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What’s happening? 
 
Would you believe that the financial crisis erupted in August 
2008! It still represents a significant threat to the world 
economy. We are still seeing this affecting organisations’ 
investment decisions as well as their employees’ incomes, 
their job and, inevitably, their happiness and loyalty.  
 
People are finding that their jobs are becoming significantly 
more difficult and in some cases are changing radically. 
That’s where this guide will help. We all know that the 
current situation will end; we just don’t know when! We 
don’t know whether further downsizing will affect us or not, 
or whether the slow road to recovery will affect us more… 

one thing is for sure, time will still be in short supply… 
 
This guide is intended to provide an insight for managers and staff at all levels to be able to 
continue to ‘do more with less’. The tools and techniques discussed will help you to learn, 
maximise that learning and develop throughout your career and life. 
 
Motivating yourself and the people around you can also be a great challenge, even after you’ve 
provided them with the skills and support they require. Having less people doing more can seem 
impossible, but with the right understanding, a little knowledge and some motivational tools and 
techniques you can make a big difference. 
 
Being able to think, learn, motivate and work effectively used to be regarded as ‘nice to haves’. 
This perspective was often combined with the view that our ability to learn, be creative, solve 
problems and read quickly is fixed. That view is outdated. We now know that by doing things 
differently we get different results. We just need to make sure we are doing the right things. 
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Three techniques that make a 
BIG difference 
 
The strengths, skills and qualifications with which 
we enter employment are extremely unlikely to 
remain sufficient for our whole career. The need to 
constantly refresh our skills and knowledge is 
greater now than ever before. Many organisations 
recognise this and put in place a range of 

development, training and open learning facilities for managers and staff at all levels. This often 
represents an enormous investment in time and money. 
 
The following three techniques, especially when combined together, make time spent on 
thinking, reading and learning, significantly more effective and efficient. These can be learnt 
because you have highlighted a gap in your management or personal development skills 
programmes or to address a specific need or business requirement. The time spent adding to 
knowledge and expertise is invaluable, and you are likely to get more done. So a learning circle 
is set up. 
 

Speed Reading - average reading speeds are in the range 200 to 250 words 
per minute (wpm).  Many well educated people read even slower. The UN 
has estimated that in order to be ‘functionally literate’ we should read at 
400 wpm. Illumine offers programmes where nearly everyone doubles their 
reading speed and most people do much better... with improved levels of 
comprehension. What difference would doubling or trebling your reading 
speed make to you? 

 
Mind Mapping - the uniquely versatile note making and note taking 
technique devised by Tony Buzan, is a popular business tool as well as an 
indispensable aid to learning. It focuses on meaning instead of the syntax 
of language. The approach deliberately uses both sides of the brain and 
works in a way that is completely compatible with how the brain works. 
 
Memory - most of us learn the hard way, that forgetting is easy and 
remembering is hard. In fact remembering is easy; it is the accessing of the 
information that is difficult! 80% of the detail learned is ‘forgotten’ within 
24 to 48 hours of learning. Learning how to remember for the short term 
and for the long term makes a massive difference - whether you are 
studying formally or simply want to be on top of whatever it is you are 
working on. 

 
 
Read on to find out more about each of these techniques… 
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Save a Day a Week!  
 
How? You just need to think about what you have to read...  
 
… Let’s say you spend about 40% of your day reading. Most people 
double and even treble their reading speed whilst maintaining 
comprehension when using speed reading techniques. So if you 
spend 40% of your day reading and ‘just’ double your reading speed 
(without losing comprehension) you'll save a day a week! For ever!! 
 
Speed reading is not about forcing you to work harder. On the 
contrary, by enabling you to improve your reading speed by up to 
300 per cent, it is much more about helping you to manage your 
time and your workload more efficiently.  
 
Why do we need to speed read? Aren’t we under enough pressure at 
work already? 
 
How can speed reading help you? 
It is in nobody’s interest to read faster if you can’t remember 
anything of what you have read’ so here we will point to the ways 
in which you can speed read and improve your ability to recall 
information at the same time. 
 
The most common reason which drives business professionals 
towards speed reading is their desire to find better ways to manage 
and cope with information overload. In today’s environment we are 
having to take in, absorb and recall more information than ever 
and, of course, most of this data arrives in written form – through 
minutes, reports, proposals, brochures and of course, texts and 
emails. 
 
However, speed reading should not be seen simply as a reactive 
technology. Speed reading helps you recognise that knowledge is 
the fuel of your career success and in this respect it’s a step 

forward in efficiency, providing a real edge in the competitive world. Developing these skills will 
enable you to: 

 Massively reduce the time it takes you to get through your workload. 

 Learn faster. 

 Be more competitive. 

 Provide you with more free time/thinking time. 

 Reduce your stress. 
 
On top of this it also aids comprehension and recall. Most people when reading continually find 
their attention wandering. As a result they have to re-read paragraphs or whole pages and this 
disrupts the flow and sense of what the writer is trying to communicate. More than this, 
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researchers have found that most of this back skipping is completely unnecessary i.e. it doesn’t 
improve our understanding of what we are reading. 
 
In contrast to this, speed reading forces us, the reader, to maintain momentum and keep 
reading. In doing this we gather large chunks of information and we fill in much of the detail 
because typically we know some of the background to the subject anyway. 
 
How does speed reading work? 
Most people assume that they read in a smooth left to right motion across the page. However our 
eye movements when we read are not smooth at all. Our eyes have to stop at regular intervals in 
order for us to take in new data and this means that we actually take a series of small jumps as 
we read across the page. The jumps are known as saccades; the pauses are known as fixations. 
 
Fixations are the key determinant of our reading speed. If you take a long fixation, reading each 
line word by word, you will be a slow reader. And if you skip back over words or re-read whole 
paragraphs, as most people do, this will handicap you further. The skill is to spend less time on 
each fixation and to learn to take in more words with each fixation.  
 
There are, however, two quite separate aspects of 
speed reading that are helpful to distinguish:   
 Reading more efficiently - speed reading is 

not only about improving reading speed; it 
also includes a number of techniques which 
help you to read more efficiently and adapt 
your approach to what you are reading. For 
example, if you have a large report to read 
then to start with, you will probably need an 
overview. It includes a range of ‘assessment’ 
techniques which provide you, the reader, 
with the relevant information that you will 
require in order to determine whether or not 
you need to continue reading a particular 
document. 

 Assessment – this surprises many people who 
typically assume that speed reading is just 
about reading everything faster. In effect it is 
about having the right tool for the job. There 
is no point reading a document that is not 
interesting or is better read by someone else. 
That is the purpose of developing some of the 
powerful assessment techniques that are now 
available: 

 The structured overview. 

 The rapid pre-read. 

 Skimming. 

 Scanning. 
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All of these techniques allow you to assess your material for relevance or interest and as such, 
provide you with a powerful way of managing the information that you get sent every day which 
will otherwise clog up your in-tray or in-box.   
 
Reading faster - The second aspect of this approach is to improve your actual reading speed and 
here again there are a number of techniques to learn: 

 Use a guide. 

 Maintain momentum. 

 Change beliefs and attitudes. 
 

In order to read faster we need to start with an understanding of how the eye and the brain 
work.  
 
When we run speed reading courses, the average speed at the beginning of the course is 240 
words per minute. At the end of the course, that average has usually doubled and very often 
trebled… with good levels of comprehension. How is that achieved?  Watch someone’s eyes as 
they are reading and you will see that their eyes move jerkily from one word to the next. This is 
because we can only read a word when our eyes are still. We fix our eyes for a fraction of a 
second at a time. You may also notice their eyes back skipping and occasionally wandering about 
the page. All of this information is crucial and forms the basis for all speed reading techniques:   

 Spend less time on each fixation. 

 Group words together. 

 No back skipping. 

 No wandering. 
 

It will take some practice. After all, you have been reading at what you probably regard as a 
natural speed for many years… and when was your last reading lesson? 
 
Try it, and if it helps, try using a pen or your finger to guide your eye smoothly and quickly 
across the page. 
 
Positivity = benefits 
If you want to develop your skill as a speed reader you will need to do more than simply learn 
about the techniques. You will need to apply yourself to learning with commitment and with a 
positive belief until you are reaping the benefits of this approach. In this respect you can help 
yourself by:  

 Being clear what outcomes you want from becoming a speed reader. 

 Choosing an attitude that will help you to become positively engaged with the material 
that you are about to read. 

 Suspending disbelief and working towards a belief that is consistent with your goals. 

 Taking account of your energy and your own rhythms of learning and, when necessary 
taking breaks and relaxing. 

 Managing your environment so that you are not disturbed or interrupted. 
 
For all of us learning to learn is becoming less of a choice and more of a necessity. It is not only 
a response to an accelerating world but it is also about harnessing our potential and becoming 
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truly effective in the world in which we work. Only you can assess how much information you 
have to take in every week, and how much pressure you feel as you try to keep abreast of all the 
latest advances in your industry. But if you want to improve your ability to manage information 
overload and keep your knowledge up to date, then speed reading is part of that answer. 
 

Test your reading speed 
Do you know your reading speed and comprehension level? We’ve got a 
great way of testing your reading and comprehension at our website. 
Take the Speed Reading Challenge at 
www.illumine.co.uk/testmyreadingspeed   
 
 

Training courses featuring speed reading 
Effective Speed Reading™ - power through the sheer volume of reading 
(emails, journals, books etc) needed to be effective in business today. 
www.illumine.co.uk/read  
Advanced Thinking and Learning – strategies and skills to master 
information and ease information overload through Mind Mapping, speed 
reading and memory techniques. www.illumine.co.uk/atlw   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.illumine.co.uk/testmyreadingspeed
http://www.illumine.co.uk/read
http://www.illumine.co.uk/atlw
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Express your mind 
 
Mind Maps® provide the clearest expression of the way the human 
mind works. We don’t think in lists or sentences, we think in 
images and key themes, shapes and patterns, all connected one 
to another. 
 
Mind Maps work the same way as the brain; they are designed to 
mirror the structure of the brain and its most basic building 
block, the brain cell. Drawing on the research into how the brain 
is structured and how it works, Tony Buzan created a system 
which he describes as the external manifestation of the internal 
workings of the brain. 
 
Most systems for making and taking notes are verbose and linear, 
using skills primarily from the left side of the brain. A Mind Map 
allows us to work in a way that incorporates colour, patterns, 
space, imagination and a hierarchical logic; a genuinely whole 
brained approach. 

 
The other key aspect regarding how the brain works is the importance of association. The role of 
association in both creativity and memory cannot be over stated. Association is the key process 
by which thoughts are organised and information retained. Mind Maps are designed to accentuate 
associations through their unique line structure. By clarifying associations of ideas, which are 
expressed as single words or pictures, Mind Maps help us to put information into our brains in a 
way that makes it easy for us to use and access it. It also enables us to work with meaning and 
context rather than with language structure and syntax! 
 
Getting started 
The Mind Map on the following page will give you some idea of the basic structure and also of 
some of the ‘rules’ of Mind Mapping.  
 
The basic steps are: 

1. Start in the centre of a blank, landscape page with a colourful, unframed image 
representing the subject. 

2. Make the branches closest to the centre thicker, attached to the image and organic in 
shape. 

3. Place the main aspects of the subject on these branches. 
4. Branch thinner lines off the end of the main branches and add sub themes. 
5. Use images wherever possible. 
6. The image or word should always sit on a line of the same length. 
7. Add successive levels of detail by adding further branches and simple words or images on 

them. 
8. Use colour, codes, arrows and highlighting to make each Mind Map more beautiful and 

colourful. 
9. Have fun and develop your own Mind Mapping style! 
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If you normally start your notes in the top left hand corner of the page, using one colour and a 
combination of phrases, sentences, bullets and lists, you may find Mind Maps a little strange to 
begin with. However it won’t be long before you start to find them an invaluable tool.  
 
There are many applications for Mind Maps: project management, appraisals, creativity, problem 
solving and more. There are a thousand applications for this technique. All you need to do to 
start is learn the essential skills. 

 
Example Mind Map – How to Mind Map 

 

Mind Mapping Online 
Mind Mapping Mastery e-learning course – the perfect introduction to 
Mind Mapping. Delivered online over nine modules and aimed at busy 
people who can dip in and out as they choose. www.illumine.co.uk/mmel  
The Mind Mapping Site – our dedicated Mind Mapping site that’s full of 
FREE to access hints, tips, advice, sample maps and software information.         
 www.mind-mapping.co.uk  

 

Training courses featuring Mind Mapping 
Mind Mapping for Business – improve note-taking, think more creatively, 
improve memory and raise your effectiveness – all on one page. 
www.illumine.co.uk/bmap   
Mind Mapping for Education – the programme for those who teach. 
Enhance your teaching skills, benefiting you and your pupils! 
www.illumine.co.uk/edma    

 
 

 

http://www.illumine.co.uk/mmel
http://www.mind-mapping.co.uk/
http://www.illumine.co.uk/bmap
http://www.illumine.co.uk/edma
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Making one page the bigger picture 
 
Just think of all the notes from your last meeting all on one page 
(no rifling through your notes)… planning your next customer 
communication campaign on one page… the one page employee 
appraisal … the team meeting agenda that’s visual, interesting and 
easy to use to capture notes… the business and personal uses are 
endless… 

 
The many uses of Mind Maps 
Mind Maps can help businesses with thinking, change and 
complexity, managing volumes of information, planning, creativity 
and innovation. The most common application for Mind Mapping is 

planning; not only for project work but also for writing presentations and for what is called 
‘brain blooming’; a way of using Mind Maps to capture and harness a group’s thoughts and ideas. 
Mind Mapping is invaluable in the area of creative problem solving – it helps practitioners to see 
the overall problem. The third most common application for Mind Mapping is note-taking, as this 
is more effective than written minutes. 

 
Example Mind Map – Employee performance review 
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Group Mind Mapping 
Mind Maps are an excellent vehicle for effective group working and a good ‘visual’ tool to use to 
maximise on the time available. There are several different ways in which Mind Maps can be 
used by groups. One way is a process called ‘Brain Blooming’. The steps are as follows: 

1. Use a Mind Map to capture your individual thoughts. 
2. Blend your thoughts with others from a small group. All ideas are added and considered 

equally. Discuss the Basic Ordering Ideas (BOIs - the thick main branches) to converge and 
catch all the input. Make sure that every one feels as though his/her individual ideas are 
included. 
 
Remember, all ideas are accepted at the initial stage. Depending on the purpose of the 
Mind Map you may want to experiment with different ways of working with the BOIs: 

 Agreeing BOIs before you start working on your individual Mind Maps is easier, but 
this may restrict creativity. 

 Don’t discuss BOIs in advance so that different approaches and perspectives are 
promoted. Do ensure that you allow enough time. 

3. Amalgamate all small group Mind 
Maps onto one large main map for a 
true representation of the group’s 
thinking. 

4. Have a ‘miscellaneous’ branch for 
ideas that do not ‘fit’ anywhere else 
to ensure that ALL ideas are 
captured. 
 
There are a number of advantages 
to group Mind Mapping over Brain 
Storming: 

 Each person has thinking time to generate his/her own ideas. 

 The ideas are shared equally and BOIs that will capture the meaning of all concepts 
are agreed. 

 The radiant hierarchy means ‘judging’ is reduced e.g. top, bottom or lost in the 
middle. 

 Ideas are grouped as they are collected on the main theme branches. 

 Connections may be seen between branches and ideas. 
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Whilst travelling 
 
Train, plane, boat, long or short haul… could you be using 
the time you have on your flight, to free up your thinking? 
Here Clive Lewis, MD of Illumine and one of the UKs leading 
authorities on creativity and learning, considers why even 
the smallest seat on the plane offers a big opportunity.  
 
How will you treat your next journey? You know you won’t 
have much space to move around in, but could your seat 
represent the best opportunity you have for doing some big 
thinking? 
 
The reality for most high pressure executives is that the 
resource they most lack is time. And they can’t get enough 
of it because they are responding every day to meetings, to 
operations and of course to the day to day management 
pressures. 

 
Travelling by plane is one of the few places left where executives cannot be reached by the 
office and, like many other forms of transport it offers an extraordinary opportunity. Indeed 
there is no better place than a journey for harried executives to review, reflect and realign 
themselves with their priorities. And here are two powerful tools which are especially valuable in 
this respect. 
 
Mapping mastery 
Most managers recognise that they are too busy when they are at work and dearly wish they had 
more thinking time to reflect on their priorities. But what is the best way to do such thinking? 
What I want to outline here is the practice of Mind Mapping which is an ideal technique for 
strategic thinking and a perfect tool for business travellers who want to focus their attention on 
the things that really matter. 
 
In simple terms Mind Maps provide the clearest expression of the way in which the human mind 
works. We don’t think in lists or sentences, we think in images and key themes, shapes and 
patterns, all connected one to another. So, for example, consider the last business trip that you 
went on and as you think about it, be aware of the associated thoughts that instantly spring to 
mind … what the destination was, how you travelled there, who you met, what you talked about 
and so on.  
 
These first thoughts are what are called Basic Ordering Ideas (BOIs) and each of these big themes 
will, in turn, stimulate more associations. For example if you take the BOI theme of ‘destination’ 
you might then break it down into the various places you visited - and for each of these places 
visited you will have further associated thoughts or ideas.  
 
The following Mind Map gives you an example of the technique in action when we were planning 
a business trip. As you will notice there are five BOIs and then a whole host of associated ideas 
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and topics. You can develop your own Mind Map by following the essential structure here (i.e. 
main topic in the middle, several BOIs which are like chapter headings radiating out from the 
central image, and then however many associated ideas you come up with). What you can also 
see is that it is an exceptional planning tool, because it allows you to build up a single picture, a 
master plan for your subject which shows the whole territory at a glance. 
 
So what piece of big thinking do you have to do? Perhaps there is a strategy you are trying to 
develop, or you want to get some clarity on how a particular project is going. Maybe you are 
trying to pull together a proposal or want to think about the various ways in which you need to 
develop your people. Whatever the topic, we would encourage you to start Mind Mapping it, so 
that you begin to see the whole picture, and from there can make big decisions on what your 
priorities need to be.  

 

Example hand drawn Mind Map – Planning a business trip 

 
Eliminating the enemy 
There is a second tool to introduce. It’s how you, as a business traveller, can manage all the 
information that comes to you in the form of reports, documents, magazines and of course 
emails. 
 
 “We have met the enemy and he is us” is the great title of a new report into information 
overload by the techwatch company, Basex. And we shouldn’t be surprised. We are often the 
creaters of our own data smog. It’s we who are addicted to information, to 24/7 contact and to 
our smart phone. There is nobody to blame for this problem other than ourselves. 
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However, business travel offers the time and space to tackle this issue – and the way to do this is 
not by ploughing through all the information you’ve been sent, but by starting to use a new 
strategy called INSEAK® which will help you assess the value of all the data, so that you spend 
time only on the information that is relevant to you. 
 
INSEAK – the Intelligent Strategy for the Effective Acquisition of Knowledge – is a ‘3 state’ 
reading strategy which recognises that whenever we are faced with new documents we need 
sorting strategies and reading techniques to help us navigate our way through it. Some of these 
techniques are already widely used, but when combined together they add extraordinary benefit 
to people who want to harvest knowledge. 
 
We define the three states as follows 
State 1: A document arrives and assessment is required - In this first state, you the reader, 
are in receiving mode. But you do not know whether the document, report or email that you 
have been sent requires your attention. So your first objective is to find out whether it needs to 
be read, needs to be delegated or can be ditched. 
 
To help with this assessment you need to learn how to make a fast initial evaluation, how to 
conduct a rapid pre-read and how to draft a skeleton Mind Map - to establish what the 
documents are about and whether you need to give them further consideration. 
 
State 2: You now have preliminary understanding of the document - Following this 
assessment you now have preliminary understanding of the documents that you have decided are 
relevant and, broadly, you know what they cover. You are still in assessment mode, however, 
and in this mode you now have to decide whether you need to read further and, if so, at what 
speed and depth. 
 
Your strategies in this process are skimming, scanning and speed-reading including a detailed 
Mind Map. The critical understanding here is that while some documents may just need a skim 
read, you may also choose to go through others multiple times, building up greater knowledge 
each time.  
 
State 3: New knowledge is assimilated - Your state when you have completed the process 
above is now one of knowledge assimilated. And importantly you will have generated, as part of 
this state, a robust review strategy (your detailed Mind Map), which will have clarified and coded 
all the key information you need for easy recall. The drafting of your Mind Map is also a signal 
that you have met your knowledge assessment objectives and have completed the task in hand.   
 
As you will have noticed, the focus with INSEAK is specifically on assessment and evaluation of 
information. This is critical for managing overload. The majority of data you receive won’t be 
relevant but unless you have a reading strategy that helps you to find your way through it, you 
may well feel overwhelmed by the sheer quantity of data you receive. Once you know how to use 
INSEAK, you can use the time you have as a traveller, both to clear the data backlog and bolster 
your future success by capturing those key pieces of information that are important for business 
success.  
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Effortless clarity 
Both of the tools outlined above should be especially attractive to travellers. They are easy to 
learn, effortless to apply and are hugely beneficial. The worry for many travellers, is that by the 
time they return to the office, yet more information will have piled up in their in-tray and yet 
more people will be asking them to make decisions or solve new problems. The promises of Mind 
Mapping and INSEAK are that by the time you land, you will have far more clarity about what is 
important and a much clearer mind than before you took off.  
 

Test your reading speed 
Do you know your reading speed and comprehension level? We’ve got a 
great way of testing your reading and comprehension at our website. Take 
the Speed Reading Challenge at www.illumine.co.uk/testmyreadingspeed   
 

Training courses featuring INSEAK 
Effective Speed Reading™ - power through the sheer volume of reading 
(emails, journals, books etc) needed to be effective in business today. 
www.illumine.co.uk/read  
Advanced Thinking and Learning – strategies and skills to master 
information and ease information overload through Mind Mapping, speed 
reading and memory techniques. www.illumine.co.uk/atlw   

 
Mind Mapping Online 
Mind Mapping Mastery e-learning course – the perfect introduction to 
Mind Mapping. Delivered online over nine modules and aimed at busy 
people who can dip in and out as they choose. www.illumine.co.uk/mmel  
The Mind Mapping Site – our dedicated Mind Mapping site that’s full of 
FREE to access hints, tips, advice, sample maps and software information.         
www.mind-mapping.co.uk  

 

Training courses featuring Mind Mapping 
Mind Mapping for Business – improve note-taking, think more creatively, 
improve memory and raise your effectiveness – all on one page. 
www.illumine.co.uk/bmap   
Mind Mapping for Education – the programme for those who teach. 
Enhance your teaching skills, benefiting you and your pupils! 
www.illumine.co.uk/edma    

 
 
 
 
 
 
 
 

http://www.illumine.co.uk/testmyreadingspeed
http://www.illumine.co.uk/read
http://www.illumine.co.uk/atlw
http://www.illumine.co.uk/mmel
http://www.mind-mapping.co.uk/
http://www.illumine.co.uk/bmap
http://www.illumine.co.uk/edma
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Remember More 
 
Most people are hugely impressed by those who have the 
ability to recall events, statistics or detailed information 
at just the right moment. People who can accurately 
recite a quote or who, when asked, remember precise 
facts and figures. 

 
People who know how to marshal their mental resources 
and draw effortlessly on what they know have a 
significant advantage in business. Think of the leader 
needing to make a powerful presentation, the salesman 
needing to engage his customer, the student needing to 
answer questions in a qualifying exam or the interviewee 
wanting to impress a potential employer. These are all 
examples where having a good memory could be vital.  

 
Focus – learn how to use your memory more effectively. 
There are three main areas to focus on if you want to improve your 
memory and these are imagination, association and location: 
 
Imagination - harness the creative way in which you can transform 
information into memorable images. For example, what is the difference 
between a presentation that is memorable and one that makes you fall 
asleep? The answer is probably that the one that is dull completely failed 
to fire your imagination. 
 
Association – develop the connections you make every day from one 
subject to another. In other words, one thing reminds you of another. 
When it comes to memory, this is a technique that you can use to great 
advantage. If you want to remember someone’s name, all you have to do 
is consciously think of an association with that name. Clive Lewis, for 
example, may be easier to remember if you think of someone famous 
with the same Christian name (e.g. Clive Woodward or Clive Owen) and 
the town in Sussex (Lewes). You will have your own associations here but 
the important consideration is that you can use associative techniques for 
any key piece of data that is important for you to memorise. 
 
Location - consider physical settings. Think of a friend and the chances are you will visualise him 
or her in a particular place. Forget where you left your mobile and you will probably have to 
retrace your steps in your mind, going back from place to place until you remember where you 
put it down. What we can see from this is that location is an anchor for memory - and some of 
the most powerful memory systems use location as their key underpinning principle. 
 
What these three aspects also share is the issue of stimulating interest. If you are not interested 
in what you are learning, seeing or hearing, then quite simply, you won’t remember it. In 
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contrast, if you can develop an attitude where you are interested in what you are learning that 
will allow you to maintain your attention, engage with the material you are trying to take in, 
remember it, and importantly be able to confidently recall it.  
 
Illumine regularly work with people who think they have a truly terrible memory and within half 
an hour we demonstrate to them that they can transform their beliefs and capabilities. For many 
leaders and managers generating such a transformation in such a short time can seem almost 
miraculous. 

 
Memory hints and tips online  
Memory tips and tricks – our ‘brain fitness’ section of our website is full 
of really useful memory devices called 'mnemonics'. A 'mnemonic' is 
a rhyme, acronym, short-cut or mental picture that you can use to aid 
recall.   
www.illumine.co.uk/brain-fitness   

 

Training courses featuring memory techniques 
Improve Your Memory - don’t struggle through life with a bad memory – 
learn how to harness its incredible power!  
www.illumine.co.uk/memo  
Advanced Thinking and Learning - saves time AND raises comprehension 
and recall of emails, books, papers and reports; improves retention for 
exams; makes legislation easier to digest… and more, by combining speed  
reading, Mind Mapping and memory techniques.  

                                   www.illumine.co.uk/atlw    
                                   Names & Faces… and other stuff!™ - do you often forget names, faces,  
                                   appointments and other stuff that you really should remember? 90 minute  
                                   FIT (Fast Impactful Training) session.  
                                   www.illumine.co.uk/fit   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.illumine.co.uk/brain-fitness
http://www.illumine.co.uk/memo
http://www.illumine.co.uk/atlw
http://www.illumine.co.uk/fit
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Keeping yourself and your team 
motivated 
 
Motivating employees is vital if employers are to achieve 
maximum performance, productivity, loyalty and levels of 
engagement. Motivation is not just a management tactic; it’s a 
personal responsibility in any individual’s life. In business the 
overall culture and quality of the organisation’s management 
are key drivers, there are lots of other ‘carrots’ available to 
employers to help them improve motivation. 
 
There are a wide variety of methods available for motivating 
staff, at prices to suit all budgets. These range from 
recognising employees' achievements by simply saying 'thank 
you', to team building events, individual incentives, staff and 

team awards, social events and financial recognition.  
 
The great thing about employee motivation is that it can be researched and recorded using 
techniques such as a motivation questionnaire. Why not take a look at ours 
www.illumine.co.uk/motivate-survey   
 
Our top tips to motivate 
1. The link between innovation and motivation – your employees will have 

ideas about how to improve the organisation. Unfortunately, many 
managers fail to encourage the contribution of these ideas, sometimes 
they can inadvertently discourage this. By giving your employees access to 
creativity tools and techniques, and encouraging them to use them and 
share their findings you’ll motivate too. 

2. Motivate yourself - a great place to start learning about motivation is to 
start understanding what motivates you. ‘Passion’ is contagious. If you're 
passionate about your job and the organisation, others will become more 
positive too. Also, if you're doing a good job of taking care of yourself and 
your own job, you'll have a much clearer perspective on how others are doing in theirs.  

3. Know and agree on what’s required of you – team and individuals’ objectives and goals 
should be aligned to the goals of the organisation. Otherwise you’ll be 
wasting time and possibly changing the direction of the organisation. 
Goals and objectives will normally have been decided during strategic 
planning, and then delivered during individual appraisals and job 
reviews. A good way of motivating employees and teams is to ensure 
that they have input when identifying their goals. After all, people 
own what they help to create. Difficult situations can be resolved 
through the use of facilitators or facilitation skills – see 
www.illumine.co.uk/mfc. 

4. Understanding what creates ‘passion’ in your employees - Even though it sounds simple, 
creating passion at work requires skill and mastery to change behaviour patterns, and start 

http://www.illumine.co.uk/motivate-surveyy
http://www.illumine.co.uk/mfc
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your people thinking consciously and acting in a manner that will create passion in the 
workplace (we call this PassionFlow™).  
 
We all know (hopefully) what it feels like to be 
passionate about our work. But few people can tell 
us what gives rise to that feeling. Our research 
reveals to us the “magic formula” for passion: 
“Passion is a strong emotion that happens within 
each of us when we are doing meaningful work that 
makes us feel better about ourselves at a pace that 
feels like real progress.” 

Our Employee Engagement and Passionate 
Leadership programmes are based on the 
PassionWorks!™ model and the research around it. Passionworks!™ de-mystifies passion at 
work and helps individuals, teams and leaders find their passion in their work. This then 
ensures that they move towards PassionFlow™ (see model above). In doing this they will 
influence others around them to feel the same. Find out more at www.illumine.co.uk/epb.  

5. Support and endorse employee motivation – By recognising motivation and motivating from 
the top down you’ll see the results as they filter back up.  
 
Established motivation schemes (such as performance and compensation 
systems, regular training, motivational policies and procedures) will 
ensure that you don't just count on strong interpersonal relationships 
with employees to help motivate them. You need to remember that the 
nature of any relationship can change during times of change and stress.  

6. Reward and celebrate - past, present and future – If someone does well 
they should be rewarded. Whether it’s a financial reward or just a ‘pat on 
the back’. You should be careful not to keep rewarding the same 
employees, as this breeds discontent. You should also be careful not to 
ignore what someone has done well, as this also breeds discontent. 
Rewards can be given in a public forum or in a private meeting.  

 
Celebrating success is a good idea to generate team and individual motivation. 
The celebration could be at a company or team meeting; it could be at regular 
social events. Without ongoing acknowledgement of success, employees 
become frustrated, sceptical and even cynical about their efforts for the 
organisation. 

 
Invest in Your people 
Whether specifically for you, your team, or your organisation, all of 
our programmes are packed with practical and useable techniques. 
Techniques to save time, build knowledge, increase morale, develop 
creative thinking and make workloads manageable. 
 
 

Team members moving into their PassionFlow™ 
area 

http://www.illumine.co.uk/epb
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Learning for the future 
 
Everyone has development needs that require serious thought… 
and practical solutions. Illumine Training is the only training 
company in the UK that focuses on improving the quality of 
thinking, in its many guises, to improve the quality of 
performance. 
 
The world is going to continue to change; complexity will 
increase, volumes of information will continue to grow, 

competition will continue to become increasingly global. Now is the time to focus on the 
development of your people. 
 
Against this backdrop no organisation can afford to under utilise their most valuable asset – their 
people. Unleashing the creativity, thinking capacity and learning potential of an organisation’s 
people may be the best investment they can make. The choices appear stark; training is either 
an expensive overhead or a reluctantly necessary evil. There is an alternative and that is to 
commit to helping people to develop, by giving them the knowledge and skills which will turn 
them into lifelong learners and achievers. 
 
There are many excellent courses available for organisations who want to develop their staff: 
leadership, team building, motivation, creativity, presenting... the list is long and varied and 
most of the training will have its place in an organisation’s portfolio. 
 
Illumine Training provides management and personal skills development, focused on 
developing better brains for better business. 
 
The unique portfolio of high quality, high impact training, builds skills in six inter-related areas:  

 Learn, Absorb & Understand – Learn more efficiently, take better notes, think and plan 
effectively and be well informed. 

 Write, Speak & Influence – Make a positive impression, be remembered, build relationships 
and influence effectively - in every interaction. 

 Creative Thinking & Innovation – Generate new perspectives and ideas, solve real problems 
and enhance decision making and team working. 

 Meetings, Facilitation & Coaching – Enhance group participation, share knowledge and run 
productive meetings that make good use of everyone’s skills and experience. 

 Engagement & Personal Balance – Enhance engagement and motivation, reduce stress levels 
and improve performance. 

 Management & Leadership Essentials – The essential skills required to be a successful 
manager and leader. 

 
The range of courses and workshops has been developed to contribute significantly to 
organisations’ management and personal development agendas – with a strong focus on high 
levels of skills transfer and a wide variety of flexible delivery options. 
 
See what we do, and find out more about us at www.illumine.co.uk   

http://www.illumine.co.uk/
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