Understanding Note-Taking as a Leadership Skill

What is Note-Taking?

Note-taking is the process of writing down important information during
conversations, lessons, meetings, or planning. It helps you remember what was
said and keeps your thoughts organized. Think of it as creating a personal map
of ideas, instructions, or plans so you can look back at it later.

Why is Note-Taking a Leadership Skill?

Builds Confidence: When you take notes, you show that you’re serious
about learning and understanding. This builds your confidence to speak up
and share ideas.

Improves Memory and Focus: Writing things down helps you remember
important details better than just listening.

Supports Problem Solving and Decision-Making: Good notes help you see
patterns or solutions that you might miss otherwise.

Shows Responsibility and Organization: Leaders are responsible. Taking
clear notes shows others that you are organized and committed.

Helps You Lead Others: When you share your notes or insights, you guide
and support your friends, family, or team.

When Should You Take Notes?

During work, school classes, meetings

When receiving instructions from a supervisor or mentor

During meetings or group discussions

When setting personal goals or making plans

While learning new skills or preparing for interviews

When talking with someone important, like a counselor or caseworker

How Note-Taking Fits into Your Life
Think of note-taking as a tool to help you:

Remember important dates or deadlines

Keep track of goals like finding a job or housing
Record advice from mentors or support staff
Organize your thoughts and ideas

Reflect on your progress and challenges W
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Step-by-Step Guide to Taking Good Notes

1. Be Prepared

e Bring a notebook, planner, or digital device every time.

e Have pens, pencils, or markers ready.
2. Listen Carefully

e Pay close attention to what’s being said.

e Notice keywords, main ideas, and important details.

e Avoid trying to write everything; focus on the essentials.
3. Write Clearly and Concisely

e Use short sentences or bullet points.

e Highlight or underline key points.

e Use abbreviations and shorthand to save time (e.g., “info” for information,

“w/” for with).
4. Organize Your Notes
e Use headings for different topics or sections. ) )
e |eave space between sections for additional notes.
e Use numbering or bullet points for lists.
5. Review and Revise @

e After the meeting or class, go over your notes.
e Fillin any gaps or unclear parts.

e Add your thoughts or questions. ¢ I
e Highlight or underline the most important points.

Additional Tips for Effective Note Taking O .

Ask Questions:

e Write down questions during or after the note-taking session.

e Example: “What does this term mean?” or “How can | apply this?”
Break Down Complex Ideas:

e Simplify complicated concepts into your own words.

e Draw diagrams or charts if helpful.
Stay Engaged:

e Keep your mind active.

e Don’tjust write passively—think about what you’re writing.
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