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[bookmark: _9zdvit74agpw]1. Introduction
Mastering academic skills is crucial for student wellbeing, achievement and success in higher education. Academic skills include a wider range of abilities that are necessary for engaging effectively with disciplinary content, communicating ideas, thinking critically and constructing meaning. Aranda et al. (2022) argued that, in the recent decades, a profound and continual change has been taking place in labor and social reality. This has necessitated the universities to regularly adapt to the “new professional needs” that the labour market demands from the future graduates. Two such essential skills, “presentation skills” and “note-taking skills” will be discussed in this report. These skills are not only the tools to ensure good grades in the universities, but are essential transferable capabilities. Presentation skills refers to the capability of presenting information persuasively, confidently and clearly to the audience. It can be in a boardroom or seminar-room. Similarly, note-taking skills involve the organisation and systematic recording of information during meetings, lectures or while reading. This allows for better comprehension of the topic. The main purpose of the report is examining the reasons both presentation and note-taking skills matter in professional and academic environments. The purpose also includes identifying practical strategies, based on which both professionals and students can develop those skills actively. 
[bookmark: _nlf9y8j1sxl8]2. Definition of the skills 
Employability highly depends on the individual employees' strain and working conditions that help them to continue their business operation effectively. In this scenario, the presentation skills and note-taking skills are beneficial in managing the academic working procedure and increasing confidence in presenting any information effectively without having any consequences. Presentation skills are essential for communicating with others clearly, deeply, effectively and persuasively (Harefa et al., 2025). Presentation technique incorporates a balanced combination of nonverbal and verbal techniques. Presentation skills involve logical reasoning, integrating different communication channels and techniques to connect with the audience without speaking or verbally communicating. Utilising different tools, such as slides and visual details, can enhance the understanding of the topic. According to the communication theory, presentation skills are essential to provide clarity in the message and maintain a strong audience engagement and confidence that shape how audiences receive the information and interpret the actual data. Presentation skills are interpersonal competency and cognitive skills. 
Similarly, the note-taking skill is a contrast skill as compared to the presentation skill. The note-taking skill defines a structured procedure of acknowledging, organising, and creating a reliable synthesis of the crucial information (Al-Sharman et al., 2025). This technique is mainly utilised during lectures, meetings or conducting independent studies. This is similar to transcription, but it clearly involves other activities that suggest critical acknowledgement, active listening generates new ideas or acknowledging any crucial aspect of the information which has a meaningful contribution to the overall working procedure. Cornell system and mind mapping are also great examples of note-taking skills that showcase how the skills create a summarisation and show the priority of this skill in making any summarisation or highlighting a crucial aspect. This skill is beneficial to reduce the complexity of information and create it into an easily understandable format. Both presentation skills and note-taking skills are beneficial and connected for conducting a critical engagement with information.
[bookmark: _61slkiumhgud]3. Importance of skill 1: Presentation Skills
[bookmark: _2j9471y4y15m]3.1 Academic importance
Presentation skill is among the most effective skills for students that ensure academic success. This is because the universities are now increasingly assessing the students through group discussions, seminars, and oral presentations. According to Algouzi et al. (2023), presentation skills give the students an effective way to bridge the gap between language use and language study. As per Apridayani et al. (2024), the student-centred classroom activities, including oral presentations can help in boosting student motivation, enhance overall performance of the students, as well as contribute to a more positive environment in the classroom. The capability of communicating ideas confidently and clearly, can influence academic performance directly.  Dahmani et al. (2024) confirmed this by stating that effective communication can significantly influence the academic success of the students, as well as the quality of student-faculty interaction. Moreover, Zamiri and Esmaeili (2024) argued that presentation skills along with other academic skills foster a deeper engagement with the topic or subject matter that leads to a better understanding of the concepts. However, Putra and Kayen (2025) argued that, in a university-level education, although academic presentations are crucial, there are still many students who find it challenging to deliver structured and effective presentations. 
3.2 Professional and business relevance
In a professional working environment, presentation skills are among the required competencies by the companies and employers. Strang (2022) quoted what “The National Association of Colleges and Employers (NACE)” notes to be the top skills from college graduates. NACE has highlighted about 19 skills, among which communication skills are crucial, including oral/verbal and presenting communication skills. In the context of business, professionals need to regularly present their proposals, lead their team briefings, deliver important client pitches, and represent their companies at the conferences. For effective presentation, the employees need to have a command over their communication skills. Sumaiya et al. (2022) noted that effective communication skills helps in facilitating the interactions with others, which can allow the team or individual to operate more successfully and efficiently. If the presentation is poorly-developed, it can not only just undermine credibility, but also stall the project or lose clients, even if the underlying ideas or qualities are good. Akolgo, Robiullah and Ramirez, (2025) argued that, during a presentation, if it is high-hassle or has a disrespectful tone, it can trigger negative reactions. Whereas, a low-hassle and respectful tone can bring positive feedback.
[bookmark: _fcmelbc1c0e4]4. Importance of skill 2: Note-Taking Skills
Note-taking skill is essential for enhancing academic performance, which involves retention of concentration company hensive heavier and credibility to critically analyse each learning material effectively (Kitjaroonchai et al., 2025). Students who take active notes during lectures, analyse different seminar presentations and create structured notes, remind people of engaging with more information rather than being a passive listener. Although this process incorporated several procedures, such as organising, filtering and summarising the whole content. This skill highly aligns with the information processing theory, which promotes deeper cognitive interaction and enhances long-term memory capability. In the academic environment, note taking skill is essential to achieve higher exam performance, highlighting the crucial information during the assignment creation and its support in making the division process. Additionally, it also helps in developing a personalised and organised learning procedure.
Similarly, note-taking is also essential in the professional context; maintaining accountability and accuracy in making strategic decisions is essential (Волох, 2025). Especially during meetings, effective note-taking helps in highlighting the key points of the discussion, and it is beneficial during the action implementation procedure or when making a strategic decision integration while documenting. It helps introduce the chances of miscommunication at the workplace and document the crucial information systematically to maintain efficiency in the execution procedure according to the evidence-based organising and structuring.
However, note-taking skill is openly acknowledged as an underestimated skill due to the high accessibility of digital recording or shared materials. Being overly dependent on these digital materials does not provide a guarantee of understanding active listening or understanding the information more critically. Instead of having active skills in note-taking aspects, promote critical thinking capabilities where integration of individual participants is prioritised and real-time information is more frequently updated. Due to this reason, note-taking skills are beneficial to promote efficiency, performance and integration of practical knowledge in both professional and academic contexts.

[bookmark: _q9rl17l2peol]5. Strategies to improve skill 1: Presentation Skills
i) A well-structured practice routine by focusing on rehearsal
One of the best strategies to improve presentation skills is to ensure rehearsal before the final presentation. Vogel and Viale (2018) highlighted that recording the presentation as well as examining the presentation delivery critically can help in better presentation. The techniques include focusing on voice projection, posture, and eye contact, as these allow one to note the particular weaknesses and correct those in a systematic manner. It is argued that simply reading the notes cannot be considered as sufficient and that students need to practice the presentation in front of the mentors or peers to collect constructive feedback.  Vogel and Viale (2018) found that 89% of the students wanted to get dedicated classes, so that they can improve public speaking. This data confirms that opportunities to rehearse the presentation are not only beneficial, but demanded as well. 
ii) Knowing about the audience and develop an impactful delivery 
One of the keys to deliver a successful presentation is showing the audience that the speaker cares about them (Cohen, 2015). For the professionals or employees, one of the best critical strategies is researching the audience thoroughly, prior to the presentation. This will help them to tailor the content as well as delivery accordingly. As emphasised by Vogel and Viale (2018), understanding who to be addressed, the background, expectations, as well as levels of expertise, makes the presentation more persuasive and pertinent. Making a casual briefing in the workplace to some colleagues has a different tone, as compared to making a keynote before several industrial professionals. Hence, the professionals also must focus on their delivery mechanisms, such as maintaining proper eye contact, which can help in building rapport, along with ensuring open-handed gestures. This also includes avoiding reading directly from the slide and projecting enthusiasm. Vogel and Viale (2018) highlighted that the audience needs to have a good impression in the first 15 seconds. 
[bookmark: _z8uqkq40xcl2]6. Strategies to improve skill 2: Note-Taking Skills 
Improving the note-taking skill required the adoption of several structured techniques that align with cognitive engagement. One of the effective strategies is to utilise systematic note-taking methods according to the Cornell method. This method focuses on creating three major sections in the note-taking procedure by highlighting the key points, detailed information and summarising the whole topic (Seo, 2025). This structure influences learners in implementing these methods during lectures, which is beneficial for them to understand academic topics and review them strategically. This procedure is beneficial to recall the important sections of the lecture, and it provides critical support for an efficient revision procedure. Additionally, this method encourages students to integrate a more critical thinking approach for identifying the crucial argument and linking the concept effectively, which includes their overall academic performance.
Moreover, there is also a crucial strategy for enhancing the note-taking skill, which is active listening and selective recording (Prismantikasari et al., 2025). This strategy focuses on capturing different examples, ideas and explanations throughout the lecture procedure instead of writing everything. Moreover, it is essential to integrate the ability to identify essential and non-essential information during the lecture, which can be developed through everyday practices. In the professional context, this approach is beneficial for maintaining evidence-based procedures, which have a high relevance in making strategic decisions or conducting follow-up actions. Continuously increasing digital tool advantage creates new opportunities for improving the note-taking procedure. Applications such as Notion and OneNote allow users to improve the accessibility of their notes with several features. However, relying on digital tools without implementing critical thinking can reduce the competencies as compared with handwritten notes. Due to this reason, the implementation of a balanced approach is essential for utilising digital tools and active management effectively for ensuring motive of note taking importance. Overall, enhancing the note-taking skill is highly dependent on the strategic approach and the combined method of critical thinking procedures, and maintaining consistent practices. This procedure ensures that only recorded notes do not reflect the critical understanding of the actual content, where integration of a combined method can actually enhance the academic and professional adaptability of knowledge.
[bookmark: _516bkp47qv8]7. Conclusion
In conclusion, the report has discussed the importance of both presentation and note-taking skills in both professional and academic contexts. In terms of presentation skills, it is found to be important for the students as well as for professionals. It improves overall workplace credibility and can be effectively improved by rehearsing and understanding the audience prior to presentation. In the same way, note-taking skills are equally crucial as it helps in supporting knowledge retention, and there are certain methods of note-taking as well, that helps in a structured note-taking for both students and professionals. From the report, it is evident that digital tools can be used to improve note-taking and enhance accessibility. 
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