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Unit 11 - Skills Practice

The objectives for this unit are:
- reading: read a text about how to set goals in order to become

more successful.
- writing: write a proposal.
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Unit 11 - Skills Practice - Reading

The following words and phrases appear in the text you are going to read in this section:

Tempt attract somebody or make them want to do something, even if they know it's wrong.
| was tempted by the dessert menu.

Explicit clear and easy to understand.
She gave me very explicit instructions on how to look after the dog.

summit the highest point of something, especially the top of a mountain.
We reached the summit at noon.

Feasible possible and likely to achieve.
| doubt very much that that suggestion is feasible.

doable able to be done.
None of the tasks were fun, but they were doable.

Drastically extreme in a way that has a sudden, serious or violent effect on something.
Things have started to go drastically wrong.

Sincere saying only what you think or feel.
He seemed sincere enough when he said he wanted to help.

In this interview, we ask professional
counsellor Katarina Borg to give
us her top tips for success.

. - ‘-’sa,“‘
—

Are there any general tips for success
which applg to all types of activities,

SbBL)S to succeess whether it be learning computer
v

skills, losing weight, climbing

: - mountains, or learning to speak in
public?
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Yes, | think there are some general tips
that we can look at and | would sar‘
that, first of all, knowing exactly what
you want to achieve is key. In other
words, you need to set goals. It's a
good idea to state your goals precisely
and to express them in positive terms
whenever possible. So for example, if
you want to improve your diet, it's not
good to state your goal as ‘'l want to
stop eating chocolate,' as you'll be
constantly reminded of the thing that
you don't want to do. In this particular
case, chocolate is very tempting and
you're actually making it harder for
gourself to resist that temptation. A far
etter way of stating your aim would be
to say 'l want to eat healthy food.’' That
way r\ou‘ll have something in your head
which doesn't push you away from your

So we need to focus on what we want
to achieve and not on what we want
to avoid?

Exactle/, but it's equally important to be
very clear and specific. If %our objective
is not clear and specific, then you might
not know when you reach it. If you're
learning to play the piano, for example,
then there's little point in saying 'l want
to improve', as that's just not explicit
enough. Improvements need to be
measurable, otherwise we don't know
how much we have advanced. A much
clearer stated aim would be something
like ‘I'd like to pass the grade 1 piano
exam.' This is specific and measurable;
you know if you've reached your goal or
not when you get your exam results.
You can never reach a goal if it doesn't

So if you don't have a specific

objective, it's a bit like climbing a

mountain and when you think you've

reached the summit you find that it

isn't the top after all; there's another

a:letln the distance and another after
at ..

That's right, and it's in situations like
this that you're tempted to give up.
Success Is satisfying and that
satisfaction drives you on to new goals
and more success. If you never achieve

your ?‘oals, you'll probably lose interest.

And that brings us on to our third point:
setting a target which is within your
control. This is important because it
means your goal is really achievable.
For example, if you're an athlete and

you set a goal of winning a race, you
may end up being disappointed because
there are other people in the contest
and you can't control them. You can
only control what you can do, so it
would be better to have a goal like 'I'm
going to train hard and beat my

personal best during the race.' You
might not win a medal but who can
argue with your performance if you run
faster than you've ever run before?

You mean, you shouldn't make
promises you can't keep.

Absolutely. Your goal must be
something that you can achieve and
that means you should also think about
the size of your goals. Success is more
likely when goals are feasible as well as
achievable. If you have a task which is
very big, don't just set one massive
objective, break it down into smaller
short-term goals which are much more
doable. This way your progress is
quantifiable. You can see how you are
ﬁrogressing and that motivates you to
eep going. There are also other
benefits to having small short-term
goals because they are more adaptable.
As you go forward you might see that
actually you're not progressing fast
enough and you need to work harder, or
that one aspect of your task needs extra
time and resources, so you can put in
more effort there. An example of this
might be if you decide to take up tennis
and set a first feasible short-term goal
of keeping the ball in play for ten shots.
As you succeed in your goals and set
new ones, you may find that your
backhand needs more work and you can
dedicate more time and energy to that.
Eventually, you could one day win a
championshif. but it's highly unlikely
that you would be able to do that if you

That reminds me of the saying: ‘the
lc:nqest journey begins with one small
step.’

It is exactly like a long journey, and if
your motivation fails along the way,
you'll never reach your destination.
Motivation is extremely important for
success. Without it, your chances of
succeeding are drastically reduced, so

you need to be sincere with your goals.
By that | mean you should be sure that
your goals are something that you really
want to achieve. If you're only doing it
to conform to what other people expect,
then your motivation is probably not
sustainable. Furthermore, motivation is
crucial if you have conflicting goals, as
it's very difficult to achieve them all if
you're not highly motivated by each
one. For example, if you need to work
more because you want a promotion but
you also want to spend more time with
your familr, you'll find that these goals
are in conflict and that that conflict is
quite hard to resolve. You'll need to
really want to do both things and to
think very carefully about those
short-term goals beforehand in order to
harmonize them and make it all work.
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Steps to success: Read the text and answer the questions |
Choose the correct endings to complete the sentences.

1 Expressing goals in a positive way makes people less likely to give up.

2 Making your goals measurable helps to limit adverse behaviour.
3 Being able to see the end point means you can check your progress.
4 Reaching a goal encourages you to continue.
5 Having small short-term goals reduces your chances of success.

6 Having goals which don't mr means you can change direction, if needed.

Steps to success: Read the text and answer the questions Il

Are these ideas helpful or not helpful for achieving your goals? Put the phrases in the correct
columns.

Not Helpful Helpful
Pleasing other people Realistic goals Large ohjectives Focussing on success Specific aims
Opposing goals Goals which motivate Focus on what to avoid Measurable goals
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Unit 11 - Skills Practice - Writing

The following words and phrases appear in this section:

consultation a formal meeting to discuss something.

There were extensive consultations between the two parties.

Enforce make sure people obey a particular law or rule.

It's the job of the police to enforce the law.

Peak times moments when the greatest number of people are travelling.

The train journey always takes longer during peak times.

core the central and most important part of something.

Nurses should be allowed to concentrate on their core activity - looking after patients.

Prior happening or existing before something else.

Prior knowledge of statistics is not necessary.

From: Amy Wallis and Trevor Seymour, Human Resources Managers

To: Enc Davies, Managing Director

1

This proposal is based on detailed results from staff surveys
and information gained from consultations with line
managers.
The currently enforces a strict system of workin
hours, mre)i)y eamenber of staff is ezztected to workg
37.5 hours per week, with each day beginning at 9.00 am.
and ending at 5.30 p.m. Any overtime is completed outside
these h:udrs Seveﬂraél nb\?tewecs of staff have recently
requested a more flexible approach to working hours.
Moreover, during exit interviews, employeesnl?ave cited the
strict working hours as one of their reasons for leaving.
gue'tomesefactas.wedecidedto conduct a staff survey on
IS issue.
Thesurveysl'rowedmatasn%['\:cantmajon‘ ity of staff want to
have flexible working hours. main reasons given were
that staff are currently restricted to commuting during peak
times which therefore adds time and stress to their journeys,
and that many employees have families and would
appreciate the possibility of being able to pick up or drop off
children on certain days. Around a third of those asked would
also like to able to work from home on a regular basis.
We also consulted line mal rs. The majority are happy to
allow a certain amount of flexibility, though some managers
were concemed about being able to arrange meetings, and
of being able to keep track of what staff are working on, etc.

2

We propose introducing flexible working hours, but with
certain restrictions. Each employee will still be expected to
work 37.5 hours per week and their usual 7.5 hours per day.
They will also be expected to be at the office within core
hours (between 10.00 a.m. and 4.00 p.m.) which means that
an employee starting work at 10.00 a.m. will leave at 6.30

p-m. and an loyee who wants to leave at 4.00 p.m. must
start work at 7 30 a m We sunanest that comnanv nolicv on
should continue to be allowed only in certain circumstances

and with prior permission from a line manager.

3

By implementing these changes, the company will benefit
frgm igg'eased els of motivation amongstns).';aﬂ_ There
should also be a reduction in traffic congestion in the
immediate area during peak times, and punctuality on arrival
to work should improve. Through the introduction of core
hours, disruption to business will be minimal.

4
We t that all staff should be informed of the decision
toi flexible working and core hours before the end of

this month, with changes taking effect from the beginning of
next month. We recommend ngat the scheme be?r%ﬂiallyg
implanted on a three-month tnal basis. The scheme can then
be reviewed and a decision can be made on whether the
scheme will be permanent.
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Proposals: Match the paragraphs to their headings
Match the headings on the right with parts 1-4 of the proposal.

1 Part1 Proposal
2 Part2 Introduction
3 Part3 Conclusion
4 Partd Recommendations

Proposals: Passive sentences

Transform these active sentences into passive sentences

Y We based this proposal on detailed results from staff 5  We should not change company policy on working from
o
g surveys. home at this point.
Ll
This proposal is based on detailed results from staff surveys.
1 We expect each member of staff to work 37.5 hours per 6 We will continue to allow it only in certain circumstances.

week.

Staff complete any overtime outside these hours 7  We should inform all staff of the decision to introduce
2 .

flexible working hours.

3 Wealso consulted line managers. g  We could initially implement the scheme on a three-month
trial basis.
4  We will also expect workers to be at the office within core 9 We canthen review it and can make a decision on whether
hours. it should be permanent or not.
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Proposals: Practice

Read the task and write a proposal
accordion to the instructions.
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