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READING SKILLS 

Skimming 
Skimming is a reading technique that allows you to get a quick overview of a text (or 
website) without reading it word-for-word. Skimming is done at a speed three to four 
times faster than normal reading. 

 
WHY use skimming? 
Skimming allows you to quickly assess the value of the text and determine if it is worth 
your time and energy to read. 

 
When you are exploring lots of resources this is an important time saving techniques to 
find the BEST resources for you research. 

 
People often skim when they have lots of material to read in a limited amount of time. 

 
WHEN do you use skimming? 

Use skimming when you want to see if an article / book / website may be of value in 
your research. 

 
Once you have decided it is of use then you can read for details and comprehension. 

 
HOW do you practice skimming? 

Some of the different techniques that you can use for skimming are: 
 

1. Read the title, subtitles and subheadings (or home page on a website) 
 

2. Read the introduction or summary 
 

3. Look at any diagrams, pictures or illustrations. Make note of the captions written 
under them. 

 
4. Read the first and last paragraph 

 
5. Read the first sentence of each paragraph. 

 
6. Look for key information like dates, names, places. 

 
7. Examine graphs, tables and charts and take note of the information they are 

giving you. 
 

Source: http://www.studyvibe.com.au/ p 25-31 
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Scanning 
Scanning is a technique you often use when you are searching for specific information, 
like a name in a telephone book or the time that a train departs. It is a skill that requires 
that you read quickly while looking for a specific purpose. 

 
WHY use scanning? 

Scanning lets you quickly see whether a resource is going to provide you with answers 
to your focus question(s) or research task. 

 
HOW do you practice scanning? 

1. Before you start, be clear about what information you are looking for. Have a set 
of Focus Questions you want to answer or Key Words you are looking for. 

 
2. Scan the entire resource before you start to read. To scan a reading text, you 

should start at the top of the page and then move your eyes quickly toward the 
bottom 

 
3. Look at the table of contents, index, topic headers, photo captions, etc. 

 
4. These will help you determine if; a) you have a real interest in this reading, and b) 

what information you're likely to get from it. 
 

5. Try to anticipate how the answer will appear and what clues you might use to help 
you locate the answer. For example, if you were looking for a certain date, you 
would quickly read the paragraph looking only for numbers. 

 
6. Examine graphs, tables and charts and take note of the information they are 

giving you.  Sometimes these have the information you are looking for. 
 

7. Selectively read and skip through sections of the passage. 
 

8. Keep in mind at all times what it is you are searching for. If you don’t find it  
quickly then you might need to try another resource. 


