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1 GETTING STARTED 
 
The most important thing you need to realize is that university is not like school. 

At school your day is highly organized – some maths here, some English there, practical 
classes, laboratories, physical exercise, lunch-breaks. 

At university, your day will contain one or two classes, with long gaps in between. 

 

 

 
 

It will take you a while to get used to the rhythms of 
university study.  A full-time undergraduate student in the 
faculty of Economics and Commerce has twelve contact 
hours per week - typically, eight hours of lectures (two per 
subject per week) and four hours of tutorials (one per subject 
per week). 

You should DOUBLE these contact hours in private study.  
This means that a student who has 12 contact hours per week 
should be spending an additional 24 hours per week on 
private study. 

That’s a 36-hour week.  That’s a full-time job. 

1.1 MANAGING YOUR TIME 
 
There are 168 hours in a week.  Lectures and tutorials occupy 12 of them.  Let’s assume 
that your part-time job occupies 8.  Traveling to and from university occupies a further 8.  
Your health requires that you be asleep for about 56 hours per week.  Meals will occupy a 
further 14 hours per week.  Sport and/or social activities will occupy at least another 18 
hours. 

This leaves you with a theoretical 52 hours for study.  However, a lot of this time will 
disappear in shopping, cooking, cleaning, washing, paying bills, administration, snacks, 
conversations, watching television, playing computer games, further travel and so forth.  
In reality, you have about 26 hours per week to devote to your studies. 
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Remembering that you need to devote 24 hours per week to private study, you will see 
that there is very little margin for error.  You may think you have plenty of time.  The 
reality is – you don’ t! 

 

 

 

 

But don’ t panic.  You will manage your studies quite easily with a little planning and 
organization. 

Let’s see what a typical first-semester timetable looks like for a first-year undergraduate 
student in the faculty of Economics and Commerce. 

 Monday Tuesday Wednesday Thursday Friday 

9.00am      

10.00am  316-102 
Introductory 

Microeconomics 
Lecture 

 316-102 
Introductory 

Microeconomics 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Tutorial 

11.00am   316-130 
Quantitative 

Methods 1 Lecture 

 316-130 
Quantitative 

Methods 1 Lecture 

12.00noon    325-101 Managing 
People and 

Organisations 
Tutorial 

 

1.00pm     316-130 
Quantitative 

Methods 1 Tutorial 

2.15pm  306-107 
Accounting 
Reports and 

Analysis Lecture 

316-102 
Introductory 

Microeconomics 
Tutorial 

 

3.15pm   

325-101 Managing 
People and 

Organisations 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Lecture 

 

4.15pm      

5.15pm      
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It’ s pretty hard to avoid back-to-back classes entirely, but this student has a reasonably 
balanced timetable, although the load on Thursday is quite heavy. 

So when should s/he be studying, and what should s/he be doing when studying? 

2 LECTURE REVIEW 
 
Your first job is to attend your lectures and ensure that you understand them. 

 

 

 

 
 Monday Tuesday Wednesday Thursday Friday 

9.00am      

10.00am  316-102 
Introductory 

Microeconomics 
Lecture 

 316-102 
Introductory 

Microeconomics 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Tutorial 

11.00am  M icroeconomics 
Lecture Review 

316-130 
Quantitative 

Methods 1 Lecture 

Microeconomics 
Lecture Review 

316-130 
Quantitative 

Methods 1 Lecture 

12.00noon   Quantitative 
Methods Lecture 

Review 

325-101 Managing 
People and 

Organisations 
Tutorial 

 

1.00pm     316-130 
Quantitative 

Methods 1 Tutorial 

2.15pm  306-107 
Accounting 
Reports and 

Analysis Lecture 

316-102 
Introductory 

Microeconomics 
Tutorial 

Quantitative 
Methods Lecture 

Review 

3.15pm  Accounting 
Lecture Review 

325-101 Managing 
People and 

Organisations 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Lecture 

 

4.15pm   Managing People 
Lecture Review 

Accounting 
Lecture Review 

 

5.15pm      
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You should, as far as possible, review each lecture immediately after attending it.  Use 
the notes you took during the lecture, the recommended readings for the lecture, and your 
memory.  Try to re-construct the lecture as an event.  Where were you sitting?  What was 
the lecturer wearing?  What did the lecturer do or say first? 

Use the recommended readings to assist your memory of the lecture: don’ t use them as a 
substitute for the lecture.  Skim through them to find key terms to ensure that you have 
spelt them correctly and understood their meaning.  Find any important diagrams and 
copy them down. 

 

 

 
Unless you are a trained Hansard reporter, you will find it 
impossible to write down everything your lecturer says.  
Undergraduate lecture-notes are full of unfinished sentences!  
This is another reason why the review of your lecture is so 
important.  Your re-construction of the lecture as an event will 
help you to complete those sentences, as will your skimming of 
the readings.  As you skim, you may also see a passage that 
sounds familiar: it probably relates to something your lecturer said 
but that you had forgotten.  Slow down and read it carefully, 
making notes. 

 
 
 
 
 
3 TUTORIAL PREPARATION 
 
The next task is to ensure that you have prepared for your tutorials. 

Tutorials are where you apply the concepts learned in lectures.  The value of a tutorial 
increases exponentially in proportion to the effort you put in to prepare for it. 
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Tutorial preparation takes time.  As a rule of thumb, allocate 
two hours per subject to tutorial preparation. 

If you are studying an accounting subject, you may find that 
you cannot complete your tutorial preparation within two 
hours.  Be pragmatic: it is much better to be half-prepared for 
every tutorial every week than it is to be fully prepared for one 
tutorial every three weeks and not prepared at all for the rest! 

 
 Monday Tuesday Wednesday Thursday Friday 

9.00am      

10.00am 316-102 
Introductory 

Microeconomics 
Lecture 

 316-102 
Introductory 

Microeconomics 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Tutorial 

11.00am 

Managing People 
Tutor ial 

Preparation 

M icroeconomics 
Lecture Review 

316-130 
Quantitative 

Methods 1 Lecture 

Microeconomics 
Lecture Review 

316-130 
Quantitative 

Methods 1 Lecture 

12.00noon LUNCH  Quantitative 
Methods Lecture 

Review 

325-101 Managing 
People and 

Organisations 
Tutorial 

LUNCH 

1.00pm LUNCH LUNCH LUNCH 316-130 
Quantitative 

Methods 1 Tutorial 

2.15pm 

Microeconomics 
Tutor ial 

Preparation 

306-107 
Accounting 
Reports and 

Analysis Lecture 

316-102 
Introductory 

Microeconomics 
Tutorial 

Quantitative 
Methods Lecture 

Review 

3.15pm Break Accounting 
Lecture Review 

325-101 Managing 
People and 

Organisations 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Lecture 

Break 

4.15pm  Managing People 
Lecture Review 

Accounting 
Lecture Review 

5.15pm 

Accounting 
Tutor ial 

Preparation 
   

Quantitative 
Methods Tutor ial 

Preparation 

 
Try not to work for more than two hours at a time.  The brain gets tired and you become 
much less effective.  Get up, stretch, go for a walk, have a snack, take a nap – but give 
yourself a rest to re-charge your mental batteries. 
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4 ASSIGNMENT PREPARATION 
 
Our first-year undergraduate student’s timetable now indicates a 27-hour week (because 
325-101 Managing People and Organisations has one two-hour lecture per week instead 
of two-one-hour lectures the student has saved an hour on lecture review). 

What else should s/he be doing? 

The answer is: working on assignments. 

Your assessment in all undergraduate subjects in the 
faculty of Economics and Commerce will include an end-
of-semester examination, but you will be required also to 
complete written assessment tasks during the semester.  
These have a nasty habit of sneaking up on you, 
especially because major pieces of assessment in many 
subjects fall due at the same time. 

A typical schedule of assessable work for the four 
subjects our first-year student is taking is shown overleaf. 
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A Schedule of First-year Assessment
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This indicates a number of assessable tutorial problems (worth 2.5% each) for 316-130 
Quantitative Methods 1 over the first few weeks, an on-line test (worth 5.0%) for 316-
102 Introductory Microeconomics and a written assignment (worth 10.0%) for 306-107 
Accounting Reports and Analysis in Week 4, followed by more substantial assignments 
for 316-102 Introductory Microeconomics (worth 10.0%) and 325-101 Managing People 
and Organisations (worth 15.0%) in Week 5.  Week 6 features more heavily-weighted 
assessable problems (worth 5.0%) for 316-130 Quantitative Methods 1. 

After only one of two weeks over the semester when you do not have assessable work 
due, you must submit a written assignment (worth 25.0%) for 
325-101 Managing People and Organisations in Week 8.  
This is followed immediately by a second assignment (worth 
15.0%) for 316-102 Introductory Microeconomics and a 
forecasting exercise (worth 5.0%) for 316-130 Quantitative 
Methods 1 in Week 9.  In Week 10 you must submit a second 
assignment (worth 10.0%) for 316- 107 Accounting Reports and 
Analysis and a group project (worth 8.0%) for 316-130 Quantitative Methods 1. 

After a breather in Week 11, you are assessed on a presentation (worth 2.0%) in 316-130 
Quantitative Methods 1.  And then – exams! 

This may seem terrifying, but, again, it is quite manageable with a bit of planning and 
organization. 
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You must allocate a substantial amount of your weekly study time – my suggestion is 
about 8 hours – to working on your assignments.  This means: 

·  If material for the assignment is being held in the Reserve section of the 
Baillieu Library, go and read/photocopy it NOW – don’ t wait until the week 
the assignment is due, when 1,000 other students will be after it! 

·  If you have a choice of questions, decide which one you will 
attempt and start preparing your answer. 

·  If the assignment is based on course material you haven’ t 
covered yet, use your assignment preparation time to read 
ahead. 

·  If you aren’ t sure how to go about preparing your answer, 
make an appointment to see a TLU Learning Skills Advisor 
to discuss it. 

·  If it’s a group assignment, organize your group now: the members, who will 
do what, how often you will meet, when and where you will meet, and agreed 
deadlines for the completion of tasks. 

 

 

 

 

 

 

 

 

 

Our student’s weekly timetable will now appear as follows. 
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 Monday Tuesday Wednesday Thursday Friday 

9.00am      

10.00am 316-102 
Introductory 

Microeconomics 
Lecture 

 316-102 
Introductory 

Microeconomics 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Tutorial 

11.00am 

Managing People 
Tutor ial 

Preparation 

M icroeconomics 
Lecture Review 

316-130 
Quantitative 

Methods 1 Lecture 

Microeconomics 
Lecture Review 

316-130 
Quantitative 

Methods 1 Lecture 

12.00noon LUNCH  Quantitative 
Methods Lecture 

Review 

325-101 Managing 
People and 

Organisations 
Tutorial 

LUNCH 

1.00pm LUNCH LUNCH LUNCH 316-130 
Quantitative 

Methods 1 Tutorial 

2.15pm 

Microeconomics 
Tutor ial 

Preparation 

306-107 
Accounting 
Reports and 

Analysis Lecture 

316-102 
Introductory 

Microeconomics 
Tutorial 

Quantitative 
Methods Lecture 

Review 

3.15pm Break Accounting 
Lecture Review 

325-101 Managing 
People and 

Organisations 
Lecture 

306-107 
Accounting 
Reports and 

Analysis Lecture 

Break 

4.15pm  Managing People 
Lecture Review 

Accounting 
Lecture Review 

5.15pm 

Accounting 
Tutor ial 

Preparation 
   

Quantitative 
Methods Tutor ial 

Preparation 

6.15pm      

7.00pm DINNER DINNER DINNER DINNER DINNER 

8.00pm  

9.00pm 

Assignment 
Preparation 

Assignment 
Preparation 

Assignment 
Preparation 

Assignment 
Preparation 

 

 
Despite my earlier warnings about evening work I have scheduled assignment preparation 
for the evening.  This is because assignment preparation, unlike lecture review and 
tutorial preparation, can be undertaken productively at this time. 

I have assumed that the student wishes to keep his/her Friday nights and weekends free.  
Three or four hours of assignment preparation could be moved to Sunday, should the 
student wish. 
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4.1 MASTERING MEETINGS 
 
Group work will form a significant part of your assessment in the faculty of Economics 
and Commerce.  Successful group work requires, above all, a capacity for empathy. 

 

 

 

 

 

Empathy is a psychological term referring to the power of projecting your own 
personality into (and so fully comprehending) an object of contemplation.  In layman’s 
terms, it is the capacity to put yourself in someone else’s shoes, an ability to imagine how 
a situation must appear from someone else’s perspective. 

Consider the following circumstance. 

You are trying to teach a group of nine year-olds to play soccer.  You explain that they 
must not all follow the ball around the pitch: they should spread out and pass the ball to 
one another.  You explain that, when the other team has the ball, they should pick up 

opposition players to prevent easy shots at goal.  When 
the game starts, however, your players follow the ball in a 
pack and allow their opponents to roam freely and to 
score uncontested goals. 

Why did this happen when you explained everything to 
them beforehand? 

It happened because they are nine, not nineteen.  You 
have played, watched and followed soccer for years: they 
are new to the game.  You can understand abstract 

concepts such as space and position without thinking: they can’ t.  You think they tuned 
out and started fooling around when you were speaking because they are lazy and good-
for-nothing: in fact, they behaved like that because they didn’ t understand what you were 
saying, felt bad about themselves for not understanding what you were saying, and 
became cheeky and rebellious as a way of salvaging their pride. 

What this illustrates is the importance of empathy.  In a group you may encounter people 
who appear lazy, or arrogant, or unreliable, or controlling, or stupid – people, in other 
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words, who will frustrate you.  Try to understand why you respond to them in a negative 
way.  Try to discover why they might present in the way they do.  You can’ t turn a person 
into someone they aren’ t: you must seek to understand the person and find a way of 
working effectively with him or her. 

 

 

 

 
Arrange with your group members when and where you wish to 
meet, how frequently, and for how long. 

As a rule of thumb, a short meeting is a good meeting.  Efficient meetings are 
characterized by the following: 

·  The people who need to be there are there; 

·  Everyone knows before they arrive what is to be discussed; 

·  Everyone knows before they arrive which of them will chair the meeting; 

·  The chair ensures that all the agenda items are covered; and 

·  Everyone leaves with a clear understanding of what is expected of them and 
the deadlines that have been agreed. 
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Meetings can be difficult when strong-minded people disagree.  If your meeting becomes 
difficult, try to remember that people need be heard.  The chair 
must not be afraid to interrupt destructive argument and to 
insist that the various opinions are listened to in turn, in 
full, and in silence.  A mechanism for decision-
making should be proposed; e.g., a vote on the 
question, decided by a simple majority. 

Above all, have someone take notes of the meeting.  
These notes, known as ‘minutes’ , constitute an 
official record of what was discussed and what was 
agreed at the meeting.  They should be written up and distributed to 
all group members as soon as possible after the meeting. 

4.2 REFERENCING 
 
Accurate and consistent referencing is a technique, once mastered, that lends authority 
and professionalism to your writing – as well as ensuring better marks! 

What is important to remember is that referencing conventions exist to serve two 
important purposes.  We cite so that: 

1. The person or people who first expressed the ideas under discussion are properly 
acknowledged (this is a matter of basic honesty), and   

2. An interested reader can locate the source material quickly and easily. 

The raw ingredients of book citation are the 
name(s) of the author(s), the title of the 
book, the year of publication, the place of 
publication, and the name of the publisher.  
If the book exists in more than one edition, 
you will need to supply the edition number, 
also. 

Here are some examples of bibliographic 
entries for books in APA style. 

De Cieri, H., Kramar, R., Noe, R., 
Hollenbeck, J., Gerhart, B. & Wright, P. 
(2003). Human Resource Management in 
Australia: Strategy, People, Performance, 
Sydney: McGraw-Hill. 
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Grant, R. (2005). Contemporary Strategy Analysis, 5th edn, Malden, MA: 
Blackwell. 

Hill, C. (2004). Global Business Today, 3rd edn, New York, NY: McGraw-
Hill/Irwin. 

A generally observed convention across citational systems is to put the official U.S. 
postal abbreviation of the relevant state after the name of a city in the United States of 
America.  Therefore we have ‘MA’  (for Massachusetts) after ‘Malden’  and ‘NY’  (for the 
state of New York) after ‘New York’  above.  British, Australian and Canadian cities do 
not require county, state or province names. 

Note that the abbreviation for ‘edition’  is ‘ edn.’   This is to distinguish it from ‘ed.,’  which 
means ‘editor,’  and ‘eds.,’  which means ‘editors.’  

Both the APA and Harvard styles use in-text citation, 
which means no footnotes or endnotes.  References are 
embedded in your writing between round brackets.  An 
example would be (De Cieri et al., 2003).  If you are 
quoting directly from the text, or referring to a specific 
passage, you would give the page reference (De Cieri et al., 
2003, p. 75). 

Why have I written ‘et al.’  in the citations above?  ‘Et al.’  
is a contraction of ‘et alii,’  which is a Latin phrase meaning 
‘and others.’   If a book has three or more authors you 
should use ‘et al.’  after the first author’s surname when 
citing in-text.  (You will, however, list all the authors in your bibliographic entry.) 

Don’ t forget to leave a space between ‘p.’  and the number – seeing these squashed 
together is very irritating!  If you are citing more than one page, use ‘pp.’  

The raw ingredients of journal article citation are the name(s) of the author(s), the title of 
the article, the name of the journal, the year of publication, the volume number, the issue 
number, and the relevant page numbers. 

Here is an example of a bibliographic entry for a journal article in APA style. 

Shamsie, J. (2003). The Context of Dominance: An Industry-Driven Framework 
for Exploiting Reputation. Strategic Management Journal, 24 (3), 199-
215. 
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Note that we do not use ‘pp.’  before the page numbers in the bibliographic reference for a 
journal article.  The rules for in-text citation, however, are the same (Shamsie, 2003, pp. 
210-11). 

The third major source of your information will be the Internet. 

Do not supply an Internet search engine with a few keywords 
from your assessment task and use what comes up as the basis of 
your assignment.  Such an approach is sloppy, inefficient and, 
because you will not be able to verify the accuracy or the 
integrity of much of the material, dangerous. 

It is dangerous in a more pragmatic sense, too: your tutor and 
your lecturer will not be impressed by such a superficial 
approach, and will not award marks! 

However, used intelligently, the Internet can be a valuable source of material.  The raw 
ingredients of Internet citation are the name(s) of the author(s), the title of the page, the 
year of posting, the Uniform Resource Locator (URL), and the date you accessed the 
page. 

Here is an example of a bibliographic entry for a Web page in APA style. 

The University of Queensland Library. (2002). References: APA Style. Retrieved 
8 February 2005 from 
http://www.library.uq.edu.au/training/citation/apa.html. 

To discover the year of posting, scroll down to the copyright information you will find on 
the bottom of every reputable Web page. 

In-text citation follows the usual rules (The University of Queensland Library, 2002). 

5 DOING WELL IN EXAMINATIONS 
 
The best preparation for examinations in the faculty of 
Economics and Commerce is to follow the study procedure 
outlined in Sections 2, 3 and 4 above. 

Find out when your examinations are scheduled.  The 
examination timetable is usually available on-line from the 
Student Information System (https://sis.unimelb.edu.au/cgi-
bin/exams.pl) by the beginning of Week 10. 
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Our student’s examination timetable might look something like this: 

·  Monday 5 June: 316-102 Introductory Microeconomics, 

·  Tuesday 6 June: 316-130 Quantitative Methods 1, 

·  Thursday 8 June: 306-107 Accounting Reports and Analysis, 

·  Wednesday 14 June: 325-101 Managing People and Organisations. 

The first thing s/he would do is defer study of 325-101 Managing People and 
Organisations until after the first three examinations.  There is only a week between the 
end of semester and the Microeconomics examination: not enough time in which to revise 
four subjects effectively! 

A written examination is a particular mode of assessment which requires a particular 
technique to tackle successfully.  The good news is that this technique can be learned 
easily with a little practice. 

Look at your Subject Outlines.  The lecture schedules in your 
Subject Outlines indicate the sub-topics that have been 
covered over the semester and the relative weights attached 
to those sub-topics.  If your lecturer spent three weeks on a 
sub-topic it is overwhelmingly probable that 25 per cent of 
your total examinable assessment will be on or around that 
sub-topic.  On the other hand, if a sub-topic featured for one 
lecture in Week 11, it is extremely unlikely that mastery of 
that particular sub-topic will be worth more than 5 marks in 
the examination. 

 

 

The sub-topics indicated by the lecture schedules tell you what you need to know.  To 
find out whether you know it, attempt questions.  These will come from past examination 
papers in the subject and/or from tutorials. 

Attempt the questions under examination conditions: do not use notes, textbooks or any 
other materials, and limit yourself to 20-30 minutes to answer the question.  Then, 
assemble your notes, your textbook, relevant audio-streamed lectures (if available), and 
check your answer.  After half an hour to an hour of study of the sub-topic, put all your 
notes and materials away and attempt the question again.  Doing so will tell you how 
much information you have retained. 
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Go through this process for six hours a day, ensuring that you do not study for longer 
than two hours at a time (the brain gets tired and you become inefficient).  Do it during 
the day: evenings are for relaxation and sleep.  Examinations are not re-scheduled from 
9.00am because you were up all night studying! 

You might work from, say, 10.00am until 12.00noon.  Then take an hour for lunch.  
Resume work at 1.00pm and stop again at 3.00pm.  Take a half-hour break.  Use this time 
to do something physical: go for a jog, walk around the block.  Resume work at 3.30pm 
and finish at 5.30pm. 

 

 

 

 Saturday 
27th 

Sunday 
28th 

Monday 
29th 

Tuesday 
30th 

Wednesday 
31st 

Thursday 
1st 

Friday 
2nd 

9.00am        

10.00am 

11.00am 

Intro Micro: 
Questions, 

Review, 
Repeat 

Intro Micro: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

QM1: 
Questions, 

Review, 
Repeat 

QM1: 
Questions, 

Review, 
Repeat 

12.00noon LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH LUNCH 

1.00pm 

2.00pm 

Intro Micro: 
Questions, 

Review, 
Repeat 

Intro Micro: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

QM1: 
Questions, 

Review, 
Repeat 

QM1: 
Questions, 

Review, 
Repeat 

3.00pm Break Break Break Break Break Break Break 

3.30pm 

4.30pm 

Intro Micro: 
Questions, 

Review, 
Repeat 

Intro Micro: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

ARA: 
Questions, 

Review, 
Repeat 

QM1: 
Questions, 

Review, 
Repeat 

QM1: 
Questions, 

Review, 
Repeat 

5.30pm        

 
Assuming the last teaching day of the semester was Friday 26th, the above timetable 
shows how our student might spend the week before the first examination (316-102 
Introductory Microeconomics, on Monday 5th).  Saturday 3rd would be spent on 316-130 
Quantitative Methods 1, and Sunday 4th on 316-102 Introductory Microeconomics.  This 
means that the student will have spent eighteen productive hours per subject on revision, 
and have spent the day before the 316-102 Introductory Microeconomics examination 
reviewing that subject. 
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There will be no time to do further effective revision of 316-130 Quantitative Methods 1 
before the examination on Tuesday, but the three days – Thursday, Friday and Saturday – 
spent on it should mean that the student is well prepared.  Wednesday 7th could be used 
for a final, light review of 306-107 Accounting Reports and Analysis before the 
examination on Thursday.  Subsequent days will be devoted to revision of 325-101 
Managing People and Organisations. 

5.1 IN THE EXAMINATION ROOM 
 
What follows may seem obvious, but you would be surprised at the number of students 
who fail to observe these simple rules of thumb. 

 

 

For example, you see that the two-hour examination has three sections, A, B and C.  
Section A is worth 25% of the total marks, Section B is worth 25% of the total marks, 
and Section C is worth 50% of the total marks.  You should therefore spend 30 minutes 
on Section A, 30 minutes on Section B, and 60 minutes on Section C. 

Section A contains ten multiple-choice 
questions.  Each is worth equal marks and 
you are required to answer every question.  
You should spend three minutes on each 
question. 

Section B contains three short-answer 
questions.  Each is worth equal marks and 
you are required to answer every question.  
You should spend ten minutes on each 
question. 

Section C contains three essay-questions.  Each is worth equal marks and you are 
required to answer every question.  You should spend twenty minutes on each question. 

 

 

You do not have to answer examination questions in the order  in which they appear  
on the paper.  There is a box in the top right-hand corner of every page of your 
examination script-book in which you can indicate the section and the number of the 
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question you are attempting.  As long as your examiner knows which question you are 
attempting, s/he doesn’ t care about the order in which your answers appear. 

This means that you can play to your strengths. 

 

 

Answering the questions about which you are confident first means that you will settle 
your nerves, get marks in the bank straight away, and save time – if you know the 
answer, you will be able to write it down in less than the time you have allocated for the 
question.  This gives you more time later to work on the questions about which you feel 
less confident. 

6 A FINAL WORD 
 
Enjoy your studies.  If you understand and accept that university study is a full-time job 
you will get a lot more out of it than just the piece of paper at the end. 

And you will get the piece of paper! 
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