erent approach and he replaced the two major exams with 

ACTIVITY 4.6
Review the main points of what you have read in this chapter. Create a brief prac-
tice quiz. Write fi ve multiple choice questions in your  notebook with four possible 
answers for each question. Only one choice will be correct. Here is an example:
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quizzes every week. Student attendance, grades, retention and understanding of material 
increased significantly.

One study cited in the book was done with an eighth grade science class. One group 
of students reviewed all of the course material three times during the semester. The second 
group of students were given low-stakes quizzes with feedback three times during the semes-
ter. The first group of students averaged a C- in the course. The group of students who took 
the low-stakes quizzes averaged an A- in the course.

Whether you are a student, educator or someone interested in improving your capacity to 
learn, using self-testing as a learning strategy is worth a try. Let me know how it goes.

JoURnAl ASSignMEnt  
Try out one of the reading strategies discussed in this chapter. Write at least one page in 
your journal describing your results and what you learned from using the reading strategy.

QUEStionS to AnSwER in YoUR JoURnAl
AnD DiSCUSS with othERS

Þ What are my greatest strengths and weaknesses as a reader?
Þ Which of the reading and study strategies discussed in this chapter appeal to me the 

most? How will these strategies benefit me?
Þ What is one reading strategy that I will use right away and how will I use it?
Þ What was the most important lesson that I gained from the student success story in 

this chapter?

AUthoR’S notE
I had a student in one of my classes who was reading at seventh grade level according 
to her score on the Texas Success Initiative. This was the lowest reading level of any-to her score on the Texas Success Initiative. This was the lowest reading level of any-to her score on the Texas Success Initiative. This was the lowest reading level of any
one in my college success course. She failed my first two quizzes with scores of 40 and 
50. I asked her to try the strategy of reading a paragraph in the text and then explain-
ing it (teaching it) out loud to herself. I asked her not to go to the next paragraph 
until she understood the previous one. On the next quiz she made a 100.
On every quiz after that, she continued to make A’ s. When I asked what she was 
doing to go from Fs to As, she said that she was following my advice and explaining 
each paragraph in the book to herself out loud. As a result of practicing this strategy, 
she was consistently out scoring other students with higher reading scores. She told 
me that using this one strategy transformed her life, helped her to develop a success 
mind-set, and gave her the confidence that she can succeed in college.
I suspect that her low reading score on the Texas Success Initiative was at least partially 
due to a reading attention problem. When she learned a way to focus and keep her 
attention on what she was reading, better comprehension was the result.
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Student Success Story
In one of my courses, I ask the students to write a paper about their educational jour-
ney from elementary, middle school, and high school, which led them to college. The 
paper usually reflects their learning experiences, obstacles, and what it took to get them 
to college. In the following story, a former student shares part of her educational journey.

My Educational Journey
By Angelica Rubio

As I began my education years ago, I entered with high hopes. My future was 
bright and I was ready for the adventure. Somewhere along that journey, my prom-
ising future tumbled right before my eyes. It didn’t happen over night; it was more 
of a slow deterioration of everything I had dreamed of becoming.

Looking back on those early years, I remember who and what I once wanted to 
be. I was a typical child who dreamt of being a veterinarian. It seems a little silly 
to me now, but then I believed it was within my grasp.  I had all the potential to 
become anything I wanted because of all the effort and determination I put forth. 
It was amazing how learning came so natural to me even at this early age. I was 
always a straight A student and was very involved in my education. 

Then, junior high came along and I was so thrilled.  I was ready for the bigger 
and better challenges that came along with it. Although it was a big transition from 
elementary I never once allowed it to prevent me from always giving 100%. While 
there, I explored my learning abilities, which ultimately led to many achievements 
and awards. So many people around me believed that if I continued on this path, I 
was sure to succeed in a college career. As my junior high years came to an end, 
I was ready for the next challenge – high school.

High school, to me, was a whole different ball game. In a way, I guess you could 
say that I let the glamour of it all get the best of me. There were so many new 
things to experience, and I took the phrase, “have the time of your life” a little too 
literal. I used to think these four years were the best times of my life; boy how I 
was wrong! Somehow my love for school became just one big social occasion for 
me. My grades quickly dwindled down to ones that I could never have imagined. I 
took a long, hard drop to the bottom of the pit; it was such a disappointing feeling. 
Toward the end, I tried to make up for all the time lost, but I was a little too late. So, 
eventually, I quit and let down all those people who for years believed so strongly 
in me. Overall, what hurt the most was letting me down. Deep down I still had faith 
that somewhere, somehow, I would be somebody.

With all said and done, here I am today, a new Angelica who’s ready to conclude 
that journey that I cut short so long ago. It may have taken me a little while, but I 
see it as better late than never. When I finally decided to start where I left off, I met 
someone who made me believe again. This woman not knowing anything about 
me had so much confidence in my ability. Today, I am thankful for her faith. I am 
at a point in my life where all I want to do is succeed. I am so determined, it has 
become my passion. My whole educational experience to this point is a lesson 
learned. I hope to never look back at what I once was or could have been. Like the 
saying goes, “You live and you learn.” My outlook now is to live and learn another 
day for my future. 
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ACTIVITY 4.7 Goal for the week:

In Chapter 5, you will be learning systems for taking notes in class and better writing skills 
which can improve your grades on objective tests and the quality of your papers.

Active Reader Am I
By Raymond Gerson 

I will focus my attention,
for better reading comprehension,
it is my intention,
to avoid split attention.

I will ask myself questions, 
and teach myself lessons, 
I’m open to suggestions, 
to avoid brain indigestion. 

I’ll break reading into parts, 
and incorporate the arts, 
it requires our hearts, and leads to more smarts. 
Books are to be read, 
to get knowledge in my head,
then I’ll earn my own bread, 
and be able to get ahead. 

Three steps I will take to achieve my goal:

1.  __________________________________________

2.  __________________________________________

3.  __________________________________________

ChAPtER 4 MAin PointS

Þ Your reading ability and study skills are strongly related to college success. Be an active, 
not passive learner.

Þ Use study strategies such as: previewing, breaking up your reading, creating study 
guides, and annolighting to help you to be an eff ective reader.

Þ Ask yourself questions as you read and use them for self-testing.
Þ Explaining each paragraph in your own words and out loud will enhance your reading 

comprehension.
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Note-Taking Skills
TakiNg good NoTeS for School SucceSS
The information presented in your classes by teachers and professors usually contains impor-
tant ideas and material, which will be included on exams. Most instructors include questions 

on exams that come both from the textbook and the class lectures. 
Many students do not realize the importance of listening in class 
with focused attention and taking good notes.

If you are not in class, you cannot listen to the instructor, cannot 
pick up verbal and nonverbal cues as to what is important, and can-
not take notes. So, a major key to your success is attending class.

Note-taking helps you to concentrate on what your teacher or 
professor is saying. It helps you understand and organize the informa-
tion in your textbook that is related to the lecture. 

It is important for you to take good notes and review 
them often because you will forget information rapidly after 
you hear it. The Ebbinghaus Forgetting Curve reveals (Table 
5.1) how much information you will remember with the pas-
sage of time. Hermann Ebbinghaus found that we tend to lose 
more than half of our memory of newly learned knowledge in 

a matter of days and weeks. This tends to happen unless you review the learned material.
So, you can see that if you do not attend your classes, listen attentively, take good notes, and 
review them; you will retain less and less of the material over time.

How 
to Take 
Good Notes and 
Write Well to Maximize 
Your Performance

C
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l l l
“I can now express myself well in my 

notes and through my papers. I realize 

that I can do anything now if I put my 

mind to it. My reading has improved.”

— THeresa HerNaNdez

acHIeve colleGe success: learN HoW IN 20 Hours or less
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Note-Taking
strategies

You must attend  
class to take notes

Provides you with 
a way to review 
class lessons

Note-taking helps 
you listen and 
concentrate

capture main 
ideas

Watch for verbal and 
non-verbal cues

use a note-  
taking system

ChaPter 5 How to Take Good Notes and Write Well  to Maximize Your Per formance

“True ease in writing comes from art, not chance.” — alexander Pope

Table 5.1 The ebbinghaus  
Forgetting curve

Time Amount Recalled

 20 minutes 58.2%

 1 hour 1 hour 44.2%

 9 hours 35.8%

 1 day 33.7%

 2 days 27.8%

 6 days 6 days 25.4%

 31 days 21.1%

100

50

0
Time

A
m

ou
nt

 R
ec

al
le

d

Source: Hermann Ebbinghaus, Memory: A Contribution to Experimental Psychology, (1885). Translated by Henry A. Ruger 
& Clara E. Bussenius (1913). Originally published in New York by Teachers College, Columbia University.
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Benefi ts of e≠ ective Note-Taking
Þ Important information is recorded and available to you for review instead of forgotten

Þ Helps you to concentrate in class, stay alert, and be an active learner

Þ Helps you organize information

Þ Complements and makes information in the textbook easier for you to understand

Þ Improves your grades on exams and class assignments

Þ Builds your critical thinking ability

Þ Builds your listening skills

Þ Provides you with information to study that may not be in the textbook

Þ Improves your overall learning

active listening is important for e≠ ective Note-Taking
Active listening means that you are engaged with the lecture. You can do this by:

Þ listening with your focused attention. Th is means being fully present.

Þ asking questions both silently and out loud. You can ask questions silently within 
your own mind and also ask your instructor questions to stay engaged.

Þ Watching for verbal and nonverbal cues. You will fi nd what information is impor-
tant by listening and watching your instructor’s verbal cues and body language.

Þ Writing what you are hearing in your own words. You will understand and remem-
ber your own words better than the words of others. Translate your instructor’s lec-
tures into your own words so it makes sense to you.

Þ evaluating what you are hearing. Analyze and evaluate the information presented 
to separate the important from the unimportant

1.  ____________________________________________

 ____________________________________________

 ____________________________________________

2.  ____________________________________________

 ____________________________________________

 ____________________________________________

3.  ____________________________________________

 ____________________________________________

 ____________________________________________

acTIvITY 5.1
Think about the internal and external distractions that interfere with your ability to 
listen well. list three of these distractions and brainstorm ideas for reducing them.
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NoTe-TakiNg aSSeSSMeNT
decide to what extent each statement applies to you. circle the rating that fi ts you 
best at this time.

rarely sometimes often almost always
I attend my classes. 1 2 3 4

I pay attention and listen with focused attention. 1 2 3 4

I take notes. 1 2 3 4

I take notes in my own words. 1 2 3 4

I ask questions silently and out loud. 1 2 3 4

I use a specifi c note-taking system. 1 2 3 4

I review my notes soon after class. 1 2 3 4

I compare my notes to the textbook. 1 2 3 4

I write down main points and use abbreviations. 1 2 3 4

I review my notes often before my test. 1 2 3 4

1.  ____________________________________________

 ____________________________________________

 ____________________________________________

2.  ____________________________________________

 ____________________________________________

 ____________________________________________

3.  ____________________________________________

 ____________________________________________

 ____________________________________________

acTIvITY 5.2
list your three biggest note-taking problems. Brainstorm several possible solu-
tions to each problem.
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TiPS To helP You Take effecTiVe NoTeS
1. attend your classes. attend your classes. a You cannot take notes if you are not in class. It is also important to 

be rested and alert when you take notes. Take your textbook, notebook, pens, and other 
materials that you will need to class so you can take good class notes. It will really help if 
you read chapters ahead of time before your instructor discusses them in class.

2. Pay attention to verbal and nonverbal cues. Your instructor will often give you 
hints as to what is important.
a. Verbal cues – The instructor’s voice becomes excited, slows down or speeds up, 

pauses before and after a comment and she varies pitch, repeats something, says 
“listen to this” or “an important point is”, or other comments, which indicate that an 
important idea is being stated.

B. Nonverbal cues – The instructor’s eyes or face lights up, gestures become ani-
mated, he paces back and forth, looks to see if students are taking notes, points to 
information on the board or to a handout or PowerPoint slide.

3. Sit close so you can see and hear well. Obviously, you 
need to be able to hear the instructor. Sit close enough to watch 
the instructor’s expressions so you can pick up nonverbal cues.

4. Write legibly. You want to write neatly enough so you can 
read your notes later.

5. leave a couple of lines between topics. This allows you 
to fill in what you missed after class.

6. compare notes with a classmate. Each of you may have 
written and missed something different from each other. “Two 
heads are better than one.”

7. do not try to write everything down. Take down what 
you feel is important, not too much or too little is a good rule 
of thumb.

8. annotate your notes after class when you have time. Use the same process of 
annotating or annolighting your class notes that you learned for textbooks.

9. date and number your pages and identify the subject. This keeps your notes orga-
nized, and it will be easy to find the notes from class lectures when you need them.

10. review and edit your notes soon after class. The sooner you review your notes, the 
easier it will be to fill in missing information. It will be fresh in your mind. Every time you 
review your notes, you will retain more information.

11. read or skim chapters before the instructor discusses them in class. If you do 
this, you will be familiar with the material and will be able to take better notes.

12. ask questions in class. You can ask the instructor questions for a better or clearer 
understanding of the lecture and material. This also allows you to slow the instructor 
down so you will have more time to capture important points. You can also ask questions 
silently in your mind, which can help you to stay focused and alert.

13. create study guides and anticipated test questions from your notes. This is 
something you can do soon after class. You can create study guides, which you learned 
earlier in this chapter, and make up practice quizzes from your notes.

l l l
“I learned how to take better notes 
and writing skills. I learned valuable 
skills that I can use in my other 

courses and in my life.”
—Jose PalIcIous
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14. compare the text to your class notes. The text and your notes will usually comple-
ment each other. Both usually make more sense to you when you compare them.

15. it is better to write on one side of the paper. This allows you the opportunity to 
place your notes side by side for easier reviewing.

16. include examples and facts, which illustrate important points. This allows you 
to say and understand more of what is in your notes.

17. rewrite key ideas in your own words. Summarize what you think are the most 
important ideas.

18. use abbreviations and symbols.
For example:
•	 Write “psy” instead of “psychology”.
•	 Put a star sign by important points.
•	 Use symbols like equal (=) instead of writing out the word.
•	 Shorten words like “continued” and write “cont’d” instead.
These are just a few examples of how you can abbreviate and shorten words to save time 
when writing notes. You can create and use your own abbreviations, symbols, and short-
cuts that work for you as long as you can understand what you have written. This will 
increase your speed at taking notes.

19. review your notes soon after taking them and before exams. This is as impor-
tant as reviewing your textbook. It is important to review your notes within a day after taking 
notes and at the end of the week to help get this information into your long-term mem-
ory. Then, review again before your quiz, but first, self-test. Create a practice quiz, give it 
to yourself, and test your understanding and recall.

20. use a note-taking system. There are several note-taking systems to choose from. For 
example, you can use an outline method to emphasize major topics. Under the major 
topics, you can add subtopics and under these, list supporting points, examples, and 
illustrations.

examples of Note-Taking Systems
You can use an idea map, which was discussed earlier, as a note-taking system. This is especially 
useful, if you are a visual learner.

One of the most popular note-taking systems is the cornell Method. In this system, you 
divide the page into three sections (See Figure 5.1). The largest section is on your right (usually 
about six inches wide); you use this space for taking notes during class. You can also use this 
space while taking notes when you read the text. Use the left section (about two and a half inches 
wide) after class to write in questions or make statements that are addressed in your notes. Use 
bottom section (about two inches deep and eight and a half inches wide) for summarizing what 
you think are the main points.

colleGe 
WrITING TIPs
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cornell System of Note-Taking
Figure 5.1 is an example of the Cornell Method being used to take notes on the subject of 
How to Write Essay Papers.

8.5”

11”

6”2.5”

2”

Tells reader what paper is about.
Usually in the first paragraph.

Define
Thesis

What is the
purpose of
the
introduction?

To catch the reader’s attention.

What
should the
body
consist of?

Supports thesis with main points,
supporting ideas-examples, facts,
illustrations.

Purpose of
Conclusion

Brings closure for the reader and
summarizes your main ideas.

How to
hold
attention?

Stories, examples, humor, and
dialogue.

A good paper contains three parts:
an introduction with a thesis to grab attention,
a body of supporting material, and
a conclusion to summarize the topic.

FIGure 5.1 corNell NoTe-TakING saMPle: HoW To WrITe essaY PaPers

Now you can see the value of note-taking and how taking good notes will contribute to your 
success in school.
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outline Method
An outline method of note-taking works well for linear thinkers who like to take notes in an 
organized and logical sequence. It is similar to using other outline formats that you have 
probably used before (See Figure 5.2):

idea Map
You have seen an example of an idea map used for reading comprehension. The principle is the 
same for taking notes and is especially appealing to visual learners and students who are strong 
in Visual-Spatial Intelligence. Idea maps are also referred to as mind maps or think links. See 
Figure 5.3 sample below.

I. Main idea #1. Knowing how to plan a research project is the first step.
  1. supporting point. Identify sources and where to look for information.

a. Example: World Wide Web or library databases.
B. Example: Information that is recent and reliable versus old and unreliable information.Example: Information that is recent and reliable versus old and unreliable information.Exam

II. Main idea #2. Keyword searching is different from subject searching.
1.  supporting point. Key word searches usually bring up many more documents and 

irrelevant items than a subject search.
a.  example: “Time management” is a keyword phrase that will bring up many 

documents.
B.  example: “Time Management for college students” will bring up less documents, 

but they will be more relevan

FIGure 5.2   ouTlINe saMPle: lIBrarY researcH

FIGure 5.3 NoTe-TakING Idea MaP saMPle: IMProve readING skIlls

Improve
reading skills

create study aids

Teach lessons ask questions

review

annotate create practice 
tests
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Parallel Note-Taking System
If your instructor provides you with lecture notes before the topic is covered in class, you can 
use parallel note-taking. Th is is an excellent system for taking advantage of online notes.

Th is system works best with a three-ring binder. On one side are your instructor’s lecture 
notes and on the other side is a blank sheet of paper for your notes. During the lecture, record 
your notes on the blank paper with the instructor’s lecture notes in front of you. In other words, 
the instructor’s notes and the paper for your notes will be parallel to each other (See Figure 5.4).

ConneCt note-taking to Your BeSt MultiPle intelligenCeS
In Chapter 2, you identifi ed your three strongest multiple intelligences. You can use these 
intelligences for eff ective note-taking. For example, if you are strong in musical intelligence, 
go over your notes aft er class and translate important ideas into a rap, rhyme, or song. If you 
are strong in logical-mathematical intelligence, use an outline method, put the main ideas into 
a logical order, and analyze the connection between these ideas.

Best Multiple Intelligences Best Note-Taking strategies

1.  __________________  _____________________

2.  __________________  _____________________

3.  __________________  _____________________

How to Get Your 
Priorities accomplished

How to Get Your 
Priorities accomplished

Instructor’s notes My notes
Make a list of your priorities for each day. Tackle 
these tasks which you identifi ed as important one-by-
one. Treat each task that you are doing as the most 
important activity of the day.

Each day, I list my priorities in order 
of importance and do them one at a 
time.

Th is will help you to be totally present in the here and 
now. Do each activity with enjoyment and enthusiasm, 
if possible. If you are unable to be enthusiastic, at least do 
the activity with your attention until you have completed 
the task or reach an appropriate stopping point. 

Doing them with enthusiasm is best, 
but at least with attention.

Th en, scratch it off  of your to-do list (if it is unfi nished 
add it to tomorrow’s list) and approach your next 
priority in the same way. Th is may not sound cool in this 
age of multi-tasking, but it will give you excellent results.

Complete the task and scratch off  my 
list.

FIGure 5.4 Parallel NoTes saMPle:  
  HoW To GeT Your PrIorITIes accoMPlIsHed

acTIvITY 5.3
Identify three note-taking strategies that match your top three multiple intelligences. 
Think about how you can use these intelligences to take better notes.
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As you practice taking notes and use at least one note-taking system, you will see an 
improvement in your grades if you edit, study, and review your notes. Using good note-taking 
skills is one of the keys to college success.

Now you have four different note-taking systems from which to choose. You may prefer 
to use one system, a variation of a system, or to use different systems when appropriate for the 
situation.

Writing Skills

Benefits of Writing Well
Þ Increases your job opportunities

Þ Improves your grades and college 
achievement

Þ Helps you to do better on essay testsHelps you to do better on essay testsHel

Þ Allows you to write articles in 
your career field

Þ Communicates your level of pro-
fessionalism and expertise

Tips for Writing good Papers
There are four main phases or stages of writing. 
They are: 1) planning 2) drafting 3) revising, and 4) editing. Let’s look at the purpose of each stage.

Stage 1:  Planning
In this phase, you will be deciding on your topic (unless your instructor gives you one). 
You will be thinking about what you want to say about your topic. Even if your instruc-
tor chooses your topic, you will write about it in your own 
unique style. The planning phases consists of the following steps:

1 choose a topic you are passionate about. If you didn’t 
choose the topic, you should still look for parts of the topic that 
interest you. Write about what you know.

2 Brainstorm. Jot down topic ideas as fast as they come into your 
mind. If the topic was chosen for you, then write down ideas 
about what you already know and want to say about it in your 
own way.

3 determine your audience. Who are you writing this paper 
for? Have an audience in mind for whom you will be writing, 
even if only the instructor will read your paper.

4 Narrow down your topics and ideas. Identify the topic you 
will write about. Narrow down the main ideas you want to cover.

5 Write your thesis statement. Write “The purpose of my paper is” and complete the sen-
tence. What is your paper going to be about?

Writing
Strategies

Four PHases:  
planning, drafting,  

revising, and editing

ask: Who, 
what, when, 
where, why 
and how 
questions

create an 
outline

Writing increases your 
chance for school 
and job success

l l l
“Now I am a more responsible student. 

Writing in english is not one of my 

strengths, but I completed all written 

assignments and feel so proud of 

myself. These ideas taught me how to 

improve my study habits and this will 

help me to succeed in college.”

— GaBrIela Quevedo
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6 ask questions like a journalist. Who? What? Where? When? Why? How?
Answer these questions for yourself.
Below are examples of using journalistic questions to write a paper. I will show you a 
sample paper at the end of the Writing Tips section.

A. Who? Who has had bad experiences that had a benefit?

B. What? What are examples of these experiences?

C. When? When did these events happen?

D. Where? Where did these events take place?

E. Why? Why were these experiences important?

F. How? How was good found in these bad experiences?

7 create an outline. Make an outline before writing your paper. Include your intro-
duction and thesis statement, at least three main points for the body of your paper to 
support your thesis, and your conclusion. Let’s look at a sample outline below:

sample outline

Title: The Hidden Benefits in Life’s Difficulties

1 Introduction. 
A. Napoleon Hill opening quotation.Napoleon Hill opening quotation.Na
B. Thesis statement– “Every bad experience has a benefit.”

2 Body.
A. Supporting paragraph and idea #1.

1. Overcoming adversity can lead to greatness.
2. Abraham Lincoln example.

B. Supporting paragraph and idea #2.
1. Good is often hidden in what seems to be bad.
2. Story of wise persons in India.

C. Supporting paragraph and idea #3.
1. There is opportunity in crisis.
2. My personal health crisis story.

3Conclusion and summary.
A. Adversity can lead to greatness.Adversity can lead to greatness.Ad
B. Benefits are hidden in bad experiences.
C. Opportunity can be found in crisis.
D. Good is hidden in bad experiences.
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Stage 2: draFting
Th is is the second phase of writing your paper. Th e fi rst draft  is your fi rst actual writing of 
your paper. Here are steps for the draft ing phase:
1 Freewrite your fi rst draft. Write with your heart (later you will edit with your mind). 

Let the ideas fl ow without criticizing or judging what you are  writing. Try to write with-
out lift ing your pen from the page or your fi ngers from the keyboard of your computer. 
Let it fl ow.

2 research. Aft er freewriting, is a good time to gather facts, stories, and examples to sup-
port your thesis and main idea. Some people advise doing research sooner. My personal 
experience has been that it is better to freewrite fi rst to say what you think and feel, then 
do research to support your thoughts.

3 Introduction. Include your thesis statement and attention grabbers in your introduc-
tion. Your thesis tells your audience the purpose of your paper. You can grab the read-
er’s attention by using a quotation, a startling statement, a good question, humor, or a 
human interest story.

4 Body.  Develop each supporting paragraph. Every paragraph in the body of your paper 
should support your main points. A good rule of thumb is to have at least three points 
or ideas that support your thesis. Use a separate paragraph for each of these points.

5  Write clear and simple sentences. Write as if you are having a conversation with 
one person in your target audience. 

6 stay focused on the main topic.  Move from sentence to sentence and from para-
graph to paragraph so it fl ows and makes sense.

7 conclusion. This is where you summarize your main points. You can end with a call to 
action, a story, or with a great quotation, if any of these are appropriate for your paper 
and audience.

Stage 3: reViSing
In this third phase, you evaluate your paper to see what you need to improve, reshape, and 
rewrite. In the draft ing phase, you did freewriting from your heart without making any 
revisions. Now you have the opportunity to fi ll in details and improve your fi rst draft .

ask yourself: 
1. does your thesis, your thesis sentence, and paper meet your writing purpose? 
2. Is it clear and simple to understand? 
3. Will it grab the reader’s attention? 
4. does the body contain ideas which support your thesis? 
5. does it fl ow? 
6. do you have a strong conclusion?

Answering these questions will help you to know what needs revising. Th is is the 
phase in which you take a look at the overall structure (big picture) of your paper. 
Th en, look at your paragraphs. See if they are organized well, fl ow easily from one to 
another, and if they are too short or too long. Rearrange your paragraphs, if necessary, 
so that they are in a logical sequence. Do the same thing with your sentences. When 
you fi nish revising, the content and structure of your paper should be in good shape.

Eliminate words and information that are unnecessary. For example, remove sentences or 
words that you have repeated unnecessarily. Replace words with diff erent ones that will make 
your writing clearer, more interesting, and more believable.

acTIvITY 5.4
Think of a paper that you will be writing for one of your classes. Write out the the-
sis statement. answer the six journalistic questions.
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Stage 4: editing
This stage involves correcting grammar, punctuation, and spelling errors. Use a computer to 
spell-check. Also, manually check for spelling errors that the computer might miss. Check 

your commas and periods to make sure that they are in the best place. 
Do you need any exclamation marks, colons, or semicolons? This is 
the phase to make grammatical improvements and to proof and pol-
ish your work.

One approach you can use is to proofread your paper from back 
to front. When you read your sentences from the end of the paper 
to the beginning, it will help you to focus and catch errors that you 
would normally miss.

Read your paper out loud. If you run out of breath while read-
ing a sentence, it is probably too long and may need to be shortened. 

Seek assistance if you need someone with good grammatical 
skills. Learning labs at colleges usually have assistants who will look 
over your paper to point out grammatical errors and to make sugges-
tions for improvement.

Wait a while before looking over your paper for the final time. 
Proofread your paper one more time, and complete the final draft 
of your paper before turning it in to your instructor.

Now let’s look at an example of a paper that I wrote from the out-
line you saw earlier.

Sample Paper 

The Hidden Benefits in life’s difficulties
By Raymond Gerson

“every adversity, every failure, and every heartache carries with it the seed 
of an equivalent or greater benefit.” These are the words of Napoleon Hill who 
spent his life studying successful people and the obstacles they had to over-
come. Based on Napoleon Hill’s experience interviewing hundreds of successful 
people, he concluded that every bad experience has a benefit. I believe that you 
also can find something good and benefit from difficult life experiences.

You can become a greater person by overcoming adversity. Take the exam-
ple of abraham lincoln. lincoln’s sweetheart died, he had a nervous breakdown, 
was demoted while serving in the military, failed in business, and lost several 
elections. Many historians agree that he was one of the finest human beings and 
presidents we have had in the united states. lincoln’s many adversities seemed 
to only make him stronger and more determined.

Good is often hidden in experiences that seem to be bad. There is a story 
that illustrates this idea. long ago in India, there were no matches and people 
covered their cooking fires with ashes. The ashes kept the fires alive. In a particu-
lar village, all of the fires mysteriously went out. The villagers were upset because 
they had no way to cook. They went to see the wise one of their village and told 
him about their problem. He replied, “This is something good.” This sounded 
crazy to the villagers, but the wise one just said, “Wait and see.” a couple of days 
later a cruel king passed through the country with his army of soldiers. They 
killed people and destroyed villages. one night when the king came to the vil-

l l l
“This course and book helped me 

improve the way I do my school work, 

listen, write, and take notes. another

thing I felt great about was reading 

stories not only by Professor Gerson, 

but also from his previous students 

who went through difficulties in their 

lives. I think those stories made me 

realize that I can accomplish whatever I 

want, as long as I put my mind to it and 

don’t quit.”

— TaNa caBeQuela
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lage with no fires, he thought that no one must live there. so 
the king ordered his soldiers to go on to the next village. This 
story illustrates how something good can lie hidden in some-
thing that appears to be bad.

The opposite side of crisis is often opportunity. When I 
was in high school, I became ill because I was not taking good 
care of myself. I had to be out of school for six weeks. at first, 
this seemed like a terrible crisis to me. I was so bored that I 
began to study for the first time in my life. When I returned 
to school, I had to take many make-up tests, but to my 
surprise I made as and Bs. Because of this experience, I made 
the decision to go to college. I am still enjoying a wonderful 
career because of my decision to attend college. I also real-
ized that my health was important and began taking good 
care of myself. I am still experiencing the payoff today. What 
seemed like a crisis at the time turned out to be an opportunity 
to attend college and become healthy.

In conclusion, there is a benefit and something good in 
every bad experience. overcoming adversity can make you great, good is often 
hidden in bad experiences. There is opportunity in every crisis. look for the good
in your difficulties and you will find it.

think like an artiSt When You Write
When you have a paper to write, think of yourself as an artist who is going to create a sculpture. 
The planning phase is similar to an artist coming up with the idea for creating the sculpture. 
In the drafting phase, you are taking chunks and shaping them into a general outline. The 
revising phase is where you add details to make your sculpture look better. In the final editing 
phase, you polish your work, add any finer details, and smooth out any errors. Do your best to 
turn your writing into a memorable work of art!

JourNal aSSigNMeNT
List the two most important note-taking strategies and two most valuable writing tips 
that you learned from this chapter. Reflect on and write your ideas for applying these 
strategies and tips to maximize your performance in school. 

QueSTioNS To aNSWer iN Your JourNal aNd diScuSS
WiTh oTherS

Þ What does the Ebbinghaus Forgetting Curve reveal to me about the importance of 
taking notes in class?

Þ What are my strengths and weaknesses as a note taker? Which note-taking strategies 
will help me the most—and why?

Þ How can I best apply the four stages of writing to write better quality papers?
Þ What three strategies will I use to improve my writing ability? Why do I think they 

will improve my writing?

l l l
“The Hidden Benefits in life’s 

difficulties made me realize that 

through all my pain I can still come out 

on top. This book is powerful because 

it gives you information that benefits 

not only college success, but your life 

in general.”

—BeTTY Hall
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auThor’S NoTe
In the early stages of my college success courses, I always notice that several stu-
dents aren’t taking notes. Even when I say, “Be sure and study these ideas (which 
I name) because there will be questions about them on the test,” some stu-
dents still don’t take notes. This never ceases to amaze me. In time, I am able 
to convince most of these students to take notes in class. It has been my experi-
ence that if you don’t take notes, you are likely to do poorly in class or dropout.

Student Success Story
The following paper was written by Tomas Carrizales-Rodriguez. He got off track, 
dropped out of high school, and spent some time in trouble with the law. Fortunately, 
with the right type of support and through his own effort, Tomas turned his life around.

From dropout to Graduate
By Tomas Carrizales-Rodriguez

The biggest accomplishment in my life was finishing high school at the age of 
16 and enrolling in austin community college. This was important for me because 
I am the first in my family to attend any type of higher education. 

I had trouble in high school because I went to daeP. This is a school where P. This is a school where P
the bad students go and I was there for a year. I hated it there so I stopped going 
to school. For the next two years, I was a dropout. I was just doing drugs and not 
going home. I would get in trouble with the cops and my mom just got tired of 
it. so she went up to the high school for help and she found Mr. day, one of the ay, one of the ay
principals. He told my mom to bring me up to the school so he could talk to me. 

I had always felt judged by high school principals because no matter whether 
I was good or not, I was blamed and sent to daeP. P. P so I didn’t 
want to go back to school or talk to this new principal. Mr. 
day said, “I can help you if you let me Tomas.” I asked, “How 
can you help me?” “Well, first you need to get back in school, 
then I can help you a lot more.” I said, “I don’t want to go back 
to daeP.” Mr. P.” Mr. P day said, “Well, you have to go for two weeks 
and you will be out. Then, I can help you get your credits that 
you need to finish high school and, hopefully, you can go to 
college.”

I think one of the biggest steps I had to take was to quit 
feeling sorry for myself. I feel I had a pretty tough life. I grew up 
without a dad and that was tough on me. My family struggled 
to get by and this fuelled my anger at the world. once I started 
to mature, I looked back and thought, “ato mature, I looked back and thought, “ato mature, I looked back and thought, “ ll I am doing is hurting 
me. If I don’t want this to keep repeating, I have to fix it now or 
I will have no future.”

I knew I could not do this all on my own. If I had not had the 
support of my mom who never gave up on me and the guid-
ance from the opportunity center, I’m scared to think where I 
would be now. 

When Mr. day put me in atlas, I had no credatlas, I had no creda its and I was about to turn 15 so I 
was pretty far behind. I met with Mr. day and the counselors and set up a plan for 
me to get caught up and graduate early. It was up to me to make it happen. I had 
to stay focused and attend school everyday. The opportunity center was a great 
place to be. The teachers will help you one-on-one and they don’t look down on 
you if you act up a little bit. They just want to help you. I was getting my credits 
faster than I thought and they told me that I could graduate early. I needed help 

raYMraYMra oNd GersoN

l l l
“This book and the stories in it are 

making me realize that anything is 

possible if I am just willing to give 

my all. It is giving me the hope that I 

always had in me. I just needed to be 

reminded that it was there.”

— Israel vasQuez
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on my reading and writing so Mrs. Horton helped with that as well as with my col-
lege paperwork. she is a huge infl uence in my life. a lot of people from del valle 
opportunity center helped me turn my life around and to become a success. 

I learned many lessons from this experience. I know the importance of having 
faith in myself. You have to believe in yourself fi rst before anyone can help you. 
also, no matter how tough your life is, someone else has it just as bad or even 
worse than you. I learned that it is important to be at school everyday and be on 
time. This is a habit you will need throughout your entire life. I learned that there 
are a lot of good people out there who care about students and people no matter 
how messed up they are. I know to set goals and dream big because if you work 
hard anything can happen. I feel I picked up good study skills and work habits. 
I think all these things apply to everyday life. Because school is not just about 
knowledge, it is also a guide to the rest of your life. When I get a job, I know I need 
to be there on time and have good attendance. I have to be able to pick up what 
they are teaching me and I might have to do extra at home so I can get ahead at 
my job.

I know I still have a lot to learn, but life is one big lesson in failure and success. 
I am proud that I graduated from High school and am attending acc. This by far 
is the biggest success of my life. It has taught me study and note-taking skills or 
I would not have been able to graduate early because it is not easy to pick up all 
those credits as quickly as I did. It has taught me to be prepared. It has also taught 
me to believe in myself. I hope with what I learned in the past, combined with this 
course, I can achieve my next success and that is graduating from college.

Three steps I will take to achieve my goal:

1.  __________________________________________

2.  __________________________________________

3.  __________________________________________

chaPTer 5 MaiN PoiNTS

Þ Use a note-taking system to capture important points and take better notes to study 
and review.

Þ It is important for you to take good notes, review them within twenty-four hours, 
again in a week and again before the test because otherwise information is quickly 
forgotten aft er you hear it for the fi rst time.

Þ Asking and answering journalistic questions and preparing an outline will help you to 
write better papers and in less time.

Þ A good paper will include an introduction and thesis which grabs the reader’s atten-
tion, a body with strong supporting ideas, and a conclusion, which brings the topic to 
closure and leaves the reader wanting more.

acTIvITY 5.5 Goal for the week:
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on Writing Well 
 By raymond Gerson  

Plan, draft, revise and edit, 
 this will help you receive course credit,  
The introduction, body and conclusion, 
 will help you avoid confusion. 

Your thesis tells what its about, 
 in the introduction don’t leave it out,  
Your conclusion can be a call to action,  
this will increase reader satisfaction. 

like an artist creating a sculpture,  
you can write like you’re a sculptor, 
create, shape, improve and polish,  
and bad writing you’ll abolish. 

To take notes be in class,  
this will help you more than pass,  
Then use a good note taking system,  
this will show that you have wisdom.

In Chapter 6, you will be learning test-taking and memory strategies, which can boost your 
grade point average, increase self-confidence, and reduce test anxiety.
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in this chapter, you will learn several memory techniques that you can use to remember more 
of what you study and learn. Later in the chapter, you will learn many different test-wise 

strategies that will improve your skills and confidence when preparing for and taking tests. 
Also, you will learn ways to reduce or eliminate test anxiety. Having a better memory plus 
effective test preparation and test-taking skills are a powerful combination that will help you 
achieve success during your college career.

How to Remember More of What You Want to 
Retain and Recall
A better memory will help you to retain and recall more informa-
tion from the text and class lectures for your tests and papers. A bet-
ter memory can help you to achieve greater success in school. Even 
on exams that have questions, which require an understanding of 
concepts and principles, you will not do well, if you don’t remember 
information related to those principles. Good recall will make it 
possible for you to use information in school, your career, and in 
your life when it’s needed.

What 
Students Ought to 
Know About Memory 
and Test-Taking Strategies

c
h

a
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l l l
“The strategies for overcoming 

test-taking anxiety were most 

helpful for me.” 

—GuillerMO rAzO
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use
Memory Aids

Acronyms

Chunking rhyme

Sleep and  
exercise

First sentence  
method Walk room method

“An education isn’t how much you have committed to memory, or even how much you know. it’s knowing 

where to go to find out what you need to know, and it’s knowing how to use the information you get.”

—William Feather

Your short-term memory stores information for a few seconds up to a few minutes. Your long-term memory contains 
information that requires you to use more effort to retain it and your conscious effort to recall it.

There are a variety of memory aids known as mnemonics, which you will be learning in this chapter. Mnemonics are 
memory aids that help you to quickly and easily remember information.

Benefits of Memory Aids and Having a Good Memory
Þ You can learn and recall facts, names, and figures more easily

Þ Your brain functioning improves because you stimulate parts of your brain

Þ Your test scores will usually improve

Þ Improves your concentration

Þ You will be able to recall more information when writing papers

Þ You will be better at remembering people’s names, which improves relationships
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HeRe ARe SoMe WAYS to HAve A BetteR MeMoRY

Þ exercise. It increases oxygen to your brain.

Þ Get enough sleep. If you are in your teens or early adulthood, you need eight to 
ten hours of sleep a night. Studying before getting a good night’s sleep can help you to 
remember more information.

Þ Keep stress levels low. High stress will interfere with your concentration.

Þ Don’t smoke. Smoking will reduce oxygen to your brain.

Þ Drink enough water. Your brain is made up of a high percentage of water, and you 
need it to function well.

Þ eat well. A healthy diet helps your brain to be healthy and function well.

StRAteGieS to iMpRove MeMoRY

1 use several of the study strategies you learned earlier. Break up your study 
periods, review often, organize your materials, and create study aids such as flash 
cards and idea maps. All of these are memory aids, which will improve your success in 
school.

2 Pay attention. You cannot remember material that you never noticed or learned.

3 Create memorable images. Word pictures aid your memory. For example, to 
remember Pat’s name, you can picture her in your mind patting her shoulder. For 
someone named Mike, you could picture and associate him with a microphone in his 
hand.

4 use your preferred learning style. If you prefer auditory learning, then tape-
record what you want to remember and play it back. If you are a visual learner, use 
pictures, charts, graphs, idea maps, and things you can see. 

5 use as many senses as possible. Learn a poem while seeing the words and any 
pictures associated with these words. Read the poem out loud so you can hear it, and 
move around while reading. In this way, you will use several of your five senses at the 
same time.

6 Create interest. You will remember more material if you can make it interesting. 
Material that bores you is more difficult to remember.

7 Associate what you are learning with something humorous. Anything you 
find to be funny or even ridiculous will be easier for you to recall.

8 Associate or relate the new material to something already familiar. A student 
of mine remembered that he gets vitamin D from the sun by picturing himself 
walking his dog (D for dog) outside in the sun. He said he will probably never forget 
which vitamin we get from the sun because of the association he created.

9 rehearse, recite, and overlearn. If you are learning a poem or quotation, recite 
it over and over. It will go into your long-term memory, and you will eventually be 
able to repeat the poem without thinking about it.

bk use mnemonic techniques. Examples of these memory aids and shortcuts are 
listed and explained below:

luMinOSiTy
improving Memory and 
Cognition Brain Training

lu
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A. Acronyms – These are initials that create pronounceable words such as NBA 
for National Basketball Association. Another example is Roy.G.Biv so you can 
remember the colors of the rainbow.

B. Acrostics or first letter strategy – Take the first letter of each of the items you 
want to remember and make a word or phrase out of these letters. A popular 
example is “Please excuse my dear aunt Sally.” This is a mnemonic for “Parenthesis, 
Exponents, Multiplication, Division, Addition, and Subtraction.” This is the 
order in which operations in algebraic expressions are to be evaluated.

C. rhyme – Jingles and rhymes will aid your memory. For example, “In 1492, 
Columbus sailed the ocean blue” or “30 days hath September, April, June, and 
November.”

D. Chunking – When you arrange a list such as numbers into smaller units, this 
becomes a memory aid. For example, 19531825 can be chunked into 1953 and 
1825 or 1953_18_25. 

e. Method of loci – Associate what you want to remember 
with a familiar route or path. Let’s say you need to remember 
parts of the body in a particular order such as heart, brain, 
lungs, and kidneys. Picture a walk through your house 
and associate parts of the house with each part of the 
body. For example, when you enter the house you could 
picture a photo of a loved one in the living room (heart), 
body. For example, when you enter the house you could 
picture a photo of a loved one in the living room (heart), 
body. For example, when you enter the house you could 

a picture of Einstein (brain) in the hallway, an exercise 
picture a photo of a loved one in the living room (heart), 
a picture of Einstein (brain) in the hallway, an exercise 
picture a photo of a loved one in the living room (heart), 

machine (lungs) in the master bedroom, and a can of 
a picture of Einstein (brain) in the hallway, an exercise 
machine (lungs) in the master bedroom, and a can of 
a picture of Einstein (brain) in the hallway, an exercise 

kidney beans (k
machine (lungs) in the master bedroom, and a can of 

(k
machine (lungs) in the master bedroom, and a can of 

idneys) in the kitchen. When you see this 
machine (lungs) in the master bedroom, and a can of 

idneys) in the kitchen. When you see this 
machine (lungs) in the master bedroom, and a can of 

question on a test, you will easily recall the correct order of 
these body parts by recalling your walk through your house.

Keep in mind that just memorizing information by itself will not be enough for success in 
college. You need to combine memorization with learning and understanding the concepts.

Test-Taking 
Strategies

Prepare

reduce test anxiety use test-taking 
strategies

Know absolute and 
qualifying words

l l l
“The memory strategies were another 

thing in this chapter that really helped 

me to remember more.” 

—elizABeTh elliS
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test-taking Skills
Learning a variety of test-taking strategies is an important part of your academic success. 
You will be taking exams throughout your education. These tests usually account for a high 
percentage, if not all, of your grade in each course. No matter how much you study, you will 
not do your best unless you know how to prepare for and take tests.

Benefits of test-taking Skills
Þ Reduces your test anxiety

Þ Increases your self-confidence

Þ Makes good use of your types of intelligence

Þ Improves your test scores and grades

Þ Increases your self-confidence for other evaluations and exams that you take later in 
your career

Þ Improves your self-esteem

Þ Gives you more motivation for pursuing your education

Þ Gives you greater ability to focus on learning due to less anxiety about tests

General test preparation Strategies
Here are some general strategies that will help you: prepare for tests, while you are taking a 
test, and useful tools after taking a test. I will also cover specific test-taking strategies for the 
various types of tests that you will be taking. First, here are some tools and strategies you can 
use to prepare for a test.

TesT PreParaTion sTraTegies
1 Find out what kind of test you will be taking. Will you be taking an essay, 

a multiple-choice test, fill-in-the-blank, or some other type of test? You need to 
answer this question to prepare properly for your test. Talk with your instructor 
to find out what will be covered on the test. Learn as much as possible about your 
upcoming test.

2 Set a goal test score you want to achieve. Study with your goal in mind.

3 use the reading and study strategies you previously learned. One way 
to prepare for the test is by applying the strategies you learned in the last chap-
ter. Create study guides that will help you prepare for your test and which use your 
preferred learning style.

4 use the memory strategies that you learned earlier in this chapter.

5 Apply test anxiety reduction techniques (discussed later in this chapter) 
to reduce your anxiety before the test. Picture yourself in your mind taking the 
test and being relaxed and successful.

6 Be positive. Use positive self-talk in the days and hours before you take the test.

7 Get a good night of sleep. 

TeST-ST-ST TAK-TAK- inG
STrATeGieS
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8 Build up your energy. Eat something nutritious before the test so that your blood 
sugar and energy level are in good shape. Remember that your physical condition 
aff ects your state of mind and vice versa.

9 review your notes and highlights as often as possible. Just before your test, 
review your notes one last time so the material is fresh in your mind.

bk Develop a practice test. Anticipate test questions and give yourself the prac-
tice quiz. As you learned in the last chapter, it is helpful to study with and teach 
others.

bl Finish reading assignments a few days before the test date. Th is leaves you 
time to spend reviewing the material that you consider most important.

bm Talk with students who have already taken the course. You can look at old 
exams if other students have them. Ask the former students what you can expect and 
for any advice they can give you for succeeding on the test.

bn remind yourself of your long-range goals. Refresh your memory about why you 
want an education and the importance to you of succeeding in school. Remind 
yourself of the benefi ts you will receive. Th is will keep you motivated to prepare 
for the test.

bo Arrive a little early to relax and review.

bp  Bring all of your necessary materials to class. Bring your pens, Scantrons, 
#2 pencils, and blue books, if required.

success sTraTegies To use During The TesT
1 Before you start the test, jot down information on the back of the test that 

you are concerned you might forget. Get your instructor’s permission to do this.

2 look the test over to fi nd out what it covers. For example, let’s say you see 
that the test has thirty multiple-choice questions and two essay questions. You should 
decide how much time you need to spend on both sets of questions. If you have forty 
minutes to take the test and need twenty minutes on the essay questions, then you will 
know that you have twenty minutes to complete the multiple-choice questions. When 
you look over the test in the beginning, you will also be able to see which questions 
will be easier for you to answer and which ones will be diffi  cult for you and will require 
more time.

3  Answer questions that you know and the easier ones fi rst. Th is will allow you 
more time to concentrate on the less familiar and diffi  cult questions.

4 read the instructions and questions thoroughly. Th e questions will oft en 
 provide you with clues for the correct answer on objective tests and for what your 
instructor wants you to write about on essay tests.

Take a few minutes to sit quietly by yourself and take some slow, deep breaths. relax 
your mind and body. in your mind’s eye, see yourself taking the test. in this relaxed 
state, see yourself  taking the test while feeling clear-minded and positive. Picture 
yourself successfully completing the test with a big smile on your face. 

ACTiViTy 6.1
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5 Answer every question. If there is “no penalty for guess-
ing,” it’s best for you to answer every question, even if you 
have to guess. 

6 Make sure the test questions and your answers match.
If you are using a Scantron or separate answer sheet, it is very 
important that you make sure the questions and answers 
match up.

7 Keep track of time. You will need to stay aware of how much 
time you have left during the test. This will allow you to pace 
yourself, and it increases your chances of completing the test.

8 use all of the available time. Go over your test to check for 
accuracy. Make sure you answered every question and make 
any changes you think are needed.

9 Ask for clarification. If you don’t understand a question, ask 
your instructor to make the question clearer.

bk Be honest. Do not cheat. Cheating will keep you from learn-
ing and can result in your expulsion from school.

bl reduce anxiety. If you start feeling nervous and worried, 
then use the techniques you learned to reduce your test anxi-
ety. Breathe.

success sTraTegies To use afTer a TesT
1 reward yourself for the preparation and work you did.

2 Get correct answers from the instructor. You need to 
be in class when the instructor gives feedback and correct 
answers. If the instructor does not go over the test in class, you 
can ask for a private meeting to find out the correct answers to 
any questions that you got wrong.

3 use the test as a learning and feedback tool. Determine 
what you did well and what needs improvement. Learn 
from your mistakes. Analyze your strengths and weaknesses 
on the test questions and answers.

4 After two or more tests in a course, look for patterns. Is 
there a pattern to your mistakes? Do you keep making similar 
mistakes on every test? You can also look for any patterns in 
the test questions that the instructor uses. For example, let’s 
say you noticed on multiple-choice questions that the answer 
“all of the above” is usually correct and “none of the above” is 
usually the wrong answer. By being aware of your instructor’s 
pattern, you can watch for questions which contain these pos-
sible answers.

5Make a plan for the next test. What changes will you make while preparing for your 
next test and taking the test itself? You may also have a better idea how to pace yourself 
so you have extra time to spend on difficult questions and to complete the test.

l l l
“i cannot begin to tell you how scared i
was of college classes at first because 
i was afraid of failure. Studying for tests 
was my weakest spot in school. every 
time it was test day i would try to cram 
as much information as i could before 
the test. Then when it was time to take 
it i would always go blank. i am no
longer worried about my tests. i have 
seen improvement in my test-taking 
ability and test results and now i have a 
positive mind when tests come along.”

—AShley leMley

l l l
“i wish i could have taken this course 

in middle school so i could have been 

a better high school student. i learned 

how to become a successful college 

student.” 

—CArlOS rODriquez
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success sTraTegies for MulTiPle-choice TesTs
The majority of tests in college will be multiple-choice tests so you want to be especially 
test-wise when taking them. Multiple-choice tests usually include a phrase, stem, or question 
followed by three to five possible answers from which you can choose.

Here are some strategies for taking multiple-choice tests:
1 read the directions carefully. Make sure you know what 

you are being asked to do on the test.

2 read the entire question or statement to make sure it is 
asking what you think is being asked. Be clear in your 
mind about what you are looking for or supposed to do.

3 Answer easy and familiar questions first. You can go 
through the test several times like this.

4 Treat your choices like they are true/false statements. 
Ask yourself for each choice, “Is this true or false?”

5 eliminate choices you know are wrong. Narrowing your 
choices to two instead of four increases your odds of mak-
ing a correct choice. You will have a fifty-fifty chance, even 
if you guessed. Make an educated guess when you are 
unsure of the answer.

6 Answer every question. If there is no penalty, then do not 
leave answers blank.

7 look for keywords in the statement or question that 
provide you with clues to the correct answer. Choose 
the answer that is similar or harmonious with the keyword 
or phrase. See the following example: 

  Monica is a visual learner. She would probably prefer to learn by:
A. Listening to lectures.
B. Watching a PowerPoint presentation.
C. Participating in a field trip.
D. Playing a book on tape.Playing a book on tape.Pla

  What was the keyword in the statement about Monica? The answer is visual. So 
before looking at the choices you already know the answer will involve the sense of 
sight. The answer is obviously B.

8 Pay attention to negatives or questions which are asking you for an exception. 
Here is an example:

  The following is not a soft skill:
A. Mathematics.
B. Persistence.
C. Time management.
D. Self-discipline.

  The negative is the word “not.” So if you were using the true/false approach, you 
would ask for each possible answer, “Is this a soft skill, true or false?” The correct 
answer  is mathematics. Even if you did not know what a soft skill was, you could 
see that one answer stood out as different from the others and must be the correct 
answer. If you had been asked which are the soft skills, the correct answer would have 
been different. Your choice would be b, c, and d.

l l l
“The test-taking strategies that i

learned in this class will take me 

through my college education. i

immediately implemented them into 

my classes and it has been a great 

success. The author’s passion comes 

through in the book and i like how 

he injected his own life experiences 

and wrote about them in this book. 

This definitely inspires, motivates, and 

makes you believe in yourself.”

—KiM BrOWn
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9  Make sure your test and answer sheet are lined up. Make sure you do not mark 
answers that go with different questions. 

bk Pay attention to “All of the above” and “none of the above” choices. More often 
than not “All of the above” is the correct answer. More often than not “None of the 
above” is an incorrect answer. This is not always true, but if you have to guess, the 
odds will be in your favor if you answer this way.

bl look for similar answers. Usually one of two similar answers is 
the correct one. Sometimes both choices are available such as an 
answer like A and B or A and C. These choices are more often 
correct than incorrect.

bm When there are contradictory answers, one of them is often 
the correct answer. If you see that two possible answers on your 
test are saying the opposite of each other, then one of them must 
be incorrect.

bn look for the best answer, even if two choices could both be 
correct. Choose the one you think is the best choice.

bo Specific answers are more often correct than vague or gen-
eral answers.

bp Words that are repeated often in the test will often be a right 
choice in one of the questions on your test.

bq Choose answers that agree grammatically with the statement or question.

br Choose logical answers over those that do not make common sense to you.

bs Pay attention to qualifying and absolute words and statements. Words like 
frequently, sometimes, and probably are qualifying words. They leave room for an 
exception or for you to doubt the answer. Words like “always,” “never,” and “all” are 
absolute words and leave no room for doubt or an exception. For example, “The 
grass is usually green” uses the qualifying word “usually.” Qualifying words and state-
ments are more often correct answers. If we said, “The grass is always green,” the word 
“always” is an absolute word. Isn’t the grass sometimes brown? Absolute statements 
are more often an incorrect answer on multiple-choice tests. 

bt Determine how much time you can spend on each question. Don’t spend 
too much time on any given question so that you will have enough time to com-
plete the exam.

ck review the test. Change answers, if you think your first choice was incorrect and 
you see a better choice.

l l l
“The most valuable part of this class 

for me was getting the blueprint for a 

successful college experience.”

—BeTTy VillAreAl
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1. The correct order for previewing a chapter in a textbook is which of the following?
A. Read a section, create an outline, review the chapter, and check for understanding.
B. Preview the chapter, read a section, check for understanding , and create 

an outline.
C. Create an outline, read a section, preview a chapter, and check for understanding.
D. Check for understanding, read a section, create an outline, and preview 

the chapter.
2. Talking out loud as you read is an excellent study strategy and especially appealing 

for which learning style?
A. Visual.
B. Aural or auditory.
C. Kinesthetic.
D. None of the above.

What was the keyword in question number one that provided you with a clue to the 
correct answer? The keyword was “Preview.” This keyword gives the answer away because the 
first step is to preview the chapter.

In question number two, what was the key phrase in the question? If you replied “Talking out 
loud,” you were correct. Before you looked at the choices available, you should have known 
that the answer would involve which of the five senses? If you answered “Sense of hearing,” 
you are correct. The correct answer is B. It’s the only choice which involves hearing.

sTraTegies for Doing Well on essay TesTs
Essays are more subjective than objective tests and offer you the opportunity to express more 
of your knowledge. Here are some strategies for answering essay questions:

1 read the entire question and make sure you understand what is being asked.
Ask for clarification, if you don’t understand the question.

2 identify and interpret directive words. These are action verbs which indicate what 
you are being asked to do. Here are examples:

A. Analyze – Break into separate parts and discuss each one.
B. Compare – Write about how two or more things are alike.
C. Contrast – Write about how two or more things are different.
D. Critique or evaluate – What are the positive and negative aspects? What is 

the value?
e. Describe – What are the qualities or characteristics?
F.  Discuss – State the pros and cons. 
G. illustrate – Give examples and supporting explanations.
h. Outline – Organize into a structure with main ideas and supporting points.
i.  Summarize – Briefly restate the main points.

ACTiViTy 6.2 Try these two multiple-choice questions. Choose the best answer.
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3 Brainstorm ideas and jot them down on a scratch pad.
4 Create a brief outline to organize what you want to cover before you start writing.
5 use the writing principles discussed in the last chapter. Use a strong thesis 

statement in the introduction, supporting ideas in the body, and summarize main 
points in the conclusion.

6 Write neatly so your instructor can read it.
7 Make sure most of the information you write comes from the text or your 

class notes.

8 reword the question and make it your first sentence in the form of a 
statement. For example, let’s say you were asked to contrast visual and kinesthetic 
learning styles. You could begin by saying, “Visual and kinesthetic learning styles are 
different in the three following ways.” Then you would complete the sentence and 
say how they are different. This would be a good opening sentence.

9 Budget your time. Don’t spend too much of your time on one essay question at the 
cost of your other questions. You will want to write more, if some essay questions are 
worth more points than other questions.

bk Focus on writing one main idea per paragraph.

bl if a question asks you for facts, do not give personal opinions. You should 
provide some factual information.

bm review, proofread, and revise your draft.

overcoMing TesT anxieTy
One reason that you might not do as well as you are capable is 
because of test anxiety. Test anxiety is a feeling of stress that hapTest anxiety is a feeling of stress that hapTest anxiety -
pens when you are over-worried about your performance on a test. 
It is possible for you to be so nervous that your mind can go blank 
during a test or your thinking can become unclear. 

The good news is that your test anxiety can be reduced or elimi-
nated. If you have a small amount of anxiety about a test, this is natural 
and it is usually not a problem. On the other hand, if you have high test 
anxiety, it can prevent you from having success on tests and in school.

here are soMe Ways for you To overcoMe TesT anxieTy

Þ Prepare well for your test. Find out what the test will be like from your instructor. 
Use the reading and study skill strategies you learned in the last chapter. The more chapter. The more cha
prepared and confident you feel before the test, the less anxiety you will experience.

Þ Change how you see tests. You can try to see the test as a learning and feedback 
tool. Tests provide feedback as to what you are doing well and reveal where you need 
improvement.

Þ  understand the relationship between your body, your thoughts, and your 
feelings. Your negative thoughts create tension in your body and unpleasant feelings 
in your mind. By changing your thoughts, you can change how your body feels and 
how you feel emotionally.

Þ  use positive self-talk. Tackle your negative thoughts by replacing them with posi-
tive ones. When you hear yourself thinking thoughts like, “I might fail” come back 
with “I can and will succeed.”

l l l
“Test-taking has been a big weakness 

in my life. it is hard for me to remember 

everything for a test. The test-taking 

skills really helped me.”

—elizABeTh elliS
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Þ Put the test in perspective. It’s not life and death for you. It’s just a test. Even if 
you fail a test, it’s not the end of the world. You are not a failure as a person because 
you failed an exam. Refocus and do better next time.

Þ  exercise before coming to class to take the test to relieve your tension.
Doing some exercise or listening to relaxing music on the drive to class may relieve 
your anxiety before taking the test.

Þ. recognize that you are not helpless. You have choices and you can take control 
over how you feel and think.

Þ Arrive to class a little early. Give yourself a few minutes to relax before the class 
begins. Rushing to class at the last minute can increase your stress level.

Þ Visualize success. Practice mental imagery like the athletes do before they partici-
pate in a real sports event. See yourself in your mind’s eye taking the test and being 
relaxed, cool, and confident.

Þ Be present in the moment. Anxiety comes when you worry about the future 
or remind yourself of your past failures. One way to be present and to relax is to 
observe your breathing. When you get anxious, you will naturally start breathing 
faster and shallower. When you are relaxed, you will naturally start taking slower, 
deeper breaths.

You can purposely take slow, deep breaths before and even during the test. Observe your 
breathing and you will automatically be focused on the present. When you change your breathing, 
your thoughts and feelings will become more positive.

Another relaxation technique is to tense all of your muscles and then let go. You can 
repeat this several times to lessen tension in your body.

JouRnAl ASSiGnMent
Create a multiple-choice test of ten questions which covers the material in this chapter. 
Test yourself. Write in your journal what you learned from this activity. 1) What were 
the benefits for you of doing this exercise? 2) How can you create an even better practice 
test next time? 3) What insights did you gain?

QueStionS to AnSWeR in YouR JouRnAl
And diScuSS WitH otHeRS
Þ What are three memory strategies that I will use to prepare for my next test? How will 

I use each of them?

Þ What is an example of something I once overlearned and still can remember today?

Þ What are three test-taking strategies that I will use to study for my next test? How will 
I use them?

Þ Which anxiety reduction strategy appeals to me the most and how can I use it for 
best results?
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AutHoR’S note
I had no idea when I was in high school and college that there were so many test-tak-I had no idea when I was in high school and college that there were so many test-tak-I had no idea when I was in high school and college that there were so many test-tak
ing strategies. I could have really benefited from this information. I did stumble upon 
the idea of creating practice tests, and this was a great help to me. It was a wonderful 
feeling when I was taking a test and over half the questions had been on my practice 
test. It allowed me to breeze through the familiar questions and then spend time con-
centrating on questions that I didn’t anticipate.

I memorized several poems years ago by reciting them repeatedly and overlearning 
them. It amazes me that I can still quote these poems word for word automatically without 
much thought.

I make it a point to learn the names of my students as soon as possible. Using 
some of the memory strategies which were discussed in this chapter makes it possible 
for me to know all of my students’ names by the second or third class. 

The test-taking and memory aids discussed in this chapter have worked for me 
and my former students. And, I believe they will work for you.

Student Success Story
The following student paper is different from the previous ones because it is about the ben-
efits, including test-taking skills, that this student gained from taking my Transition to 
College Success course. This was an eight-week course, and she learned many of the same 
college success strategies that are in this book.

Final Thoughts about the Course and its Benefits
By Rhonda Guidry

At first i thought, “Why is this course so important? Why do i need this class? 
Well, once this course was explained, i got excited and signed up for it. i thought 
the course was awesome.

The most valuable part of the course for me was the test-taking strategies and 
study skills. Taking this class has helped me to study smarter, not harder. it helped 
me with test success and also with test anxiety. i learned that if i did fail a test, it 
would not be the end of the world, and i became more relaxed about test-taking. 
The test-taking and study skills helped me to be better prepared to succeed in 
my other college courses.

Time management also helped me to manage my time more productively. i
am better at using a daily planner and using a semester calendar. Also, i learned 
how to avoid procrastination and how to balance academic and social demands.

i have learned necessary skills for doing college-level work. This will prepare 
me for college success. now, i believe that this class is an excellent way to help 
new students that are entering college. it helps by teaching active listening, note-
taking, and other strategies for success in college. i am better now with taking 
notes, highlighting, and studying. i learned to highlight a chapter and study it to 
get ready for class discussions and tests.

i plan on using knowledge of my aural learning style and study skills in all of 
my future courses. i discovered that talking out loud really helps me to remember 
the lessons. i also go back over every test and look for any careless errors. All of 
the many skills i learned in this class will help me with the other college courses i
will be taking.

rAyAyA MOnD GerSOn
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your name

Three steps i will take to achieve my goal:

1. ___________________________________________

2. ___________________________________________

3. ___________________________________________

cHApteR 6 MAin pointS

Þ Memory techniques alone are not enough for you to succeed in college. It is also 
necessary for you to understand concepts and principles.

Þ Memory strategies and mnemonics can often help information transfer from your 
short-term into your long-term memory. This is important for college success.

Þ See and use tests as feedback, which can reduce your test anxiety and improve your 
test results.

Þ Knowing and using test-taking strategies will increase your academic success.

ACTiViTy 6.3 Goal for the week:

Memory strategies to remember 
 By raymond Gerson 

Memory strategies will help you remember,  
Memory won’t fade like a dying ember,  
Good sleep and exercise will improve retention, 
Better recall comes from paying attention. 

Acronyms and rhyme will help your recall, 
remembering will be easier and not hard at all, 
When you over learn, rehearse and recite, 
you wilyou wily l see that your memory’s alright. 

retention will improve with stories and visuals,  
you wilyou wily l receive excellent residuals,  
Walking the room method will help you learn,  
and better grades you’ll be able to earn.

In Chapter 7, you will be identifying some of your skills, interests, and values which you can 
use in different careers. You will begin thinking about careers of possible interest to explore 
for more information.
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at this point in time, you may or may not know the exact career that you want after college 
graduation. Even if you do know, you might change your mind when you gain more self-

knowledge.
Self-knowledge should be the starting point for making career choices. If you don’t know 

who you are, which includes your skills, values, and interests, how can you choose a career that is 
a good match for you? Self-knowledge is the way you can determine a good match. Many people 
make the mistake of looking outside of themselves at career choices, before they look within to 
discover what they are about. In this chapter, you will discover more about yourself so that you 
can make wise career choices. The answer to what works best is within you, and you will discover 
the answer by getting to know yourself better. In this chapter, you will learn several memory 
techniques that you can use to remember more of what you study and learn. Later in the chapter, 
you will learn many different test-wise strategies that will improve your skills and confidence 
when preparing for and taking tests. Also, you will learn ways to reduce or eliminate test anxiety. 
Having a better memory plus effective test preparation and test-taking skills are a powerful 
combination that will help you achieve success during your college career.

Preparing 
for Career 
Success . . .
Discover Your Skills, 
Values, and Interests

c
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chaPter 7 Preparing for Career Success .  .  .  Discover Your Ski l ls ,  Values,  and Interests

By the end of this chapter, you may not know the exact career you want to go after, but 
you will have some careers that you want to explore and learn more about. Even beginning 
to think about career goals will motivate you to do well in school because you will see the 
relationship between getting a good education and getting the job you want. 

When I ask my students, “Why are you going to college and what do you hope to 
gain from a good education?”, they usually answer, “a good career.” They want a career that 
pays well, is enjoyable, and one in which they are successful. Most of my students real-
ize that a good education can open doors of opportunity to rewarding careers so that 
they won’t have to work in low-paying and back-breaking jobs for the rest of their lives.

A Student Learns the Hard Way
One of my best students told me that he had returned to college after dropping out in his 
freshman year three years earlier. When he first came to college, his only interest was partying, 
and he did almost no studying. He said he worked for three years in a physically demanding, physically demanding, ph
low-paying job. One day, he told his boss that he no longer wanted to do this type of work. 
His boss asked, “What other kind of work can you do with so little education?” My student 
said these words from his supervisor felt like a knife stabbing him in his heart. He said the 
words were painful because he knew they were true. He thought, “Yes, what else can I do if 
I don’t get a better education.” He returned to college as a more mature and serious student 
because he had learned the value of a good education in the “school of hard knocks.”

“Your life’s work is the work you were born to do-the most appropriate vehicle 
through which to express your unique talents and abilities.”   —Laurence Boldt
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Career Satisfaction Improves Life Satisfaction
Research shows that life satisfaction and happiness increase when you are happy with your job. 
Your quality of life is affected by what you do for a living. After working for over forty years 
in career counseling and job placement, I observed that about 75%–80% of employees feel 
unhappy in their jobs. This is tragic, considering the amount of time we spend working and the 
influence our careers have on our lives. It does not have to be this way.

You have talents which are waiting to be discovered. It is your responsibility to find your 
gifts and to use them in your life’s work. This is one of the secrets to job fulfillment. You can 
make a positive difference and contribution by discovering your talents and how to use them 
to fill a need in the world. Such a career will give you a sense of purpose in life. According 
to Fred Buechner, your true vocation will be, “The place where your deep gladness and the 
world’s deep hunger meet.” In other words, you will experience joy when you use your talents 
to fill a need for others that you are passionate about. Ask yourself, “What is my life calling 
me to do? What is my life asking of me and how can I give it my best?” This chapter will help 
you begin searching for answers to these questions.

Benefits of Career Exploration and Planning
Þ You get to know yourself and what you want in life

Þ Discover your skills, interests, and values

Þ Explore career choices that match you

Þ Teaches you how to do a job search

Þ Reduces the chance of wasting time in college majors and jobs that are not right for you

Þ Increases your self-confidence

Þ Discover a purpose in life that motivates you

Your Life Provides Clues to Your Natural Gifts
The following section contains some ideas from another book I wrote called, Create the Life 
You Want.

You will discover your special talents by observing:
Þ Enjoyable activities you do wellEnjoyable activities you do wellEn

Þ Repeated feedback from others about what you do well

Þ Behaviors and skills that are so natural that you rarely notice them

Þ Activities you do where time seems to fly

Þ People whose work you admire

Þ Activities that make you come alive

Source: Developed by Raymond Gerson. Based on Create the Life You Want by Raymond Create the Life You Want by Raymond Create the Life You Want Gerson. 
Inspirational Works, 2006.
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Richard Bolles wrote a best-selling career book called, What 
Color Is Your Parachute? In his book, Bolles asks his readers to idenColor Is Your Parachute? In his book, Bolles asks his readers to idenColor Is Your Parachute? -
tify their motivated skills. These are skills you are motivated to use 
and would enjoy using in a job. You can identify your motivated skills 
and talents by examining your most enjoyable accomplishments.

I love teaching and counseling others. Some years ago, I began 
to notice the way I naturally share ideas, information, and inspira-
tion with others. This happens whether I am with a group of people 
or one-on-one. Without thinking about it, I had been doing this 
from my childhood, beginning with my younger sister and broth-
ers. Before I began teaching, I noticed that movies or books about 
great teachers inspired me and had a powerful affect on my emotions. 
These are examples of how your life can provide clues to the right 
work or vocation.

Pay attention to yourself. Notice what you naturally do so well 
that you may have overlooked strong abilities. You may not think of them as skills or talents. 
Notice what inspires you and makes you feel most alive.

Observe yourself in your daily activities. Recall past behaviors and experiences. (Look at 
jobs or volunteer work you have done. Decide which you liked and in which you did well.) 
Consider subjects you are good at in school. What do you do well and what is difficult? Write 
in your journal to help you get clear about your strengths and weaknesses. Briefly review it 
each evening before going to sleep. Write down observations about yourself from the day just 
past. Listen to yourself. Listening carefully to the advice you give others will help you get in 
touch with your beliefs and what you care deeply about. For example, a friend of mine used 
to advise me to teach psychology. Eventually, he returned to school and got his PhD in psy-
chology. He has been a college professor of psychology for years and loves it.

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

Discovering Your Greatest Gifts
Finding your greatest gifts and natural career path will come from answering the question, 

1 Who am I?

2 Who is the real you?

3 What is natural for you to do?

4 Are there some things you do so well that you have heard about it many 
times from others?

If feedback from others is similar and repeated often, it is worth thinking about. Over and 
over again, I heard from others that I had a gift for inspiring people. It is such a natural part of 
who I am that I took this gift for granted for many years. Do you have talents you’ve ignored 
or overlooked? Ask those who know you well to tell you what they believe are your greatest 

l l l
“This course helped me to get a better 

understanding of my career and my 

life. I learned more about myself in this 

course than in any other course I have 

taken. This course has reassured me 

that I have a bright future.” 

— JoSePH GonzALeS

ACTIVITY 7.1 name three things that you naturally do well:
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strengths and talents. Weigh the feedback against everything else you know about yourself. 
See if it fits and is supported by your own observations and life experiences.

Activities during which you lose all sense of time can provide important clues to your 
natural vocational tendencies. You may get so focused on what you are doing that you don’t 
notice time passing. When you’re bored, time drags, but time flies when you’re doing some-
thing you enjoy.

Who do you admire for their work, talents, or accomplishments? Do you know anyone 
whose job you would love to have? What about their job appeals to you? Each of us has lots 
of ability and special talents that can be developed. Your talents, combined with a positive 
regard for yourself and others, can be a powerful way for you to make an important contribu-
tion. Using your special gifts to accomplish a worthwhile purpose will improve your life and 
those lives of others. 

You will do well and enjoy your work when it uses your best and favorite skills, matches 
your top interests, and supports your highest values.

In the following activities, you will be identifying your favorite skills, interests, and values.

IDENtIfYING Your SkILLS
Rank the following skills and talents on a scale of 1 to 10. A 10 represents exceptional skill, a 
5 is average, and a 1 is very little or no skill. Determine your top 10 skills. Use a dictionary for 
words you are unsure about.

1.  Acting____ 2. Adapting____ 3. Analyzing____
4.  Appraising____ 5. Arranging____ 6. Assembling____
7.7.7  Assessing____ 8. Building trust____ 9. Calculating____

10. Carving____ 11. Coaching____ 12. Compiling____
13. Computing____ 14. Constructing____ 15. Consulting____
16. Counseling____ 17. Creating____ 18. Dancing____
19. Designing____ 20. Developing____ 21. Diagnosing____
22. Drawing____ 23. editing____ 24. establishing____

      rapport
25.  evaluating___ 26. executing ____ 27.27.27 Growing things____
28. Healing____ 29. Initiating____ 30. Inspiring____
31. Interviewing____ 32. Inventing____ 33. Leading____
34. Managing____ 35. Mediating____ 36. Music ability___
37.  negotiating____ 38. operating____ 39. organizing____

      Machines
40. Painting____ 41. Performing____ 42. Persuading____
43. Physical____ 44. Planning____ 45. Producing____
    ability
46. Recruiting____ 47. Repairing____ 48. Researching____
49. Resolving____ 50. Sculpting____ 51. Selling____
    problems
52. Serving____ 53. Sewing____ 54. Speaking____
55. Strategizing____ 56. Supervising____ 57.57.57 Synthesizing___
58. Teaching___ 59. Working with____ 60. Writing____

      animals
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now go back over your list and identify your top ten best and favorite skills. List 
then below:

1. ____________________ 6. ____________________

2. ____________________ 7. ____________________

3. ____________________ 8. ____________________

4. ____________________ 9. ____________________

5. ____________________ 10. ____________________

Source: Developed by Raymond Gerson. Based on How to Create the Job You 
Want by Want by Want Raymond Gerson. Enrichment Enterprises, 1996.Raymond Gerson. Enrichment Enterprises, 1996.Ra

There are many ways to get new skills and develop them such as 
working at a job, going to school, volunteering, and internships. 
Volunteering is a great way to find out if a particular type of work 
appeals to you and to develop new or current skills.

IDENtIfYING Your INtErEStS
In this section, you will consider:

Þ Subjects that interest you and which you know a lot about

Þ Problems or needs in the world which you feel passionate about

The subjects of interest may have been learned in school, at work, 
doing volunteer work, from hobbies, or from reading or training you 
did on your own.

List your top five areas or subjects of interest below:

1. __________________________________________

2. __________________________________________

3. __________________________________________

4. __________________________________________

5. __________________________________________

Problems or Needs in the World
Every job tries to solve certain problems or to fill particular needs. For example, a nurse works 
with illnesses, injuries, and patients who need to get well.

There are millions of problems in the world needing your energy and creativity to solve 
them. Problems actually create opportunities for solutions, and this often means they create 
new jobs.

l l l
“The most valuable thing that I learned 
from this book and course is that in 
life you have to do what you love to be 
happy. I learned that when you’re good 
at something you should really look 
into how you can do that in a career. 
When you do something you love 
you are more likely to be successful 
at it. even though we might achieve 
something great without loving what 
we do, it is also important to be happy 
in that work.”

— AMAnDA FIGueRoA
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Set Goals
for education, career,

physical, mental, 
spiritual, fi nancial,
family, and social

Goals provide purpose 
and direction

Set a 
completion date

Identify small 
steps to take

Set short, medium, 
and long-term goals

CHAPTER 1   How to Turn Your Dreams into Goals and Achieve Success

able goals and back your desire for these goals with the right actions. Henry David � oreau 
spoke of this type of success when he said, “If one advances con� dently in the direction of 
his dreams and endeavors to live the life which he has imagined, he will meet with a success 
unexpected in common hours.”

Keep moving toward your life dreams and they will happen unexpectedly during the most 
ordinary times. For example, you may be washing your clothes when a phone call comes to 
o� er you a great job that you interviewed for a couple of weeks ago. You might be watching 
TV when a letter is delivered, letting you know that your magazine article has been accepted 
for publication only. You have already put in the hard work, but the results o� en come when 
you least expect them or in ways you did not think would happen.

Answer These Questions to Get What You Want

1 Ask yourself: “What do I really want?” 

2 � en ask yourself: “Do my actions and habits support my goals and values?”

To help you answer the questions above, let’s look at the following example: Let’s say you 
want to become an excellent student. 

“Good thoughts are no better than good dreams, unless they be executed.”
— Ralph Waldo Emerson
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Now go back over your list and identify your top ten best and favorite skills. List 
then below:

1.  ____________________ 6. ____________________

2.  ____________________ 7. ____________________

3.  ____________________ 8. ____________________

4.  ____________________ 9. ____________________

5.  ____________________ 10.  ____________________

Source: Developed by Raymond Gerson. Based on How to Create the Job You 
Want by  Raymond Gerson. Enrichment Enterprises, 1996.Want by  Raymond Gerson. Enrichment Enterprises, 1996.Want

� ere are many ways to get new skills and develop them such as 
working at a job, going to school, volunteering, and internships. 
Volunteering is a great way to � nd out if a particular type of work 
appeals to you and to develop new or current skills.

IDENTIFYING YOUR INTERESTS
In this section, you will consider:

Þ Subjects that interest you and which you know a lot about

Þ Problems or needs in the world which you feel passionate about

� e subjects of interest may have been learned in school, at work, 
doing volunteer work, from hobbies, or from reading or training you 
did on your own.

List your top fi ve areas or subjects of interest below:

1.  __________________________________________

2.  __________________________________________

3.  __________________________________________

4.  __________________________________________

5.  __________________________________________

Problems or Needs in the World
Every job tries to solve certain problems or to � ll particular needs. For example, a nurse works 
with illnesses, injuries, and patients who need to get well.

� ere are millions of problems in the world needing your energy and creativity to solve 
them. Problems actually create opportunities for solutions, and this o� en means they create 
new jobs.

  
“The most valuable thing that I learned 
from this book and course is that in 
life you have to do what you love to be 
happy. I learned that when you’re good 
at something you should really look 
into how you can do that in a career. 
When you do something you love 
you are more likely to be successful 
at it. Even though we might achieve 
something great without loving what 
we do, it is also important to be happy 
in that work.”

— AMANDA FIGUEROA
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What problems do you feel deeply about? What do you feel passionate about? 
Which needs would bring you joy if you could fulfill them for others?

There are many different jobs using a variety of skills to solve the same problems. Say you 
decide to contribute to the need of affordable housing in your community. You could do this 
as a carpenter, a builder/developer of houses, or a real estate salesperson. All of these jobs can 
help solve the problem of too little affordable housing.

Perhaps you want to help young people grow up to be healthy and strong adults. You 
might consider teaching, coaching or counseling, becoming a health care provider, or physical 
fitness trainer. There are many different jobs, dealing with similar needs, to consider when 
seeking a match for your skills.

To decide which problems are of greatest interest to you, ask yourself, “What contribu-
tion do I want to make? If I were rich and didn’t have to work, what would I do? What type(s) 
of people in the workplace do I admire? When I solve a problem or fill a need, which ones 
bring me the greatest joy? If I had two years to live and decided to work, what would I do? 
How do I want to be remembered?” Answering these questions can put you in touch with 
your strongest interests.

Let’s look at some examples of problems and needs in the world that can become careers, 
if you choose to solve them.

ExAmPLES of PoSItIvE ACtIoNS to fILL NEEDS AND/or
SoLvE ProBLEmS

Þ Reduce crime
Þ Increase affordable housing
Þ Improve technology for persons with disabilities
Þ Build better teams and relationships
Þ Improve the economy
Þ Match people to appropriate jobs
Þ Design better technology
Þ Reduce illiteracy
Þ Provide relief for victims of natural disasters
Þ Improve quality of products
Þ Improve physical or mental health of others
Þ Reduce costs
Þ Improve efficiency and make things work better
Þ Provide recreation and entertainment
Þ Improve the lives of children
Þ Improve communication
Þ Develop training and development programs
Þ Improve education
Þ Raise funds for worthy projects
Þ Organize and improve work flow
Þ Help people to save timeHelp people to save timeHel
Þ Improve transportation services
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Þ Identify problems before they happen
Þ Provide financial planning for others
Þ Increase sales
Þ Reduce environmental problems
Þ Improve services or products

Source: Developed by Raymond Gerson. Based on How to Create the Job You Want by Raymond Gerson. How to Create the Job You Want by Raymond Gerson. How to Create the Job You Want
Enrichment Enterprises, 1996.

If the list above leaves you uninspired, think of other problems that interest you. 
Below, list at least five needs or actions you think would be challenging and enjoyable 
to do, whether or not they come from the above list.

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

4. ____________________________________________

5. ____________________________________________

now decide which of your favorite skills and interests are the best match for the 
actions or needs you think are important. Then, prioritize and arrange these needs in 
order of importance to you. What are your top three? 

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________
Consider preparing for a career that will allow you to fill the need or solve the problem 

that is most important to you. 

IDENtIfY Your vALuES

There is a saying that “a person who stands for nothing will fall for 
anything.” What is important to you in life? What are your most 
important values? Upon what values do you stand? 

The following exercise will give you a way to examine some values 
and to consider which of them are most important to you. Feel free to 
add any to the list that are not included, if they are important to you.

Check each value below that is very important to you. Review 
the list, and write down your five most important values below 
the list. use a dictionary for words you do not know.

1.  Abundance___ 2. Accomplishment___ 3. Appreciation___

4.  Adventure___ 5. Affection___ 6. Attractiveness___Attractiveness___A

7.  Balance___ 8. Belonging___ 9. Calmness___

l l l
“I was able to learn what my skills, 

values and interests are and what jobs 

fit me based on them. I now have the 

tools I need to get my dream job.”

— DeSTIn KozoJeD
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10.  Capability___ 11. Challenge___ 12. Compassion___

13.  Confidence___ 14. Contentment___ 15. Courage___ 

16.  Creativity___ 17. Dependability___ 18. Determination___

19.  Discipline___ 20. excellence___ 21. expertise___

22.  Faith___ 23. Fame___ 24. Family___

25.  Fidelity___ 26. Financial___ 27. Fitness___

      independence

28.  Flexibility___ 29. Generosity___ 30. Gratitude___

31.  Happiness___ 32. Helping others___ 33. Honesty___

34.  Humility___ 35. Inspiration___ 36. Integrity___

37.  Justice___ 38. Kindness___ 39. Knowledge___

40.  Leadership___ 41. Love___ 42. Make a contribution___

43.  Motivation___ 44. nonviolence___ 45. optimism___

46.  Persistence___ 47. Popularity___ 48. Power___

49.  Punctuality___ 50. Recreation___ 51. Relationships___

52.  Respect___ 53. Self-control___ 54. Skillfulness___

55.  Solitude___ 56. Spirituality___ 57.57.57 Success___

58.  Teamwork___ 59. Thoughtfulness___ 60. Variety___Variety___V

61.  Virtue___ 62. Wealth___ 63. Wisdom___

1. ____________________ 4. ____________________

2. ____________________ 5. ____________________

3. ____________________

IDENtIfY Your PErSoNAL StrENGtHS or trAItS

When you become aware of your strengths, you believe more in yourself. You can then develop 
and use these strengths in your career and your life.

Review the list of personal traits and positive qualities below. Select and write down 
the five you think are your greatest strengths and fit you best in the numbered list. If 
your greatest strengths and needs are not listed, feel free to add them. Please use a 
dictionary for words you do not know.

Kind Disciplined Honest Self-reliant
Friendly Persistent Inspiring neat
Positive Caring energetic Self-aware
Trusting Gentle Helpful Humorous
Calm Creative Charming Fair-minded
Stable Considerate Self-directed Flexible
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Ambitious Tactful Tolerant Competent    
Poised Reliable Dependable Strong-willed
Faithful Motivated unselfish Compassionate
overcoming Cooperative Dedicated open-minded
Courageous Trustworthy Consistent Imaginative
Independent Sociable Determined efficient
Confident Talented Hard working Cheerful
Thoughtful Forgiving expressive enthusiastic
Persuasive Affectionate Accepting understanding

1. ____________________ 4. ____________________

2. ____________________ 5. ____________________

3. ____________________

You can also look at these strengths as self-management skills, as 
they are important to employers who will hire you. These strengths 
also can be thought of as soft skills, which are different from the hard 
skills, that are needed to do a particular type of job.

An additional activity you can do is to ask people who 
know you to make a list of five of your best personal traits.

SkILLS moSt WANtED BY EmPLoYErS
This list was based on a study by Michigan University Placement Services. It was compiled 
from a survey of five hundred employers in the United States.

1.  Ability to get things done 2. Common sense
3.  Honesty/integrity 4. Dependability
5.  Initiative  6. Good work habits
7.  Reliability 8. Interpersonal skills
9.  Enthusiasm 10. Good judgment

11.  Motivation 12. Decision-making skills
13.  Intelligence 14. Adaptability
15.  Oral communication 16. Energy 
17.  Problem-solving ability 18. Good work ethic and habits
19.  Mental alertness 20. Emotional control

Source: Reprinted from Lawerence Boldt, Zen and the Art of Making a Living (New York: Penguin 
Group, 1991), p. 492.

Consider which of the above skills you already have and which ones you need to develop.

l l l
“out of every class I have taken this 
was the most helpful. The class helped 
me to choose a career path that I 
am confident in pursuing and the 
motivation to do so.”

— PAuL KADeRLI
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PErSoNALItY tYPES AND Work ENvIroNmENtS

According to John Holland, there are six different personality types, and people usually look 
for careers and work environments that match their personality. 

The six personality types are: 

1 Realistic (R) – Practical, love to work outdoors and with 
their hands, enjoy building things, and using tools. Examples of 
matching occupations: carpenter, chef, auto mechanic, indus-
trial arts teacher, and pilot.

2 Investigative (I) – Good at math and science, problem 
solving, research, and curious about how things work. Exam-
ples of matching occupations: biologist, doctor, chemist, and 
veterinarian.

3 Artistic (A) – Creative, attracted to the arts such as music, 
art, dancing, and acting. Enjoy being innovative. Examples of 
matching occupations: graphic designer, writer, musician, and 
fashion designer.

4 Social (S) – Helping others is most important. Attracted to 
teaching, social work, counseling, and other direct helping 
relationships. Examples of matching occupations: counselor, 
teacher, nurse, and dental hygienist.

5 enterprising (e) – They like to influence others and are goal 
and results driven. Good communicators who often are attracted 
to business and management. Examples of matching occupations: 
lawyer, business owner, salesperson, and hotel manager.

6 Conventional (C) – They like things orderly and organized. 

Good with details. Enjoy routine and working with data and numbers. Examples of match-
ing occupations: accountant, secretary, banker, and bookkeeper.

In the order of your preference, which of these personality types you think best fit you? Most 
people feel a match with two to three of them, but they have an order of priority.

My preferences are:

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

For a more complete and accurate assessment of your Holland Code, (three letters) 
you can go to http://www.self-directedsearch.com to take the online Self-Directed Search 
Assessment.

Keep in mind that a career decision should be made based on many factors and not just 
on one or even several tests or assessments.
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l l l
“I always thought that you don’t 

necessarily need to work in something 

you enjoy because life is not perfect 

and sacrifices may be needed. 

Reading this chapter helped me 

see that you can at least try to get 

an opportunity to do so.” “I also felt 

inspired by the author sharing stories 

about struggles he faced in school. 

even though he struggled like any 

other student, he was able to become 

a college professor and writer. This 

gives hope to me and to all of us.” 

— JeSSICA LozAno
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List three occupations that you would like to research, explore, and learn more 
about.

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

How to Choose A College major
You are ahead of the game because of the work you have already started doing in this chapter. 
Once a student identifies careers that are a good match, the next step is to find college majors 
that are a good fit for those careers.

You have started the career development process by:

Þ Assessing your interests, skills, and values
Þ Considering your personality type and appropriate working environments
Þ Identifying occupations to explore
Þ Reading about those occupations and requirements in the Occupational Out-

look Handbook
You can also:
Þ	Consider what were your best and worse subjects in high school
Þ Consider which parts of any jobs you have done were enjoyable and which parts 

you disliked
Þ Take an online career assessment. For example, many colleges offer career assessments such Take an online career assessment. For example, many colleges offer career assessments such Ta

as “Discover.” It allows you to search by occupations to find appropriate college majors.
Here are more tips:
Þ Talk with a high school guidance counselor, if you are in high school
Þ See an academic advisor or counselor, if you are in college
Þ Talk to students in majors that interest you
Þ Talk to professors who teach in departments of interest
Þ Interview people who work in careers that interest you for their advice and find out 

what were their majors
Þ Do internships, volunteering, and part-time work in career fields of interest to find 

out if they are for you
Þ Consider degree requirements for majors that interest you. Are you willing and able to 

meet these requirements and to go to school that long?
Þ Consider labor market projections. Will jobs in this field be in-demand in your preferred 

geographic locations?
Þ Consider earning potential. Will it be enough to meet your needs and desires?
Þ Use college catalogs as a resource to find descriptions of majors

THe PRInCeTon 
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rincetonreview
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ACTIVITY 7.2 Careers to explore.
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Þ Look at books on how to find a college major
Þ The Princeton Review online can be a resource. Go to: http://www.princetonreview.

com/majors.aspx to do a college majors search. You will see profiles of over 200 majors.
Þ Students often change majors as they take courses, do research, learn more about possible 

occupations, and/or realize that career opportunities will develop regardless of the 
major/degree that is earned. So don’t panic if you decide that your first declared major 
or career choice is not the one for you.

You can find out more about these careers through written or online research. Both the library 
and the Internet can provide good sources of information. Your school librarian can help you. 

One good source is the Occupational Outlook Handbook (OOH) which you can find in 
most libraries or online at www.bls.gov/ooh.

Another great way to learn more about careers that interest you is to talk with people who 
work in these occupations. This is called “informational interviewing.” Usually people who you 
already know can refer or introduce you to the people who you want to interview. One of the 
counselors at your school can help you to think of some questions to ask. You can also find ques-
tions by reading more about informational interviewing online. Take advantage of the resources 
at your high school or college because this can make a difference between success and failure in 
school. Resources include counselors, tutors, learning labs, librarians and libraries, and more.

oNLINE JoB SEArCH StrAtEGIES

Þ Use search engines to include searches for: job banks, job listings, job sites, and job 
opportunities listed by location and careers.

Þ Use keywords on your resume to highlight your skills.
Þ Use jibber/jobber to track resumes you have sent out and jobs for which you applied.
Þ Use social media sites such as Linkedin, BeKnown (a professional social networking 

application for Facebook), Twitter, and others.

tIPS for JoB SEEkErS uSING SoCIAL mEDIA WEBSItES

Þ Linkedin - Search the jobs section by keywords and location. Search for employer 
contacts. Search previous employers and schools and seek recommendations to be 
included in your profile. Create a profile, include keywords in your resume, connect 
and network, and use the answer section to ask and answer questions.

Þ Twitter - Use Twitterchats (live conversations) and learn job search strategies from 
jobhuntchat, H Chat and Careerchat. Network, find job leads, show your expertise, 
and follow employers of interest.

Þ BeKnown - Professional Social Networking for Facebook. This was created by 
monster.com. It uses some of the features of Linkedin as part of Facebook. If you are 
already on Facebook, BeKnown will appear as an application. You can follow companies 
and see jobs which are matched against your BeKnown profile.

What is Your Life Calling You to Do?
The word “vocation” comes from the Latin word for “voice.” It means a calling that you hear. 
A calling comes from within you and inspires you to move in a certain direction. Finding the 
right career is a process of self-discovery. Who are you and what are your natural tendencies? 
Answering these questions will lead you to the right career.
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Þ Look at books on how to � nd a college major
Þ � e Princeton Review online can be a resource. Go to: http://www.princetonreview.

com/majors.aspx to do a college majors search. You will see pro� les of over 200 majors.
Þ Students o� en change majors as they take courses, do research, learn more about possible 

occupations, and/or realize that career opportunities will develop  regardless of the 
major/degree that is earned. So don’t panic if you decide that your � rst declared major 
or career choice is not the one for you.

You can � nd out more about these careers through written or online research. Both the library 
and the Internet can provide good sources of information. Your school librarian can help you. 

One good source is the Occupational Outlook Handbook (OOH) which you can � nd in 
most libraries or online at www.bls.gov/ooh.

Another great way to learn more about careers that interest you is to talk with people who 
work in these occupations. � is is called “informational interviewing.” Usually people who you 
already know can refer or introduce you to the people who you want to interview. One of the 
counselors at your school can help you to think of some questions to ask. You can also � nd ques-
tions by reading more about informational interviewing online. Take advantage of the resources 
at your high school or college because this can make a di� erence between success and failure in 
school. Resources include counselors, tutors, learning labs, librarians and libraries, and more.

ONLINE JOB SEARCH STRATEGIES

Þ Use search engines to include searches for: job banks, job listings, job sites, and job 
opportunities listed by location and careers.

Þ Use keywords on your resume to highlight your skills.
Þ Use jibber/jobber to track resumes you have sent out and jobs for which you applied.
Þ Use social media sites such as Linkedin, BeKnown (a professional social networking 

application for Facebook), Twitter, and others.

TIPS FOR JOB SEEKERS USING SOCIAL MEDIA WEBSITES

Þ Linkedin - Search the jobs section by keywords and location. Search for employer 
contacts. Search previous employers and schools and seek recommendations to be 
included in your pro� le. Create a pro� le, include keywords in your resume, connect 
and network, and use the answer section to ask and answer questions.

Þ Twitter - Use Twitterchats (live conversations) and learn job search strategies from 
jobhuntchat, H Chat and Careerchat. Network, � nd job leads, show your expertise, 
and follow employers of interest.

Þ BeKnown - Professional Social Networking for Facebook. � is was created by 
monster.com. It uses some of the features of Linkedin as part of Facebook. If you are 
already on Facebook, BeKnown will appear as an application. You can follow companies 
and see jobs which are matched against your BeKnown pro� le.

What is Your Life Calling You to Do?
� e word “vocation” comes from the Latin word for “voice.” It means a calling that you hear. 
A calling comes from within you and inspires you to move in a certain direction. Finding the 
right career is a process of self-discovery. Who are you and what are your natural tendencies? 
Answering these questions will lead you to the right career.

OCCUPATIONAL 
OUTLOOK 
HANDBOOK

b
is

.g
ov

/o
oh

JIBBER/JOBBER

jib
b

er
jo

b
b

er
.c

om

LINKEDIN

lin
ke

d
in

.c
om

TWITTER

tw
itt

er
.c

om

BEKNOWN

b
ek

no
w

n.
co

m

PAGE 32
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Þ Look at books on how to � nd a college major
Þ � e Princeton Review online can be a resource. Go to: http://www.princetonreview.

com/majors.aspx to do a college majors search. You will see pro� les of over 200 majors.
Þ Students o� en change majors as they take courses, do research, learn more about possible 

occupations, and/or realize that career opportunities will develop  regardless of the 
major/degree that is earned. So don’t panic if you decide that your � rst declared major 
or career choice is not the one for you.

You can � nd out more about these careers through written or online research. Both the library 
and the Internet can provide good sources of information. Your school librarian can help you. 

One good source is the Occupational Outlook Handbook (OOH) which you can � nd in 
most libraries or online at www.bls.gov/ooh.

Another great way to learn more about careers that interest you is to talk with people who 
work in these occupations. � is is called “informational interviewing.” Usually people who you 
already know can refer or introduce you to the people who you want to interview. One of the 
counselors at your school can help you to think of some questions to ask. You can also � nd ques-
tions by reading more about informational interviewing online. Take advantage of the resources 
at your high school or college because this can make a di� erence between success and failure in 
school. Resources include counselors, tutors, learning labs, librarians and libraries, and more.

ONLINE JOB SEARCH STRATEGIES

Þ Use search engines to include searches for: job banks, job listings, job sites, and job 
opportunities listed by location and careers.

Þ Use keywords on your resume to highlight your skills.
Þ Use jibber/jobber to track resumes you have sent out and jobs for which you applied.
Þ Use social media sites such as Linkedin, BeKnown (a professional social networking 

application for Facebook), Twitter, and others.

TIPS FOR JOB SEEKERS USING SOCIAL MEDIA WEBSITES

Þ Linkedin - Search the jobs section by keywords and location. Search for employer 
contacts. Search previous employers and schools and seek recommendations to be 
included in your pro� le. Create a pro� le, include keywords in your resume, connect 
and network, and use the answer section to ask and answer questions.

Þ Twitter - Use Twitterchats (live conversations) and learn job search strategies from 
jobhuntchat, H Chat and Careerchat. Network, � nd job leads, show your expertise, 
and follow employers of interest.

Þ BeKnown - Professional Social Networking for Facebook. � is was created by 
monster.com. It uses some of the features of Linkedin as part of Facebook. If you are 
already on Facebook, BeKnown will appear as an application. You can follow companies 
and see jobs which are matched against your BeKnown pro� le.

What is Your Life Calling You to Do?
� e word “vocation” comes from the Latin word for “voice.” It means a calling that you hear. 
A calling comes from within you and inspires you to move in a certain direction. Finding the 
right career is a process of self-discovery. Who are you and what are your natural tendencies? 
Answering these questions will lead you to the right career.

OCCUPATIONAL 
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I believe, based on my over forty years of doing career counseling with hundreds of people, 
that each of us is born with a purpose. You can say it is a mission, avocation, calling, or whatever 
name you prefer to call it. Discover and line up with your purpose, and you’ll find work that 
gives meaning to your life. You will experience joy when you find a purpose beyond or greater 
than yourself. Happiness tends to be unattainable when you live only for yourself. Your ability 
to make a difference will be obvious when you perform the work you love and do best.

When you give the best of yourself, using your natural ability and holding back nothing, 
you will get much joy in return for your efforts.

Express Your own unique Song and music
You have only a little time to use your ability and make your dreams happen. Life passes 
quickly. Your life will be over before you know it, so time is too valuable to waste. Becoming 
aware of your limited life span can be a motivator for you to take posi-
tive action. Now is the time to go for your dreams. You can’t change 
the past, but you can take action now!

Ask yourself:

1 What do I really want out of the rest of my life?

2 What are my highest priorities?

3 What dreams have I not yet achieved?

4 Have I sung my special song and used my best 
talents?

5 What contribution would I like to make? 

The answer to these questions is inside you. It is a matter of self-reflec-
tion and self-discovery.No one wants to die with their song unsung and with their ability 
unused. You have your own special talents and the ability to make a difference in the world. 
Let your life speak to you. Notice what it is that lights you up inside with fire, aliveness, and 
passion. Look for clues to your life’s purpose. You can discover and use your greatest and most 
natural gifts and talents. You can make a difference!

JourNAL ASSIGNmENt
Use the Use the U Occupational Outlook Handbook (OOH) to research the three occupations that 
you listed as being of interest.
In your journal, write a brief summary of what you learned from the OOH about these 
careers. Write about what you liked and disliked about these occupations.

QuEStIoNS to ANSWEr IN Your JourNAL
AND DISCuSS WItH otHErS

Þ What are five enjoyable activities that I do well?

Þ What strengths and talents do others repeatedly tell me I have?

Þ How can I use my strengths to overcome my weaknesses?

Þ Who are three people whose jobs I would like to have and why?

l l l
“I realized that a career doesn’t have to 

be a high paying one for me to enjoy 

it. A career that includes your interests 

can be fun.”

— DuSTIn HALL
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RAYMonD GeRSon
AutHor’S NotE

Earlier, I mentioned that I did poorly in school until my last year of high school, 
when I started getting more serious about my education. During those years, I had no 
goals and felt lost. I had no idea what my skills, interests, and values were, what careers 
I was suited for, and I had no sense of purpose. At this time, school had little meaning 
because I couldn’t connect the value of an education with where I wanted to go in life. 
It’s no wonder I was doing badly in school.

I desperately needed career guidance with someone that could help me discover 
that I actually had natural gifts and potential. Unfortunately, this type of guidance was 
not available in my school.

I teach a full semester college course in career exploration and planning. High 
school students can also take the course as part of the Early College Start Program. 
The course helps a student to discover skills, values, and interests, determine an appro-
priate major and career goal, how to research the job market, and how to use job 
search strategies. 

It is my belief that every high school and college should offer a course in career 
development and planning. A student who learns both study skills and discovers a 
career direction will gain the motivation and know-how to do well in high school and 
college.

Student Success Story
The following paper was written by a former student of mine who completed my college 
career course while she was still in high school. Her paper provides an excellent example 
of how many of the ideas and exercises in this chapter can help a student to discover an 
appropriate career direction and purpose.

Case Study Paper for Career Exploration and Planning Course
By Tracy Rocha

I am a high school senior, and a few weeks ago I had no idea what I wanted to 
do after graduation. I knew I wanted to go to college, but I wasn’t sure what I was 
going to study. My counselor at school mentioned this career exploration course 
to me and after taking the course my situation changed from being stuck to just 
the opposite. now I have a pretty good idea of what I want to do and this is all 
because of this class. 

This course is one of the few classes that have actually benefited me in 
realizing what I want to do for the rest of my life. I enrolled into the class with low 
expectations, but came out of it with a lot of valuable knowledge. This class not 
only helped me learn how to be a good job-hunter and narrow my career choices 
to either becoming a medical social worker or a physician’s assistant, but it also 
taught me a lot about myself.

I never would have imagined that the number one rule to be successful in life 
is to “know thyself.” You need to realize what strengths, values, weaknesses, and 
interests’ you have and to think of the steps needed to achieve the goals that will 
help you create a better future. This is what I did throughout this course.

With the help of the professor, the Discover program, and the What Color is 
Your Parachute book, my accomplishments during this semester have been many. 
First of all, I took the time to evaluate myself and thought really hard about what I 
wanted. I learned that my mission in life is “to care for and be of service to others, 
helping people overcome situations by informing them of unknown possibilities, 
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and influencing their decisions to live a better life,” and that is exactly what I plan 
to do. I am going to let my mission guide me from now on, and with the help of 
God, I believe I will get to where I want to be.

During this course, I also set goals for myself that will hopefully keep me on 
the right track. I learned that goals have to be realistic and at the same time short-
termed enough to stay focused on them. Some steps I have taken toward my 
career goals are to  research my career choices and learn in depth about them. 
The two careers I mentioned earlier fit me perfectly. Both careers allow me to do 
what I love, how I want to do it, and where I want to do it. They are both jobs that 
are in high demand and will let me live my life as I want. I will not be superrich, but 
I will not have to worry about money. Last but not least, I made a resume, cover 
letter, and thank you note during this semester which gave me the opportunity to 
practice for the future and improve my skills. 

From when I started this course to where I find myself now, I feel I have come 
a long way and have made much progress. I’m more confident in where I am 
headed with my life and have a lot of hope. even though life is full of surprises that 
might cause change, I am following my heart in what I want to do and will have no 
regrets. I know I will feel good about myself and live life with a positive attitude. I 
will be happier and feel I have lived my mission like God wanted me to do. 

My plan after ending this course is to make a final decision about which of 
the two careers I will pursue. I want to keep striving to accomplish my goals and 
try my best always. even if that means sacrificing certain things and learning how 
to balance my life, this is something I want to get better at. The key for me now is 
just to take “baby steps” because they are what will lead me to big achievements.

I have big expectations for myself now and to tell you the truth I am not scared 
of meeting them or other people’s expectations. As I mentioned before, this class 
has really prepared me for what is ahead of me and I believe I can do what ever I 
put my mind to. I am willing to step up to the challenge. 

I just want to take this time to thank you, Mr. Gerson, for having such a huge 
impact on me. I appreciate everything. I am inspired to make something out of my 
life. The things I learned during this class, I will take with me forever.

Three steps I will take to achieve my goal:

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

CHAPtEr 7 mAIN PoINtS

Þ Your life provides clues to your natural ability.

Þ You will do well and enjoy your work when it matches your skills, interests, and values.

Þ Many different jobs can fill the same need or can solve similar problems.

Þ Within you is a special song—a form of expression waiting to be discovered and 
communicated.

DAnIeL PoRoT
Career expert: 

Information 
and games for 

identifying your skills

careerg
am

es.com

DISCoVeR ACT 
CAReeR PLAnnInG

(Check with your 
school or college to 
find out if they can 
give you Discover 
or another online 

career assessment.)

act.org
/d

iscover

ACTIVITY 7.3 Goal for the week:
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You have learned many ideas and skills so far, which will improve your academic performance, 
if you apply them. In the final chapter, you will be learning how to create the life you want so 
that you can make your dreams come true and make a positive difference for others.

The Voice of My Vocation
By Raymond Gerson 

(This poem can be sung to the melody of Seven Spanish Angels) 

In my heart there is a treasure, 
it lies deep inside of me,  
It’s the answer to my purpose,  
the dream I know can be.

The voice of my vocation,  
is calling out to me, 
I listen and can hear it, 
And it will set me free.

I will find a need and fill it, 
I will use my talents well, 
to make a contribution, 
before the final bell.

When the end is near and I’m looking back, 
there won’t be regret, 
because I’ve lived a life of purpose, 
there’ll be no need to fret.

In the world there are problems, 
that call out to me, 
one that needs my talents, 
with solutions I can see.

I want to leave my footprint, 
in the sands of time, 
I want to share my treasure, 
and live a life sublime.

I will find a need and fill it, 
I will use my talents well, 
to make a contribution, 
before the final bell.

When the end is near and I’m looking back, 
there won’t be regret, 
because I’ve lived a life of purpose, 
there’ll  be no need to fret.
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You began this book by thinking about your life dreams and turning them into goals with 
deadlines. Your goals provide a vision of where you want to go in life. Deciding what you 

want is the first step to creating the life you want. The second step is to manifest your vision 
– to make it happen.

An architect envisions a house in his or her mind, draws it on paper, and then it is built. 
This is how thoughts become things. You start with a thought, desire, vision, and goal, and 
they become a physical reality. In the same way, you can create the life you want by turning 
your dreams into physical reality. Not only is it possible to make many of your dreams come 
true, but you can help others to fulfill their needs and dreams. You can create the life you want 
and make a positive difference in the lives of others.

How to 
Create the Life 
You Want and Make a 
Positive Difference in the World

c
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a
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Create  
the Life  

You Want

Define  
successful life

Determine  
your mission

Develop your  
self-image

Build character

Awaken your 
greatness Leave a legacy

ChaPter 8 How to Create the Li fe You Want and Make a Posit ive Dif ference in the World

“To the extent that your work takes into account the needs of the world, it will be meaningful; 
to the extent that through it you express your unique talents, it will be joyful.” —Laurence Boldt

Benefits of Creating What You Desire  
and Making a Contribution to Others

Þ Your life becomes more fulfilling and enjoyable 

Þ Your self-worth and self-esteem increase

Þ You grow as a person

Þ Your self-confidence increases

Þ It is good for your physical and mental health

Þ You get a sense of well-being and purpose

Þ You know yours is a life well lived

Þ	You get the joy that comes from making a difference
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What is a Successful Life?
I wrote this book to help you succeed in college. It can also help you to do well in your courses 
and to prepare for college success even if you are still in high school. This book’s secondary 
purpose is to help you succeed in your career and life.

In addition to the specific success strategies for college success, here are some general success 
principles to help you achieve more in your college, career, and life.

Success means different things to different people. For example, a person may need to 
make a lot of money to feel successful. Another person may feel successful helping others and 
making much less money. 

In the beginning of this book, I defined success as “Making progress toward your goals.” 
Your goals will be different from many others because each person decides what goals are 
important for him or her to achieve. It will be difficult, if not impossible for you to feel suc-
cessful, if you are not moving in the direction of your goals.Success will often come when you 
least expect it in the most ordinary moments. Keep making the effort and continue moving 
forward and results will happen. You might ask, “What if I feel like I am in a fog and can’t see 
where I want to go?” Just start moving in the general direction you want to travel and try to see 
the next step in the fog. With each step you take you will see and decide on the next step. In this 
way, you keep moving forward one step at a time.

General Life Success Principles
1 Know yourself. Be aware of your strengths and weaknesses. Build and use your 

strengths to excel, overcome weaknesses, and to improve.
2 Know the outcome you want. Set goals and have a definite purpose. Visualize 

your desired outcome.
3 Ability to focus. One key to success is your ability to concentrate on the task at 

hand. You will achieve greatness from doing small things with care and attention. Be 
in the present moment, focus, and do whatever you are doing as well as possible.

4 Self-discipline. Manage yourself and your time to get the best 
out of yourself.

5 Self-motivation. Focus on your goals to maintain motivation. 
Visualize your success.

6 Go the extra mile. Be willing to do more than is expected or 
being asked of you. Take action and provide more value than 
you are getting paid to do. Employers will want to hire and 
keep you, if you are willing to go the extra mile.

7 Persistence. This is your ability to hang in there even, when 
the going gets tough. Persistence is your ability to persevere and 
not give up easily. You also need to know when to change course.

8 Complete tasks and avoid procrastination. Do what you 
need to do now and follow through on tasks until completion.

9 Willing to risk failure. This is your ability to take reasonable 
chances and to learn from your mistakes. This takes courage and 
a belief in yourself.

bk Ability to delay gratification. Your going to college is an example of delayed grati-
fication. You are sacrificing some pleasure now for future benefits.

l l l
“I like this book because it’s a starting 

point for my success. It is sort of like a 

manual on how to be great. You may 

fail, but it tells you how to get back up 

and succeed.” 

—MATHeW CASTILLo
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bl Communicating and relating well with others. Many employers will want to 
hire you if you can work well with others. Your ability to listen and to understand 
how others are feeling are important communication skills.

bm  enjoy helping others. Success often doesn’t happen, at least not for long, if a per-
son is selfish and only cares about their progress. If you are willing to help others, you 
will probably become a successful leader.

bn Master mind alliance. This is where you get with others and help each other reach 
your goals and their goals.

____________________________________________________________________

____________________________________________________________________

Building a Strong Foundation for Your Inner Growth
Your inner growth will determine the person you become and are 
becoming. Your inner development is even more important than 
just getting material things. The good news is that when you become 
a better and better person, you will also usually do better in your 
relationships, career, and finances. Your inner growth can bring you 
the happiness that you might miss out on, if you focus only on going 
after material things. You will enjoy the material things more if you 
are happy with yourself.

Steven Covey, in his book, The 7 Habits of Highly Effective People, 
discovered something interesting when he read success literature 
written during the last two hundred years. The success literature of 
the last fifty years was about the importance of personality and skill 
development. The literature of over fifty years ago by writers such as Emerson and Thoreau 
and others was more about character and inner development. What happens if you do not 
build a strong inner foundation? You have probably seen stories on the news about politicians, 
ministers, athletes, and others with great talents and communication skills that ended up in 
disgrace and/or in prison. What was missing? The foundation was missing. Character, which 
has to do with inner qualities, is the foundation upon which your skills, talents, and strategies 
must be built. Without good character, you will not be able to handle the temptations and 
obstacles that come your way and this can hurt you and others. Without strong character, you 
would likely misuse your talents. If a house has a weak foundation, it can easily fall down. If a 
person has weak character, he or she can easily fall also. So, it is important to keep improving 
yourself and becoming a better and better person.

ACTIvITY 8.1
What will it take for you to feel successful? Write your definition of success in the 
space below.

l l l
“It was good for me to discover how 

everyone defines success in their 

own way.” 

—AMAnDA FIGueroA
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Here is a partial list of character traits to develop:
Þ Honesty and Integrity. Honesty builds your self-respect and the respect you get 

from others. It takes time for you to earn trust and you can lose it overnight, if you 
are not careful. Integrity includes honesty and includes your values and principles.

Þ Forgiveness. You can find the courage to forgive yourself and others. This will 
bring you peace of mind.

Þ Responsibility. This means you respond to the situation before you that needs to 
be done.

Þ Courage. You will need courage to do what you feel is right and to go ahead in spite 
of your obstacles. Courage does not always mean you have no fear, but it also means 
you go ahead and do the right thing, even if you are afraid.

Þ Compassion. You can feel for others who are suffering and take action to help 
them.

Þ Humility. You can be humble and self-confident at the same time. To be humble 
means you are not full of yourself and your own self-importance. A humble person 
does not think he is better than others.

Þ Love. When love is awakened in you, other good qualities such as joy, inner peace, 
and courage, develop automatically. Love helps you to see that we are all intercon-
nected and worthwhile.

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

A person may be brilliant, highly educated, personable, and 
have awesome talents, but without good character, he will not 
have true success. Strong character traits are the foundation upon 
which you and others can build a successful and fulfilling life.

Your choices and actions reveal your character and who you are 
as a person. When you piece your small habits together, it shapes 
who you become. By changing your thoughts, you can change and 
improve your habits or actions, which are creating the person you are 
becoming.

ACTIvITY 8.2 List three more character traits below that you want to develop further.

l l l
“I am grateful for this knowledge. 

I have been given the blueprint to 

succeed in college.”

—AnGeL DIAz
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You

real
Limitations

Self-Imposed
Limitations

YouYouYou

The Power of Self-Image and Your Success
Maxwell Maltz’s book, Psycho-Cybernetics, which was mentioned earlier, contained major 
breakthrough information at the time it was published about self-image.

What was so significant about this book? Dr. Maltz was a plastic surgeon who improved 
the physical appearance of thousands of people, especially those with facial deformities. Some 
of his patients went through positive changes after surgery in how they saw themselves. Others 
felt no different about themselves; even though photos showed they had major improvements 
in how they looked following surgery. Why? They still saw themselves the same way because 
their self-image did not change. For example, some people who felt ugly before surgery still 
saw themselves as unattractive after major improvements were made to their appearance. Dr. 
Maltz realized that your self-image or picture of how you see yourself is extremely important.

The bad news is that your self-image defines and limits what you will achieve in life. You 
cannot outperform what you believe to be true about yourself. Your self-image determines your 
degree of happiness and fulfillment, success in relationships, and career accomplishments and 
satisfaction. It also impacts your physical, emotional, and mental health.

The good news is you can change and improve your self-image. Dr. Maltz found that 90% 
of people could use at least some improvement in their self-image. His book provides practi-
cal exercises for improving your self-image and for managing your inner critic or what could 
be called “the negative voice inside your head.” As your self-image improves, so does your self-
confidence and self-esteem, which are important for any type of success in life. A strong and 
healthy picture of yourself can help you to overcome many of your self-imposed limitations 
and beliefs.

See Figures 8.1 and 8.2.

There is a difference between self-imposed and real limitations.

Some of your limitations are real. For example, you can’t lift a house weighing thousands 
of pounds over your head. In the figure above and to the left, the outer boundaries of the box 
represent your real limits. The smaller box represents your self-imposed limits. 

Self-imposed limitations such as “I will always be a poor student” can be changed and 
improved. Real limits can’t be changed, but you can go beyond the self-imposed limits so they 
do not hold you back from achieving your dreams. The box to the right obviously represents 
an expanded self-image and what is possible for you.

FIGure 8.1
LIMITeD SeLF-IMAGe vS. reAL LIMITATIonS

FIGure 8.2
exPAnDeD SeLF-IMAGe
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How to Improve Your Self-Image
Your inner critic can be a major obstacle to your achieving a successful and 
fulfilling life. All of us hear the voice of this critic at times. It takes the form of inner dialog 
and negative self-talk. This is the voice that says, “I can’t do it” or “I’m not worthy of achieving 
my dreams.”

As you strengthen and improve your self-image, you 
also lessen the power of your inner critic. This will help you 
to overcome your inner resistance (which is often at a subconscious 
level) to achieving your dreams. As your self-worth increases, your 
limiting beliefs will be changed into positive beliefs. When you 
can start believing in your worthiness and great potential, it will 
change your life.

Is there something practical that you can do to improve 
your self-image? Yes! Dr. Maltz suggested that you go into what 
he called “The theater of your mind” each day and play mental 
movies. Picture yourself sitting in a theater looking at a large white 
screen. Then, see yourself on the screen acting and feeling like the 
person you want to be. For example, you might picture yourself 

cool and relaxed while taking a test. Also, replay movies of yourself reliving past successes. 
Your self-image is influenced more by pictures than words.

You will become what you think about most of the time. By reliving your success 
experiences often, you will reinforce an image of yourself as a successful person. Also, when 
you play mental movies of yourself acting as the person you want to become, you begin to 
see yourself in that way. You will behave like the person you believe yourself to be. When you 
improve your self-image, your life improves from inside out. This is one of the great secrets for 
you to find happiness and fulfillment.

Sit down and relax. Imagine a big blank movie screen and you are the only one in the theater. 
Now, for a few minutes, see yourself on the screen being the person you want to be. See your-
self calm and confident.

If you are going to a job interview or any situation that causes you anxiety, practice this 
method. You can practice seeing yourself in the interview doing well. This is one way to 
improve your self-image. Your self-image is a mental picture of how you see yourself. Keep 
improving this picture so that it supports your success.

Your Thoughts and Words are Powerful and Can Make a 
Difference in Your Life and Others’
How you feel about yourself makes a big difference. Your thoughts have the power to 
weaken or strengthen you. Scientific experiments show that if you think about Mother 
Teresa or have loving thoughts, it will make you feel more compassionate, and your immune 
system will get healthier and stronger. This study was done with college students and pub-
lished in the  

ACTIvITY 8.3 Practice going into the theater of your mind that Dr. Maltz talked about.

l l l
“I learned how to improve my self-

image and discovered my mission.” 

—CLAuDIA Guerrero
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Journal of Advancement in Medicine. The researchers also discovered that thoughts of 
Hitler or of hatred weaken the immune system. Negative thoughts and self-talk can make 
you weaker and less healthy. Your positive self-talk supports and strengthens your self-image. 
You’ll have a much better influence on others, if you develop a healthy self-image.

the Power of Positive exPeCtation

Many studies have been done to show that your expectations will influence how things 
turn out. What you strongly expect will happen often does hap-
pen. This is called a self-fulfilling prophecy. 

Studies have been done in the schools that show that a teacher’s 
expectations can influence a student’s performance. There are exam-
ples in which teachers were told that one group of students were the 
smart ones and another group of students were the dumb ones, when 
both groups were actually of similar intelligence. The students per-
formed according to the expectations of their teachers. The students, 
who were considered the smart ones, performed much better than 
the group who had been labeled unintelligent. The teachers verbally 
and nonverbally communicated their expectations to the students 
who then performed according to the teachers’ expectations. 

In a review of the research on the effects of teachers’ expectations 
on student performance by Kathleen Cotton, she concluded that “the most important find-
ing from this research is that teacher expectations can and do affect a student’s achievement 
levels and attitudes.”

You will often rise to the level of the teacher’s expectations because it changes your mental 
picture of yourself and your own expectations. When your self-image supports your success, 
you will perform in a way that is likely to bring it about.

How you think and what you choose to think about, shapes your character and 
influences your self-image. This is one reason why what you are thinking about and doing 
(your actions) in the present is so important—you are creating your future now!

reflect on this and write your insights and thoughts about it below.

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

The Power to Make a Difference Comes From Within
The kind of person you are and are becoming determines how you see others. How you see 
yourself and others is influenced by your own inner qualities. Also, how you perceive others 
will determine what influence you will have on them. Remember the power of expectation. 
Do you see people as worthwhile human beings with great potential or as con artists who 

ACTIvITY 8.4
Identify a time in your life when your expectations (negative or positive) influ-
enced your outcome.

l l l
“I know now that if you dream big, then 

you have to reach as far to the stars as 

you can. I know that it is up to me to 

make my dreams come true.” 

—roSLYnn rICHArDSon
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want to take advantage of you? Your perception determines your influence and is even more 
powerful than what you say, although what you say will be an expression of who you are.

Mother Teresa saw others through eyes of love; Hitler, through eyes of hatred. Each 
acted according to his or her perception. One had a positive influence on the lives of many 
people. The other left a path of destruction, suffering, and death. Mother Teresa’s and Hit-
ler’s levels of consciousness – their widely different perceptions – led to entirely opposite 
historical legacies or what they left behind. What do you want your legacy or mark or foot-
print on the world to be? What is your purpose and mission?

inner and outer PurPoSe

In his book, A New Earth: Awakening to Your Life’s Purpose, Eckhart Tolle tells us that human 
beings have an inner and outer purpose. The inner purpose is to fully awaken and know 
yourself.

Your outer purpose may be different from others and it can change with time. According 
to Tolle, you will be most effective when your inner and outer purposes are connected. You 
will be able to bring more of yourself and who you really are into your work in the world. 
He says you can bring more of your self and true power to make a difference into your outer 
purpose by enjoying what you do. If you cannot enjoy your work, he says, at least accept it. 
In other words, don’t fight and resist what is, but go ahead and do the work with care and 
attention. This doesn’t mean that you don’t look for new work. According to Tolle, even bet-
ter than enjoying your work is to add enthusiasm to your enjoyment. This happens when you 
not only enjoy what you do, but you add a vision or goal to the work you are already enjoy-
ing. Your goal, combined with enjoyment of your work, gives you a strong outer purpose.

diScovering Your MiSSion and work that

MatterS

The world is facing major problems today such as global hunger, poverty, economic prob-
lems, global warming and other environmental challenges, health care problems, educational 
issues, weapons of mass destruction, overflowing prisons, crumbling infrastructures, and the 
list goes on. You can either feel discouraged by these problems or see them as a map of 
possibilities for change. As I mentioned earlier, problems call for solutions and crisis is the 
flip side of opportunity. Many people have discovered work that they feel really matters, and 
even their personal mission, by deciding to tackle a particular problem. You can do the same.

Edward Everett Hale said, “I am only one, but still I am one. I cannot do everything but 
I can do something, and I will not let what I cannot do interfere with what I can do.” Your 
life can make a difference for others. You can leave the world a little better because you lived 
and took positive action. 

1 What is life calling you to do?

2 Do you have a great idea and vision that can bring out your best?

3 Do you have a special gift you want to share with others? 

This can be your personal mission. It will be the vehicle by which you express your 
unique abilities to make a positive difference.
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An individual mission is a calling or higher purpose that you 
feel inspired to fulfill. It includes your goal, vision, and your main 
purpose. A mission will take you beyond yourself to a greater sense of 
purpose. When you discover your mission, your life will take on new 
meaning, and you will automatically feel motivated to fulfill your 
mission.

A mission may take the form of a career, volunteer work, parent-
hood, or a hobby. One person’s mission may be to add beauty to the 
world through art, music, or some other means. It could involve helping 
young people to get off of drugs, or to help them acquire a quality 
education.

A mission is any worthwhile purpose for which you feel a deep 
sense of commitment and connection. It usually involves a cause you 
feel deeply about and uses talents that bring you joy.

You may not know your mission yet, but it is not too early to 
begin giving it some thought. It also may change and develop as you 
get older. Think about how you would like to make a contribution to 
others. Is there a problem, need, or dream others have that you feel 
passionate about? A need you would love to fulfill?

Think about your goals and skills you want to use. Think about the 
types of populations you would most like to help.

Here is an example of a brief mission statement that I wrote. “To 
teach others to discover their talents, potential, and calling so they 
can fulfill their dreams and make a positive difference in the world.” 
Now give it a try in the activity below. 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Where Does Greatness Lie and How Can It Be Awakened?
What follows is a brief article I wrote and would like to share with you called, “How to 

Awaken the Greatness within You.”

How to Awaken the Greatness within You
By Raymond Gerson

The power to make a positive difference comes primarily from within. It has 
more to do with who we are than what we say. This is why Mahatma Gandhi said, 
“My life is my teaching” and “Be the change you want to see in the world.” our
example speaks louder than words, but our words are also a reflection of who 
we are as a person. 

ACTIvITY 8.5
Write a brief mission statement in the space below. Keep in mind that it can 
change as you become clearer about your personal mission.

l l l
“The most valuable part of this course 

and book for me was the last chapter 

on ‘How to Create the Life You Want 

and Make a Positive Difference in 

the World.’ This chapter, well, the 

whole book, in fact, helped me to 

better myself in many ways. I learned 

how to be more responsible, how to 

overcome hard times, and to forgive 

myself and others for past mistakes. I 

know one day I will make a difference 

in someone’s life. This course and 

book helped me to find out more 

about myself and to think better about 

myself. Honestly, I’m a whole new 

person inside and out.”

—ALexAnDrA MArTInez
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CreATe THe JoB 
You You Y WAWAW nT

Gandhi is a great example of someone who transformed himself and the lives 
of many others when he shifted from self-consciousness to other-consciousness. 
From childhood to early adulthood, Gandhi felt awkward and self-conscious. He 
was shy and had many fears. only when he became captivated by a passionate 
mission — a sense of purpose larger than himself — was he able to go beyond 
his fears.

Gandhi’s compassion for the Indian people and his desire to free India from 
British rule became a burning desire that changed Gandhi into a man of great 
courage, love, and inner strength. His life’s purpose took him beyond his petty self-
concerns and self-imposed limitations. He became a great leader who inspired a 
nation to fulfill his mission.

Success and happiness that escapes us when we seek them directly will fre-
quently come when our focus is on contributing to others. We need to get out of 
our own way and allow the power within to be expressed.

Many of you want to make a positive contribution. You want to know that your 
having lived on this earth made a positive difference in the lives of others. Your 
positive actions can inspire others to glimpse their own potential and to become 
what they are capable of becoming. This brings joy, meaning, and fulfillment to 
your life. 

You may be wondering, “okay, fine, but how am I supposed to find a great purkay, fine, but how am I supposed to find a great purkay -
pose that overcomes my fears and self-concerns”? First, take a look at the many 
problems and needs in the world. Which ones do you feel passionate about? Are 
there problems in the world that make you angry or sad? What inspires you to act? 
What impact do you want to have on the world? How could you use your talents to 
contribute to humanity? Answering questions like these can help you to discover 
how you want to be of service. 

Many psychologists have said that most people use only a small percentage 
of their brain power and creativity. enormous resources are within you, but they 
often remain dormant until you find a purpose that is bigger than yourself. You 
move then from self-centeredness to focusing on your unique way of helping oth-
ers. Like Gandhi, you can also rise above your weaknesses and awaken your dor-
mant potential when you decide how you want to be of service. This is the secret 
for awakening the greatness within you.

What Will Be Your Destiny and Legacy?
The interesting thing about Gandhi was that he was shy, awkward, and lacking in 

self-confidence as a young man. Once he became passionate about a mission and focused on 
helping others, he was transformed. He rose above his petty fears and self-consciousness and 
discovered a mission which brought out his best.

one source of happiness is being of service and helping others. This does not 
mean you must become a social worker, nurse, or counselor to be of service to others. A busi-
ness person, architect, auto mechanic, medical lab technician, and people in almost any pro-
fession can be of service directly or indirectly.

When you use your best skills in a profession that you love, you also experi-
ence joy. Your education can be the key that unlocks the door of opportunity leading you 
to this work and allowing you to fulfill your mission.
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JOuRnAL ASSIGnMenT

In your journal, name the three most important ideas you learned from this book and 
discuss how you will use them to succeed in college.

QueSTIOnS TO AnSWeR In YOuR JOuRnAL AnD
DISCuSS WITH OTHeRS

Þ Which success principles discussed in this chapter appealed to me the most and how 
will I use them to succeed?

Þ What are my three strongest character traits? Which three character traits mentioned 
in this chapter do I need to work on the most?

Þ What is one self-imposed limitation that is part of my self-image and how will I over-
come it?

Þ What are three things I would like for people to be able to say about me and my legacy 
when I am gone?

AuTHOR’S nOTe
It is possible to create work or a job for yourself that doesn’t exist in the form of an 
advertised job opening. If you can sell an employer on the value you can bring to the 
company, it is possible to create a job that doesn’t yet exist or where there is no opening 
available. I have done this in my life and have taught others how to do it.

My book, How to Create the Job You Want, explains how. The book is available 
as a free gift at www.successforcollegestudents.com.

So many wonderful events are happening for me late in life. The same can be true 
for you, and this is why I encourage you to take care of your health. You will fulfill 
dreams and new ones will replace them. In your 60’s and 70’s or 80’s, you might decide 
to remarry or retire and travel, write a book, return to work, start a business, do vol-
unteer work, or who knows what. You will need the health and energy to pursue your 
dreams.

Life goes by quickly. As I was writing the first edition to this book, I received an 
invitation to attend my 50th high school reunion. It seems like only yesterday that 
I graduated from high school. The last fifty years went by so fast that it boggles my 
mind.

Realize how quickly time is passing and how precious it is so you will use it wisely. 
Ask yourself, “If I was hundred years old and today was my last day on earth, what 
regrets would I have? What would I like to have accomplished? Who is the person I 
became?” Then, realize that there is still time to live the life you want to live.

rAYMonD GerSon

My free ebook, Finding the Right Work and Making a Diff erence is available at 
https://www.upbeatpress.com. See link to the free ebook download.
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Student Success Story
The success story by Melinda Medina is a great example of unconditional love and how 
clues to your mission can come from your life experiences.

My Future in the Making
By Melinda Medina

I would have to say caring for my grandmother when she had cancer would be 
my biggest accomplishment in my life.

It was early november 2002, when my best friend, my other mom, my grand-
mother was formally diagnosed with pancreatic cancer. I had taken her to several 
appointments before that and I had no idea what to expect because she just had 
abdominal pain for the past few months. once she got a medical specialist who 
was experienced in that field, it was clear that it was cancer and very serious.

I needed to make a plan for her and the remainder of the time she had left with 
us. At first, I don’t think she had a clue about what she would be going through. As I 
looked in her eyes while explaining what the doctor had discovered, it was clear to 
me she was scared. I remember telling her that no matter what happened, I would 
never leave her side. At that point, I told myself any attention she needed I would 
give her. I would stay nights and eventually moved in with her. This was to prevent 
her from going to a nursing home. I had made a promise that I would be there to 
the end and that was what I intended to do.

I can remember my grandmother asking if there was any way she could beat 
the cancer and without a doubt, there was no way. However, I would not take away 
whatever hopes she may have had. I mentioned to her there was a surgery she 
could have that may help or just give her added time to what the doctor thought 
she had left. With that said, she underwent a surgery that in reality bought her 
only a couple of months. After the unhelpful surgery, she also had the option of 
chemotherapy. Chemo required several hours for more than a couple of days out 
the week. These appointments, as well as travel time, getting her ready, and tak-eady, and tak-eady, and tak
ing her to other errands the doctors had her doing would keep me from home for 
hours or even long days. My personal life had come to an end. I was her personal 
assistant, driver, chef, and companion. 

I decided one day, after commuting twenty-five minutes from my home to hers, 
that I would move in. I wanted to be at her call whenever she needed me without 
having to wait. I could see the happiness in her face when she woke up, and I was 
there at her bedside, or in my twin bed that I had set up right beside her. everyday 
that I was with her was special to me. I would take time out after her feedings, 
medications, etc. to talk, laugh, cry and just about anything to keep her mind off 
the pain she was going through. When she was up to it some, I would record her 
on my video camera, just to have memories for myself and my family. I would also 
comb her hair, give her nice hair hairdos, paint her nails, and just remind her that I 
had such a beautiful, fun-loving, good-hearted grandmother. I always told her that 
taking care of her was such a joy, and that I wouldn’t trade it for the world.

She once sat up and cried and said how embarrassing and depressing it was 
that she couldn’t take care of herself because the disease made her so weak and 
she was in lots of pain. She once told me that I would be a great nurse, that I had 
lots of personality and love for people. I knew that my grandmother had a lot of 
pride. This was a woman who started to work at the age of nine and, with no edu-
cation, she was able to raise six kids, buy a home, and retire from a job she had for 
over fifteen years. She still found time to take care of me since I was born. There 
was no way I could repay her, so I was against hospice and home health aides. 
I knew that they would do a good job in helping her and giving my grandmother 
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what she needed. But I wanted to be the one who helped her in every way pos-
sible. So, every day when I fed, bathed, washed her clothes, cleaned her wounds 
and made sure she was well rested or hydrated, it made a big difference in my life.

There were days that I prayed this wasn’t happening. When I came back to 
the reality, it was clear I had to do the best I could for her during the days we had 
left. I had never thought what I had done for my grandmother might become a 
profession and had not thought of becoming a nurse. After my son was born, (he 
is two years old now), I decided I needed a career and a future for him. I enrolled 
in college. When they asked me what my major would be, I thought about it awhile. 
Then, I remembered my grandmother and how much I helped her live her days in 
complete happiness. I said I would like to become a nurse so I can provide others 
with my willingness to care for people, my friendliness, and my love for a job that 
never ends.

I believe that you learn different skills in your life, and it’s up to you to use 
them. I think nursing is my skill and I plan to be the best nurse I can for myself 
and others.

____________________________________________________________________

Three steps I will take to achieve my goal:

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

CHAPTeR 8 MAIn POInTS

Þ Deciding what you want and making it happen are steps to creating the life you want.
Þ Character is an important foundation for you to build success upon.
Þ Visualize what you want, associate positive emotions with your goal, and then let go, 

and don’t worry about how or when it happens.
Þ Your power to make a difference lies within you. When you find a purpose larger than 

yourself, you will create a life that is fulfilling and helps others.

ACTIvITY 8.6 Goal for the week:
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Can We All Come Together? 
By raymond Gerson 

Can we all come together, 
And love one another, 
And make this a better world? 
Can we all get along, 
And sing our song, 
And let our love unfurl?

Yes its amazing, so amazing, 
Amazing this gift of life, 
Its amazing, so amazing, 
A world with much less strife.

Can we all be kinder, 
And not a faultfinder, 
And be more humane? 
Can we find inner peace, 
And let hatred cease, 
And reduce the pain?

Yes its amazing, so amazing, 
Amazing this gift of life, 
Its amazing, so amazing, 
A world with much less strife.

Can we become our best, 
And know were blessed, 
And live in gratitude? 
Can we be more caring, 
And much more sharing, 
With a positive attitude?

Yes its amazing, so amazing, 
Amazing this gift of life, 
Its amazing, so amazing, 
A world with much less strife.
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Post-Course Assessment

Now take the Post-Course assessment below and compare your scores to the 
Pre-Course assessment you took before you started Chapter 1. 

T his questionnaire is not a test, but is an opportunity for you to find out what you know 
and don’t know about the topics in this book. It will help you to see your strengths as a 

student and in which areas you need improvement. So be honest where you see yourself now.
Read the statements below and give yourself points for each one. Use the point system 

below and then add up your total points for each of the eight topics. Then, add up all of your 
points for an overall total score.

Þ 5 Points The statement is mostly or always true

Þ 4 points The statement is often or frequently true

Þ 3 points The statement is sometimes true

Þ 2 points The statement is rarely true

Þ 1 point The statement is never or almost never true

PosT-assessmeNT

1 goals

A. �� I have clear goals for what I want to accomplish in life.I have clear goals for what I want to accomplish in life.I ha
B. �� My goals are written down.
C. �� My goals have deadlines or dates for completion.
D. �� I have short, medium, and long-range goals.I have short, medium, and long-range goals.I ha
E. �� I have goals for all major areas of my life: education/career, physical, mental, I have goals for all major areas of my life: education/career, physical, mental, I ha

spiritual, financial, social, and family.
F. �� I practice visualizing my goals as if I have already achieved them.

Total ____

2 Learning styles and Types of Intelligence

A. �� I am familiar with different learning styles.I am familiar with different learning styles.I am f
B. �� I know which is my preferred and best learning style.
C. �� I am familiar with theories of different types of intelligence.I am familiar with theories of different types of intelligence.I am f

Your Name
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D. �� I know my strongest types of intelligence and how to use them.
E. �� I know how to use my preferred learning style and types of intelligence to 

overcome my weaknesses.
F. �� I take good care of my body and my brain.

Total ____

3 Time management

A. �� I have a clear picture of how I spend my time.I have a clear picture of how I spend my time.I ha
B. �� I know several time management strategies and use them regularly.
C. �� I know how to prioritize, I make a daily list of my priorities, and do them most of 

the time.
D. �� I am able to get my class assignments done on time.
E. �� I use time management tools such as planners and calendars.
F. �� I know how to balance my activities so there is enough time for work, fun, 

school, and family.

Total ____

4 Reading and studying

A. �� I know and use reading and study systems.
B. �� I know how to create and use study aids.
C. �� I break my study periods into small chunks.
D. �� I know and use annotation while reading. 
E. �� I am skilled in the art of using questions to be engaged with what I am reading. 
F. �� I know and use strategies before, during, and after reading my textbooks.

Total ____

5Note-Taking and Writing

A. �� I use a note-taking system.
B. �� I regularly take notes in my classes and when I read textbooks. I review and study 

my notes shortly after taking them and before tests.
C. �� I use a writing system, and I know how to write good papers.
D. �� I know the Cornell Note System and how to use it.  
E. �� I know what a thesis statement is and how to use it. 
F. �� I ask and use journalistic questions before I write my essays.

Total ____
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6memory strategies and Test-Taking

A. �� I know and use several techniques for improving my memory.
B. �� I create memory aids to prepare for tests.
C. �� I know how to use my preferred learning style to aid my memory.
D. �� I know and use several strategies to reduce test anxiety.
E. �� I know several strategies for taking objective and essay tests.
F. �� I predict questions that may be on the tests and create practice quizzes to take 

before the actual exam.

Total ____

7Career Development

A. �� I have identified and know my strongest values, skills, and interests.I have identified and know my strongest values, skills, and interests.I ha
B. �� I know my strongest personal traits.
C. �� I know how to research occupations.
D. �� I am familiar with Holland’s six personality types and work environments.I am familiar with Holland’s six personality types and work environments.I am f
E. �� I have identified needs and problems in the world, which I would like to help I have identified needs and problems in the world, which I would like to help I ha

with or solve.
F. �� I know how to pick majors in college or jobs that would be a good match for me.

Total ____

8Create the Life You Want

A. �� I know my purpose and mission in life.
B. �� I know and use many success principles and strategies.
C. �� I am improving myself and my character on a regular basis.
D. �� I understand why my thoughts are powerful and how to use positive self-talk.
E. �� I know ways to create the life I want and how to make a positive difference.
F. �� I understand the importance of my self-image and how to improve it.

Total ____

overall Total score ____________

How did your scores compare to the first time you answered these questions? This Post-
Course questionnaire gives you one way to measure your progress and to see how much more 
you know about topics in the book and what it takes for college success. 
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Y ou have covered a lot of ground since beginning this book. You have learned much more 
about yourself. You have learned: 

Þ How to turn your dreams into goals

Þ How to determine your learning styles and types of intelligence

Þ Time management and good health strategies

Þ Reading comprehension techniques

Þ How to write well and take good notes

Þ Memory and test-taking strategies

Þ Career development ideas

Þ How to create the life you want and make a positive contribution to others
Young people are the future and can create a better world. As a young person who has the 

opportunity to receive a good education, you are one of the fortunate ones in the world. You 
can use the knowledge and skills contained in this book to do well in school and succeed. 
Your education is a powerful means to make a positive difference in the world.

Consider how you can give something back from what you learned. You can teach some 
of these ideas and strategies to a younger brother or sister, to your friends, or you can become 
a mentor to younger students. By teaching others, you will learn the lessons better yourself 
and will help others at the same time.

I would love to hear how this benefited you. You can contact me at raymond@raymond-
gerson.com. I leave you now with my best wishes for a successful and fulfilling education, 
career, and life. 
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I n my eight-week “Transition to College Success” course which is based on achieve College 
Success . . . Learn How in 20 Hours or Less,Learn How in 20 Hours or Less,Learn How in 20 Hours or Less  I require several reflection papers. These 

papers include the following: Pre-Assessment, Goal Setting, Time Management or Time 
Monitor, and Success Story. 

Examples of Student Success Story papers are in Chapters 1 and 8. An example of a student 
Time Management paper is in Chapter 3.

The Pre-Assessment paper is a reflection by students about what they learned about them-
selves from taking the Pre-Assessment Questionnaire. The Goal Setting paper is about a one-
week goal each student created, steps taken to achieve it, the outcome, and what was learned 
from it.

Examples of a Pre-Assessment and Goal Setting paper are provided below:

Pre-assessment Paper
By Maria Moreno

The pre-assessment questionnaire was an unpleasant wake-up call for me. I 
was surprised and disappointed to find out how little I knew about what it takes 
to succeed in college. It showed me that I really do need to learn the topics 
that will be covered in this course.

I scored low in career development, learning styles and intelligence, read-
ing, studying and note taking, test taking and memory strategies, and creating 
the life I want. I really don’t know much about these subjects. I scored about 
average in goal setting. I do have goals, but not in all of the categories. I plan 
to set more goals and to start writing them down. My time management and 
health and fitness scores were pretty good. I do use a planner and I write down 
my important things to do. I exercise several times a week and eat pretty good 
most of the time. I can still improve on these, but I was happy to see I am doing 
something well.

Even though I felt upset at first with my results, the assessment helped 
me to see what I need to work on and why I need this course. This is funny 
because I didn’t think I needed a course like this.

I look forward to taking this assessment again at the end of this course 
and I think there will be big improvements. This motivates me to study and 
learn these topics because I really want to do well in college.

aPPeNDIx a
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goal Paper
By Sugey Zavala

My short and small goal that I achieved was to at least pass my biology 
test on Friday. To achieve this goal, for the first time I worked really hard and I 
did everything I could to pass my test. All of my hard work at the end it paid off 
because I got an outstanding grade on my biology test.

The steps that I took to achieve my goal were a little difficult because I 
couldn’t do other things that I like to do. One step was staying after school 
almost every day of the week so I could understand everything clearly. Also in 
my free time, I would study everything we learned that day in class to make 
sure I understood it. That week I paid extra attention to the teacher, because I 
didn’t wanted to miss on anything we were learning each day. 

While doing these steps to achieve my goal, I had to overcome some 
obstacles too. One obstacle was not playing my favorite sport, soccer, like 
always because I stayed after school for about two hours almost every day. 
Another obstacle was that in my free time I couldn’t go out with my mom to the 
stores because I stayed home studying really hard to achieve my goal.

Finally, it was Friday and I was doing my biology test that I worked so hard 
to at least pass it. By my surprise the test was very easy, so I was the first one 
to finish. When everybody was finished, the teacher gave us back our tests 
already graded and I was very happy because I had gotten my first hundred in 
biology and I was the only one that got a hundred in my class. At that moment I 
was so happy because I had not only achieved my goal but I overcame it with 
the best grade in my class.

From working on this short and small goal I learned that when you work 
on something really hard, you can achieve or overcome anything you want. In 
order to achieve my goal I had to overcome some obstacles, but at the end 
everything was all worth it.
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Is online learning right for you?
Online classes, distance learning, and distance education all refer to the same thing, that is, 
taking a class by signing up for it through a college or university, logging onto a computer, 
reading materials, accessing and completing activities and papers, participating in discussions, 
and taking tests. You may never meet your instructor in person, and you may only know your 
peers in the class by their online presence.

And, while the traditional way of attending class and taking notes, participating in discus-
sions, turning in paper assignments is still an integral part of the higher education system, it is 
also true that one can complete an education wholly online at some institutions.

Most colleges and universities are now offering online classes in most areas. But is taking 
an online class right for you? Let’s look at an overview of what the requirements of taking an 
online class might be.

First, online classes require the use of a computer and Internet access. Do you have easy 
computer access? This could mean having a not-too-old computer at home with Internet 
access and word processing software (such as MS Word). Or you might have access to a com-
puter through work that you could use when you are off the clock. There are also computers 
available to you on school campuses during open hours. One benefit of taking an online class 
is that you can enroll and participate in a time frame that works for you, even if you have to 
come to campus to use a computer. For example, if you work during the day, and the only time 
a class is offered on campus is during your work hours, you might be happy (willing) to drive 
to campus after work and take that same class online, if that means completing the class.

Second, the time required to attend an online class is generally equal to attending a 
traditional on-campus class. A three-hour class may still require three hours of “in-class” time 
no matter if online or “face-to-face” learning happens. Also, consider that you will need two 
hours of homework time for every hour of in-class time, so a three-hour online class may 
require nine hours of total time per week.

Finally, online classes often have requirements that have you “check in” several times per 
week (often five different times per week), and not on the same day. Usually, this is broken 
down between:

1 attendance and participation, and; attendance and participation, and; a

2 Lecture, discussion on discussion boards, and coursework requirements. 

Plan on regular class activity throughout the week, and not just sporadic attention to course 
requirements every so often.

aPPeNDIx B
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appendix B

So, what makes a successful online learner? Here is a brief list of successful online learner 
qualities:

Þ Good with time management and can successfully manage assignments and due dates

Þ Works well alone

Þ Can read and understand material with little explanation from others

Þ Has motivation to succeed

Þ Good written communication skills

Þ Understand and comfortably use computers and current technology

Þ Can successfully interact with others online

Þ Clear understanding that all online instructors are not created equal

How can students prepare themselves for an online course the first time? Many colleges 
offer a “readiness” assessment to help students determine if this type of course is appropriate 
for them. Once enrolled, students should stay in contact with the instructor and take particular 
care not to let things slide until they get too far behind to complete the course.

Christie Carr,
Adjunct Assistant Professor
Human Development Department
Austin Community College
MA, Dev. & Adult Education, Texas State University
BA, English, San Francisco State University

Source: Used with permission from Christie Carr.
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Your College Library: A Great Resource

Typical areas in the library:
Þ Circulation desk. All publications are checked out here. This is usually at the entrance 

of the library.
Þ Reference area. Encyclopedias, dictionaries, directories, atlases, and almanacs.
Þ Book area. Books and sometimes magazines and periodicals.
Þ Audiovisual materials. Videos, photography, audio recordings, art, and recorded 

music collections.
Þ Computer area. Terminals linked to Internet and college databases. These databases 

are reliable and can be trusted when doing research for writing papers.
Þ Microfilm areas. Microfilm materials printed in reduced size and viewed through 

special machines.

Where to find help: Your college reference librarians can help you: (They can assist you 
in-person, by e-mail, and many college libraries offer live chat.)

Þ Locate, analyze, and use information in the library.
Þ Use the library’s many databases, which are reliable for your research projects and 

papers. The Internet contains both accurate and inaccurate information. The library 
databases contain only accurate and trustworthy information.

Þ Locate hard to find sources of information.
Þ Learn how to evaluate resources.
Þ Improve your research skills. Tutorials and online classes are usually available.
Þ Choose a research topic.
Þ Learn how to avoid plagiarism.
Þ Become familiar with citations and different documentation styles such as MLA, 

APA, etc.
Þ Know the difference between primary (original documents) and secondary sources 

(comments, interpretations, and writings about primary sources). 
Þ Know how to use call numbers.
Þ Access loan services when what you need is not available. Books, DVDs, or whatever 

you are looking for may be available from other libraries and resources. Your library 
can borrow these and make them available to you.

Several of these ideas about the many services offered by college reference librarians 
came from “Frequently Asked Questions” on Austin Community College Library’s website: 
http://library.austincc.edu. 

Source: Used with permission from Melinda Townsel, ACC Reference Librarian

aPPeNDIx C
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Notes

PRefaCe

1. I first heard Earl Nightingale’s definition of success on his CD The Greatest Secret in the World.
This CD is available through Nightingale-Conant Corporation 1-800-525-9000.

INTRoDuCTIoN

1. The two charts in the introduction are based on statistics from the U.S. Dept. of Labor and 
the U.S. Census Bureau. The ideas for the chart images came from: Carter, Carolyn, Joyce Bishop, 
and Sarah Lyman Kravits. Keys to Success: Building Analytical, Creative, and Practical Skills. Pearson 
Prentice Hall, 2012, 6–7.

ChaPTeR 1

1. Ralph Waldo Emerson (1803–1882), U.S. essayist, poet, philosopher. Nature, chapter 5(1836), 
revised and repr, 1849.

2. Carl Sandburg, “Washington Monument by Night,” stanza 4, The Complete Poems of Carl 
Sandburg, rev. and expanded edition, 282 (1970). Sandburg, rev. and expanded edition, 282 (1970). Sandburg

3. Henry David Thoreau (1817–1862), U.S. philosopher, author, naturalist. Walden (1954), in 
The Writings of Henry David Thoreau, vol. 2, 356, Houghton Miffin (1906).

4. Mauer, Robert. One Small Step Can Change Your Life: The Kaizen Way. 21. Workman Publish-
ing, 2004.

5. I was first introduced to the idea of the eight different goal categories by Zig Zigler at his 
Richer Life Course. Zig is the CEO of Zig Zigler Corporation in Dallas, Texas.

6. Maltz, Maxwell. Psycho-Cybernetics. Pocket Books, 1969, 32.
7. Astin, A.W., H.S. Astin, J.A. Lindholm, and A.N. Bryant. The Spiritual Life of College 

Students: A National Study of College Students Search for Meaning and Purpose. Los Angeles: Higher 
Education Research Institute. U.C.L.A., 2005.

ChaPTeR 2

1. Chinese proverb. Quoted in The Columbia World of Quotations. 1996. Number 2209.
2. Richard Bandler and John Grinder. The Structure of Magic. Science and Behavior Books, 1975. I 

believe that Bandler and Grinder made the first reference to visual, auditory, and kinesthetic learning 
styles. 

3. Gardner, Howard. Frames of Mind: The Theory of Multiple Intelligences. Basic Books, 1993. 
Gardner is the original source of Multiple Intelligences and covers each of seven types of intelligence 
in chapters 5–10, pages 237–276. He later came up with an eighth type of intelligence, “Naturalistic.”
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4. Sternberg, Robert. Successful Intelligence: How Practical and Creative Intelligence Determine 
Success in Life. Plume, 1997, 127–128.

5. Goleman, Daniel. Emotional Intelligence: Why It Can Matter More Than IQ. Bantam, 1997, Emotional Intelligence: Why It Can Matter More Than IQ. Bantam, 1997, Emotional Intelligence: Why It Can Matter More Than IQ
43–44.

ChaPTeR 3

1. John Randolph of Roanoke-William Cabell Bruce, John Randolph of Roanoke,  
1773–1833, vol 2, chapter 7, 205 (1992, reprinted 1970.)

2. Joseph M. Juran, pioneer of quality control, first mentioned the 80-20 rule. It is also referred 
to as the Paredo principle.

3. Covey, Stephen, Roger Merrill, and Rebecca Merrill. First Things First. Free Press,  
1996, 37.

ChaPTeR 4

1. Confucius, Chinese philosopher (551–479 B.C.), Quoted in The Columbia World of Quotations. 
1996. Number 13085.

2. Buzan, Tony. Use Both Sides of Your Brain: New Mind-Mapping Techniques. Plume, 1991. I 
believe that Tony Buzan was the originator of “mind maps” which are sometimes referred to as “idea 
maps” or “think links.”

3. Brown, Peter, Roediger, Henry and McDaniel, Mark. Make It Stick: The Science of Successful 
Learning. Harvard University Press. 2014. The Retrieval Practice Learning article was based on ideas 
from this book.

ChaPTeR 5

1. Alexander Pope 1688–1744. Bartlett, John. comp. 1919. Familiar Quotations, 10th ed.
2. The Ebbinghaus Forgetting Curve was the result of Hermann Ebbinghaus’ discoveries made 

regarding the relationship of learning new material and how much is forgotten over time. Many Web sites 
contain this information. The original study material appeared in Hermann Ebbinghaus’ book, Mem-
ory: A Contribution to Experimental Psory: A Contribution to Experimental Psory: A Contribution to Experimental ychology,Psychology,Ps (1885). Translated by Henry A. Ruger & Clara E. Bus-
senius (1913). Originally published in New York by Teachers College, Columbia University. The transla-
tion can be accessed online at: http://psychology.about.com/gi/dynamic/offsite.htm?zi=1/XJ&sdn=
psychology&cdn=education&tm=11&f=00&su=p897.4.336.ip�&tt=11&bt=0&bts=1&zu=
http%3A//psychclassics.yorku.ca/Ebbinghaus/index.htm.

3. Pauk, Walter. How to Study in College. Houghton Mifflin Company, 7th edition, 2000. Walter 
Pauk devised the Cornell System in the 1950s and wrote about it in this book.

ChaPTeR 6

1. Attributed to William Feather-August Kerber, Quotable Quotes on Education, 17 (1968). 
Unverified.Unverified.U

ChaPTeR 7

1. Boldt, Laurence G. How to Find the Work You Love. Penguin. Arkana, 1996.
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Notes

2. Bolles, Richard. What Color Is Your Parachute? Ten Speed Press, 1970, 2009. Richard Bolles 
wrote about a process known as “The System for Motivated Abilities” which was devised by Bernard 
Haldane.

3. Gerson, Raymond. Create the Life You Want. Inspirational Works. 2006, 3. The section “Career 
Satisfaction Improves Life Satisfaction” was adopted from this book.

4. Gerson, Raymond. How to Create the Job You Want. Enrichment Enterprises, 1996, 
2007, 13, 14, 45–46. I wrote this book in 1996, and it is now available as a free eBook at www
.successforcollegestudents.com. 

5. Boldt, Lawrence. Zen and the Art of Making a Living. Penguin Group. 1991,  492. “The skills Zen and the Art of Making a Living. Penguin Group. 1991,  492. “The skills Zen and the Art of Making a Living
most wanted by employers.” Original source was Michigan University Placement Services.

6. Holland, John. Making Vocational Choices: A Theory of Careers. Prentice Hall. 1973, 21–28. 
John Holland is the originator of the Six Personality Types theory.

ChaPTeR 8

1. Boldt, Laurence. G. How to Find the Work You Love. Penguin. Arkana, 1996.
2. Covey, Stephen. Seven Habits of Highly Effective People. Free Press, 1970, p. 18–19. 
3. Maltz, Maxwell. Psycho-Cybernetics. Pocket Books, 1969, ix.
4. I got the idea for the pictures of the self-images and created a variation from a workbook that 

came with a CD program I purchased from Nightingale-Conant Corporation in Chicago, Illinois. 
The program is “The New Psycho-Cybernetics” by Dr. Maxwell Maltz and Dan Kennedy. Available at 
1-800-525-9000.

5. Rein, Glen, Mike Atkinson, Rollin McCraty. “The Physiological and Psychological Effects of 
Compassion and Anger.” Journal of Advancement in Medicine, 8.2 (1995), 87–105.

6. Cotton, Kathleen. Expectations and Student Outcomes. Office of Educational Research and 
Improvement. U.S. Department of Education. November 1989.

7. Tolle, Eckhart. A New Earth: Awakening to Your Life’s Purpose. Penguin, 2008, p. 301–302.
8. Edward Everett Hale(1822–1909). Respectfully Quoted: A Dictionary of Quotations. 1989.
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Index

a
Abbreviations, 75
Absolute words, 96
Acronyms, 91–101
Acrostics, 91
Action verbs, 97
Active learners, 54
Active listening, 99 –100
Aerobic exercise, 49
Alcoholism, 51
“All of the above” choice, 94, 96
Analytical thinking, and successful  

intelligence, 30
Annolighting

defined, 58
example of, 59
in note taking, 72

Annotating, 58
Answering questions

of multiple-choice tests, 94
during test, 93-94

Antioxidants, 50
Anxiety test, 98
Artistic personality, 112
Attention, paying, 70, 74, 86, 90, 95, 96,105
Auditory learners, 22

B
Blueprint for success, xxvi
Bodily-kinesthetic intelligences, 26
Body, paragraph, 81
Body, taking care of, 48
Bolles, Richard, 100
Brainstorming, 11, 29, 79
Breathing technique, 98, 99
Budget, monthly, 14
Buechner, Fred, 104

C
Calendars, 44
Calling of life, 114

Campus resources, xxiii–xxiv
Cardiovascular exercise, 50
Career counseling, 114
Career exploration and planning, 104

benefits of, 104
counseling, 114
education, importance of, 103
examples that match types of intelligence, 28
expressing song and music, 115
goal setting and, 3–4
interests, identifying, 107
life calling, listening to, 114
life satisfaction and, 104
natural gifts or talents, importance of, 

104–105
personality types and work environments, 

112
personal strengths or traits, identifying, 

111–112
problems or needs that can become, 

108–109
research, 113
satisfaction, 103
skills, identifying, 106–107
skills, wanted by employers, 111
success story of, 112–3
values, identifying, 105–6

Career research, 114
Carpenter, Lynn, 48
Case Study Paper for Career Exploration and 

Planning Course (Rocha), 116–7Planning Course (Rocha), 116–7Planning Course
Character development, 123–124
Character traits, 123–124
Cheating, result of, 94
Childre, Doc, 43
Chronological order, 58
Chunking, mnemonic techniques, 91
Churchill, Winston, 16
Clarification, test, 94
College library, 144
Communication skills, 122, 113

Note: Page references followed by “fge references followed by “fge references followed by “ ” refers to figures and those followed by “t” refer to tables.
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Compassion, 124
Conclusion, 81
Conventional personality, 112
Cornell system of note taking, 76, 76fCornell system of note taking, 76, 76fCornell system of note taking, 76, 76
Cotton, Kathleen, 127
Counseling, career, 114
Courage, 124
Courses, success strategy, 66, 67
Covey, Steven, 42, 123
Create the Life You Want (Gerson), 104Create the Life You Want (Gerson), 104Create the Life You Want
Creative thinking, and successful  

intelligence, 30

D
Daily activities, observing, 105
Deadlines, setting

to overcome procrastination, 43–44
in time management, 36–37

Dental hygiene, 50
Diagrams. See Idea mapsSee Idea mapsSee
Dictionary, use of, 56
Directions, reading multiple-choice questions, 

95
Discouraged students, hope for, 16–17
Distance learning, 142–143
Distractions, avoiding, 39
“Do it now” approach, 44
Drafting stage of writing, 80–81
Dreams interpretation, 2. See also Goal setting
Drug abuse, 51

e
Eating well, 50
Ebbinghaus Forgetting Curve, 70,71f,Ebbinghaus Forgetting Curve, 70,71f,Ebbinghaus Forgetting Curve, 70,71 71t
Ebbinghaus, Hermann, 70
Edison, Thomas, 16
Editing stage of writing, 82 
Education, value of, 103
Einstein, Albert, 16
Emotional intelligence, 31
Emotional Intelligence: Why It Can Matter 

More Than IQ (Goleman), 331More Than IQ (Goleman), 331More Than IQ
Empathy, 32
Employers, skills wanted by, 111
Enterprising personality, 112
Enzymes, 50
Essay tests, strategies for, 72,73
Examples of note taking, use of, 140
Exercise

to have better memory,  85. See also
Visualization, 

to maintain good health,  41

to overcome test anxiety, 98
time management and, 42, 44
types of, 49–50

Expectation, positive, 127 

f
Facts, use of,  66, 75, 76, 81, 89, 98
Family

and goal setting, 7–8
maintaining good relationship with, 7

Fear
of failure, 43
of success, 43

Final Thoughts about the Course and Its Benefits
(Guidry), 100

Finance, managing, 14
Financial goals, 7
First Things First (Covey), 42, 43, 149First Things First (Covey), 42, 43, 149First Things First
Five senses, using, 9
Flash cards, 39, 66, 90
Flexibility exercise, 50
Forgiveness, 124
Former students, talking to, 12, 15, 16, 93, 100
Foundation, building strong, 117 
Frames of Mind: The Theory of Multiple 

Intelligences (Gardner), 26, 28, 145, 149
Freewriting, 8
Friendships, maintaining, 8
Fruits, 50

g
Gandhi, Mahatma, 129
Gardner, Howard, 21,22,31
Genetics, 49
Gerson,  Raymond, 
Create the Life You Want, 104
Hidden Benefits in Life’s Difficulties, The, 80, 82, 

83
How to Awaken the Greatness within You, 129
Small Habits Can Transform Your Life, 60
Using Dissatisfaction to Find Work That 

Matters, 57-58
Work as an Art Form and You as the Artist, 59

Goal setting, 12, 13, 140
benefits of,  4
and career, 6
and family, 7
financial, 7
identifying and writing down, 13
mental health and, 10
physical, 9
setting for great accomplishments, 5-13
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social, 8,9,13
spiritual, 11,13
successful intelligence to achieve, 30
success story, 15-16
test preparation, 88,92
tips for, 12
turning dreams into, 2

Goleman, Daniel, 21, 31
Good career, 103
Good health 
benefits of, 49 

mental health. See Mental health See Mental health See
success story, 48
taking care of body, 48
tips for maintaining, 49-51. See also

Eating well 
Good reader, 54
Grammatical errors, 82
Greatness,  awakening, 129
Guessing, in tests, 94
Guidry, Rhonda, 100

h
7 Habits of Highly Effective People, The  

(Covey), 123
Habits, positive and negative, 60
Hale, Edward Everett, 128
Hands, learning by, 22,24
Happiness, source of, 130
Hardness of low-paying job, 103
Headings, in chapters, 56
Healthy diet. See Eating well, See Eating well, See
Helping others, 110, 112
Hidden Benefits in Life’s Difficulties, The

(Gerson), 82, 83
Higher Education Research Institute,  

U.C.L.A., 11
Highlighting, words and phrases, 58
Hitler, Adolf, 127, 128
Holland, John, xxi, 112
Honesty, 124
How to Awaken the Greatness within You

(Gerson), 129-130
Humility, 110, 124

I
Idea maps, 25, 57,58fIdea maps, 25, 57,58fIdea maps, 25, 57,58  ,75, 77f ,75, 77f f ,75, 77f ,75, 77
Influence, positive, 126
Informational interviewing, 114
Inner growth, 123
Integrity, 124
Intelligence. See also Multiple intelligences

to achieve goals, 16,20
careers examples that match, 30,56
emotional, 31
student success story, 33,
successful, 30
types of, 26

Interests, identifying, 107
Internet, 114
Interpersonal intelligences, 26
Interviewing, informational, 114
Intrapersonal intelligences, 26
Introduction, use of, 80,81
Investigative personality, 112
IQ tests, 17, 20, 26

J
Journal of Advancement in Medicine, 127
Journals, use of, 10, 47

K
“Kaizen,” meaning of the word, 61
Keller, Helen, 16
Keywords, 95
Kinesthetic learners, 24,25,26,29,30

L
Leaders, and emotional intelligence, 6,110
Learning styles

benefits of, 21
questionnaire, 22-23
sensory, 24
success story, 33

Learning styles, types of
auditory, 24,25
kinesthetic, 24, 25
visual, 24,25

Learning versus memorization, 87,91
Library, 114,144
Life calling, 104,128
Life satisfaction, 104
Lifestyle, 49
Life success principles, 122
Limitations, self-imposed versus real,  

125,125f125,125f125,125
Lincoln, Abraham, 16,58fLincoln, Abraham, 16,58fLincoln, Abraham, 16,58

timeline, 58t
Listening

active, 72,100
communication skills, 123
learning by,  22,95
note-taking skills, 70
to yourself, 101
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Logical-mathematical intelligences, 26
Long-term memory, 75,89
Love, 124
Low-paying jobs, hardness of, 103

m
Main idea, 59, 66, 71, 76, 77, 78, 79, 81, 97, 98
Main topic, 81
Making difference, power of, 120
Maltz, Maxwell

Psycho-Cybernetics, 10,125f,126 
on “the negative voice inside your head,”, 125, 

125f
on “the theater of your mind,”, 126

Managers, and emotional intelligence, 31
Martin, Howard, 44
Medina, Melinda, 45, 132
Memorization, 91, 153, 154. See also Flash 

cards, 39, 66, 90, 154; Idea maps, 25, 57, 
77, 90, 146, 152, 154, 156

benefits of, 87
versus learning, 87

Memory, 8, 16, 21, 41, 51, 61, 66, 99, 70, 71, 
86, 88, 89, 90, 91, 92, 93, 99, 100, 101, 
102, 139, 140, 152

benefits of, 89
strategies for test preparation, 88, 92
strategies to improve, 90
Ways to have better memory, 88

Mental health
goal setting, 8

Method of loci, 91
Michigan University Placement Services, 111, 

147
Mind maps. See Idea mapsSee Idea mapsSee
Mission, 4, 15, 21, 23, 64, 93, 115, 116, 117, 

121, 126, 128, 129, 130, 132, 139, 143, 
144. discovering, 57, 104, 105, 154, 156, 
158

Mnemonics, 89, 101
Money, managing, 25, 26, 7, 13, 14, 15, 16, 32, 

43, 44, 117, 122, 154
Monthly budget worksheet, 14
Mother Teresa, 126, 128
Motivation, 11, 12, 13, 25, 15, 17, 32, 34, 44, 

92, 110, 111, 116, 122, 143, 149, 154
Multiple-choice tests, strategies for, 95 - 96
Multiple intelligences

defined, 26, 27, 28, 31, 33, 78, 145, 149
questionnaire, 11, 14, 19, 24, 27, 136, 139, 

140
study strategies for, 21, 29, 67, 69, 90

types of, 24
Musical intelligences, 78
Music, 16, 26, 28, 30, 33, 78, 99, 106, 112, 115, 

129, 144. expressing your own song, 26, 
28, 78, 115, 117, 134

My Educational Journey (Rubio), 68
My Future in the Making (Medina), 132My Future in the Making (Medina), 132My Future in the Making

N
Naturalistic intelligences, 20, 21, 26, 27, 29, 31, 

32, 33, 34, 34, 78
Needs, 21, 23, 7, 14, 15, 41, 42, 43, 49, 57, 59, 

81, 94, 107, 108, 109, 110, 113, 118, 120, 
211, 124, 130, 139

examples of positive actions to fill needs, 108
Negatives (not) words, 7, 9, 41, 60, 95, 97, 98, 

125, 126, 127, multiple-choice tests, 95 
- 96

Negative thoughts, 94, 120
Negative versus positive habits, 9, 60
New Earth: Awakening to Your Life’s Purpose, 

A (Tolle), 128, 147, 149
“None of the above” choice, 94, 96, 97
Nonverbal cues, 72, 72, 74
Notes, reviewing, 27, 61, 69, 75, 93, 97
Note taking. See also Note-taking systems 65, 

86, 140
assessment, 7, 8, 11, 12, 13, 17, 19, 21, 22, 

40, 41, 52, 112, 113, 117, 136, 137, 140, 
143

benefits of, 9, 11, 12, 4, 9, 12, 20, 21, 37, 44, 
47, 49, 55, 60, 72, 79, 80, 93, 99, 100, 
104, 121, 122

defined, 12, 122
effective, tips for, 9, 37, 41, 54, 66, 69, 72, 74, 

78, 88, 102, 123, 147, 149
multiple, 16, 26, 27, 28, 29, 31, 33, 66, 78, 

145, 149 intelligences and, 7, 20, 21, 26, 
27, 28, 31, 32, 33, 34, 78, 145, 149

Note-taking systems. See also Idea maps 75, 79
Cornell system, 76, 146
Ebbinghaus Forgetting Curve, 70, 83, 146
outline method, 75, 77, 78
parallel, 78

o
Occupational Outlook Handbook (OOH), 114, 

115
One Small Step Can Change Your Life

(Mauer), 5, 61
Outline method of note taking, 75
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P
Paragraphs, revising, 79, 81, 83
Parallel note-taking systems, 78
Passive learners, 54
Patterns, test questions, 9, 26, 94
Perfectionism, 43

as cause of procrastination, 14, 37, 43, 44, 
47, 53, 100, 122

ways to overcome, 43
Persistence, 95, 110, 112
Personality types, 112, 139
Personal strengths, 110 or traits, 11, 110, 124, 

131, identifying, 101, 106, 
Perspective, 16, 65, 99, test taking, 140
Physical goals, 9, 10
Planners, 20, 39, 44, 137, time management, 16, 

20, 34, 36, 37, 38, 40, 41, 42, 44, 51, 52, 
137, 139, 140, 143

Planning stage of writing, 11, 13, 15, 16, 20, 24, 
12, 16, 17, 24, 27, 41, 44, 45, 54, 57, 58, 
69, 71, 72, 4, 75, 79, 80, 83, 85, 86, 98, 
106, 131, 137, 140, 144, 145

Positive versus negative habits, 9
Post-course assessment, 8, 11, 136, 137
Practical thinking, 30, 31 and successful 

intelligence, 30, 31, 146, 149
Practice test 55, 65, 99, 100

with anticipated questions, 65
test taking, 140

Pre-course assessment, 7, 17, 19, 136
Preferred learning style, 20, 21, 22, 24, 32, 33, 

90, 92, 137, 139
Previewing, chapters, 55, 56
Priorities, 16, 20, 4, 36, 37, 38, 39, 49, 43, 47, 

48, 115, 137, 154
setting, 40, 41–42

Prioritizing work, 52
to overcome procrastination, 14, 37, 43, 44, 

47, 53, 100, 152
time management, 16, 20, 34, 37, 38, 40, 41, 

42, 47, 51, 52, 77, 95, 100, 137, 139, 140, 
143

Problems in the world, 21, 107, 130, 139
examples of positive actions to solve 

problems, 104–105
Procrastination 100, 122

common reasons of, 43
ways to overcome, 43

Proofreading, 82, 98
Psycho-Cybernetics (Maltz), 125, 145, 147, 149
Punctuations, checking, 82
Purposes, inner and outer, 128

Q
Qualifying words, 91, 96
Questionnaires, 14
Questions

after reading, 20, 55, 56, 65, 137
combining annotation, 61
while note taking, 65, 86, 140
while reading, 20, 24, 25, 56, 90, 137
while writing, 77–78

R
Reading

strategies you can use after, 65
strategies you can use before, 55
strategies you can use during, 56

Reading skills, benefits of, 55, 77
Realistic personality, 21, 112, 113, 123, 132, 

139, 147, 149
Real versus self-imposed limitation,  

125, 130, 131
Relaxation techniques, 99
Research

career, 8, 9, 12, 13, 16, 17, 19, 21, 23, 25, 30, 
32, 34, 48, 58, 61, 65, 68, 74, 83, 88, 92, 
101, 102, 104, 161

in writing stage, 79
Resources, career research and counseling, 110
Responsibility, 4, 104, 124
Reviewing

highlights, 58, 65, 93
notes, 63
study guides, 56, 65, 69, 74, 94 
texts and annotations, 63

Revising stage of writing, 79
Rewriting, 73
Rhyme, 18, 25, 78, 89, 91, 101
Richardson, Rodney, 33
Right career, finding, 110
Rocha, Tracy, 116
Rubio, Angelica, 68
80/20 Rule, time management, 37

s
Sandburg, Carl, 2, 145
Sanders, James, 14, 15
Scheduling work, 30, 39
Seeing, learning by, 24
Seeking help 38, 40

to improve reading skill, 55, 77
to overcome procrastination, 37, 43, 44, 47
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time management, 16, 20, 34, 37, 38, 41, 42, 
44, 47, 51, 51, 77, 95, 100, 137, 139, 140, 
143

Self-awareness, 5, 10, 32, 39
Self-confidence, 20, 21, 34, 41, 55, 86, 92, 104, 

121, 130
Self-discipline, 95, 122
Self-discovery, 114, 115
Self-image 21, 121, 125, 126, 127, 131, 139, 

147
how to improve, 16, 21, 24, 79, 126, 139
positive expectation, power of, 120
power of, 118–19
self-talk, influence of, 92, 127

Self-imposed versus real limitation, 125
Self-control, 10, 110
Self-management skills, 55, 111
Self-motivation, 17, 122
Self-regulation, 32
Self-rewarding

to overcome procrastination, 42
time management, 16, 20, 34, 36, 37, 38, 40, 

41, 42, 44, 47, 51, 52, 77, 95, 100, 137, 
139, 140, 143

Self-talk
negative, 7, 9, 41, 60, 95, 97, 98, 125, 126, 

127, 153
positive, 42, 88, 94, 120

Sentences, revising, 79
Short-term memory, 89
Skills

identifying, 101, 106, 107, 113, 117
wanted by employers, 111, 147

Skimming text, 72
Sleeping

to have better memory, 85
to maintain health, 48
test preparation, 88, 92, 102
time management, 39

Small Habits Can Transform Your Life
(Gerson), 60

Smart After All (Richardson), 33Smart After All (Richardson), 33Smart After All
Smoking, 50, 90
Social goals, 8
Social personality, 108
Social skills, 32
Soft skills, 95, 111
Song, expressing, 111
Spell-check, 82, computerized, 80
Spiritual goals, 11
Spiritual traits, 11, 13, 145, 149
Sternberg, Robert, 21, 30, 149

Stone, Clement, 44
Strengths

analyzing weaknesses and, 11,20,21,33,67,
83,94,105,115,116,122,130,137
identifying personal, 101,106,107,113,117
inner, 11,16,59,62,123,124,125,126,127,
128,130,134

Strength training exercise, 50,51
Stress, managing, 52,90,98,99
Students

hope for discouraged, 16
talking to former, 12, 13, 15, 16, 93, 10 ,116

Study breaks, 37
Study environment, 38, 39, 55
Study guides, 56, 65, 69, 74, 92

note taking, 140
test preparation, 88, 92, 102

Study skills, 12, 13, 17, 41, 54, 69, 85, 100, 116
Study strategies for intelligences, 21, 29, 67, 69, 

90
Sub-headings, in chapters, 56
Success

and emotional intelligence, 21, 31, 32, 146, 
149 

and self-image, 21, 125, 127, 131, 139, 147
Successful intelligence, 30, 31, 146, 149
Successful Intelligence: How Practical and 

Creative Intelligence Determine Success  
in Life (Sternberg), 30, 146, 149in Life (Sternberg), 30, 146, 149in Life

Successful life, 9, 122
benefits of, 4, 12, 37, 49, 55, 72, 79, 92, 104, 

121
general principles of, 13, 83, 92, 122

Summarizing, 64, 75
Sunshine, need of, 49
Symbols, 25, 75

T
Talents, discovering, 16, 57, 103 - 106, 115, 

118, 123, 129, 130
Teachers’ expectations, 127
Teaching others, 23, 24, 139
Teamwork, and emotional intelligence, 21, 31, 

32, 146
Test

strategies for multiple-choice tests, 95
strategies to use after, 94
strategies to use during, 93

Test anxiety, 21, 55, 65, 86, 88, 91, 92, 98, 100, 
102, 102, 139

defined, 94
overcoming, 95–95
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Test preparation strategies, 92
Test questions, 16, 74, 93, 94

matching answers with, 89
patterns, 9, 14, 26, 94

Test-taking skills 88, 94, 98, 100, 102
benefits of, 92
success story, 33, 49, 67, 84, 100, 116, 132,

Thesaurus, use of, 56
Thesis statement, 20, 79, 80, 81, 98, 137, 156
Think links. See Idea maps, 77, 146See Idea maps, 77, 146See
Thoreau, Henry David, 3, 123
Thoughts, importance of, 120. See also Self-talk
Timelines, 58
Time Log Sheet, 45, 46
Time management, 37

to accomplish your priorities, 42
benefits of, 35
breaking tasks, 39
common mistakes, 36
exercise, 43
four quadrant exercise, 42
planning self-assessment, 40
success story, 33, 48, 67, 68, 84, 100, 116, 

132, 140
time log sheet, 45, 46
tips, 36–40

Time management tools, 20, 44, 52, 137. See 
also Calendars

Time Monitor Paper (Carpenter), 48Time Monitor Paper (Carpenter), 48Time Monitor Paper
Time wasters, identifying, 37, 38, 41, 42, 43, 47
To-do list, time management, 44, 65, 78
Tolle, Eckhart, 128, 147, 149
Topic, selection of, 77. See also Main idea
To the Brink and Back (Sanders), 15
True/false statements, 95

u
Unintelligence, 15
Using Dissatisfaction to Find Work That Matters 

(Gerson), 57

V
Values, identifying, 105–6
Vegetables, 50, 51
Verbal cues, 70, 71, 72, 74
Verbal intelligences, 24
Visualization, 10
Visual learners, 24, 57, 77
Visual-spatial intelligences, 75
Vitamin D, 49, 90
Vocabulary and reading skills, 54

Vocation, origin of the word, 110
Volunteering, advantages of, 6, 105, 107, 129

W
Water, drinking, 49, 51
What Color Is Your Parachute? (Bolles), 105, What Color Is Your Parachute? (Bolles), 105, What Color Is Your Parachute?

116, 147, 149
Word pictures, 90
Work and mission, discovering, 121
Work as an Art Form and You as the Artist

(Gerson), 59
Work environments, 21, 112, 139
Writing process, stages in

drafting, 79, 81, 83
editing, 79, 82, 83, 106
planning, 9, 17, 37, 39, 40, 43, 79, 83, 106, 

109, 116, 117
revising, 79, 81, 83

Writing skills
benefits of, 16, 45, 69, 74, 79
legibly, 74
on one side of the paper, 56, 61, 62, 75, 78
sample paper, 80–82
success story, 33, 48, 67, 68, 84, 100, 116, 132, 

140
thinking like an artist, 81
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Create your dream career and make it happen. This book will provide you with ideas 
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RAYMOND GERSON has over 50 years of experience teaching personal and 
career development.  For over ten years he has been teaching college success 
courses for Aus�n Community College in Aus�n, Texas.  He wrote Achieve 
College Success: Learn How in 20 Hours or Less to help you succeed in college 
and achieve your dreams.

COLLEGE SUCCESS CAN BE THE GATEWAY TO YOUR DREAMS
Want to have a career you love and do well? 
THIS BOOK CAN HELP YOU

“This book and course changed my mindset and gave me the instruc�on to become a successful college 
student. I received my Associate Degree, I am gainfully employed and working on my BA.”

-Alecia Wells, Former Student at Aus�n Community College

“I have been using your book with my students. This book is life-changing. It not only teaches school 
success, but also life success.”

-Kelly Holland, Teacher, Irion County ISD

You spend years studying different subjects in school, but not yourself. Self-knowledge is power and 
leads to wise choices. You need to know how to: study effec�vely, learn to learn, use your natural 
abili�es and talents, iden�fy majors and careers that are a good match for you and create a successful 
life. And this book can help.

Here is professional guidance to help you:

• Determine and accomplish your goals
• Discover and use your best learning styles and types of intelligence
• Make the best use of your �me
• Study, learn, understand and succeed in school
• Take great notes and write excellent papers
• Develop memory and test taking strategies for great success
• Iden�fy your college major, your skills and matching careers
• Create the life you want and make a posi�ve difference
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