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1. Introduction 
[bookmark: _Int_yjDRHCZK][bookmark: _Int_ElIaY4am][bookmark: _Int_qn2CdDFe][bookmark: _Int_ar2IPO4p]This report focuses on two important academic skills: teamwork skills and note-taking skills. These skills are useful for students in their studies and help them succeed in their future career. In both education and work environments, people are expected to work with others and manage information effectively. Because of this, developing these skills is important. Teamwork skills help individuals to work together in groups. It allows people to share ideas, support each other, and complete tasks more efficiently. In many academic situations, such as group projects or presentations, students must cooperate with others. Similarly, in professional environments, employees often work in teams to achieve organisational goals. On the other hand, note-taking skills help students to understand and remember information. During lectures, classes, or meetings, a large amount of information is given. Without proper note-taking, it becomes difficult to remember key points. Good note-taking helps in organising ideas, improving memory, and preparing for exams or tasks. Therefore, aim of this report is to explain what teamwork skills and note-taking skills are, discuss why they are important in big academic and professional settings, and suggest simple and practical ways to improve them.

2.Definition of the skills 
     2.1 Teamwork skills 
[bookmark: _Int_GcoqExIL]Teamwork skills refer to the ability of an individual to work effectively with others to achieve a common goal through cooperation, communication, and mutual understanding (Belbin,2010). These skills are essential in both academic and professional settings, as they enable individuals to combine their strengths, share idea, and complete tasks more efficiently. One key element of teamwork is communication, which involves clear communication ideas and actively listening to others and to reduce misunderstandings and coordination (Tuckman,1965). Collaboration is also important, as it encourages team members to support each other and work together towards shared goals. In addition, conflict resolution plays a vital role in managing disagreement in a constructive and respectful manner, helping to support a positive team environment. Responsibility and accountability are equally important, requiring each team member to complete their assigned tags on time and contribute fairly to the group’s success (Belbin,2010). Furthermore, adaptability allowance individuals to remain flexible and changes within the team. Overall, strong teamwork skills help create a productive and cooperative environment where goals can be achieved efficiently (Tuckman, 1965).
2.2  Note-taking skills
[bookmark: _Int_EnTTkkhk][bookmark: _Int_n7TTzCpJ][bookmark: _Int_1XQj5Bnb][bookmark: _Int_Y3qtXzjc][bookmark: _Int_dqJKktko]Note-taking skills refer to the ability to record valuable information in a clear and organised way so it can be used later, rather than simply writing everything without understanding (Morehead, Dunlosky and Rawson, 2019). These skills are essential for effective learning, as they require individuals to listen carefully and understand information during lectures, discussions, or meetings before writing it down. Good note-taking involves organising information in a logical and structured way, making it easier to read and review later. To save time and keep the flow of information, it also involves using symbols and phrases. In addition, effective note-taking focused on summarising key ideas instead of writing too much detail, which helps improve understanding and prevents information overload. Another important aspect is reviewing and revising notes after session, as this helps strengthen memory, improve comprehension, and identify any missing points. Developing strong note-taking habits can also support critical thinking, as individuals learn to identify what information is most important. Overall, note-taking skills help students stay organised, keep information more effective, and achieve better academic performance (Morehead, Dunlosky and Rawson, 2019; Aiken, 2020).

3. Importance of Teamwork Skills
3.1 Academic Importance
Teamwork skills are important for students, as many school and university activities such as group work, presentation, and class discussions, require effective collaboration (Johnson and Johnson, 2017). Teamwork allows students to share knowledge, as individuals bring different ideas, skills, and levels of understanding, which can improve overall learning and academic performance. It also developed problem-solving skills by encouraging students to discuss challenges, think critically, and produce more creative solutions than working alone. In addition, teamwork builds confidence by helping students express their opinions and communicate clearly, supporting both personal ca social development. It also enhances key skills such as listening, cooperation, time management, and respect for different viewpoints. Furthermore, teamwork prepares students for real life situations, particularly in the workplace, where collaboration is essential. Overall, teamwork is a valuable skill that supports academic success, personal growth, and future career development, making it important for students to develop and practise these skills throughout their education (Laal and Ghodsi, 2012; Johnson and Johnson, 2017).
3.2 Professional Importance
[bookmark: _Int_2gnyeEzV][bookmark: _Int_rLLbl8tZ][bookmark: _Int_Ve0WqMWc]Teamwork is an essential academic skill, particularly in higher education where students must often collaborate on group assignments and projects (Robbins and Judge,2017). One significant benefit of teamwork in an academic context is improved productivity, as tasks can be divided among group members based on their individual strengths, imaging work to be completed more efficiently. It also supports the development of interpersonal skills, as students earn to communicate effectively, build trust, and manage conflicts within a group. Furthermore, teamwork enhances critical thinking and creativity, as students are expected to share productive and ideas, which can lead to more innovation and well- developed academic outcomes. In addition, collaborative work contributes to better fusion-making, as group discussions allows problems to be analysed from multiple viewpoints. Teamwork can also increase motivation and engagement, as students often feel more supported and accountable when working learning outcomes but also prepares students for future professional environments (West, 2012; Robbins and Judge,2017) 

4. Importance of Note-Taking Skills
4.1Academic Importance
Note-taking skills are highly important for academic success, as students receive a large amount of information during lectures and it is difficult to remember everything without recording key points (Morehead, Dunlosky and Rawson, 2019). One major benefit of note-taking is improved understanding, as writing notes helps students stay focused on what the teacher is explaining, leading to better comprehension of the subject. It also supports memory keeping hold of important information, because when students write information in their own words. It also supports memory retention, because when students write information in their own words, they process it more deeply and are more likely to remember it later. Additionally, taking notes helps students save time and study more efficiently because they may examine their well-organised notes before assignments rather than reading through entire textbooks. Additionally, note taking promotes active learning since students actively engage with the content by choosing and summarising important information rather then only passively listening. Therefore, note taking it easier for students to keep and retain useful information, which improves their academic achievement (Morehead, Dunlosky and Rawson, 2019; Aiken, 2020).
4.2Professional Importance
Note-taking is an important academic skill that helps students understand, organise, and remember information from lectures, seminars, and readings. When students takes notes, they can record key ideas, main concepts, and important details, which reduces the risk of forgetting essential information (Morehead, Dunlosky and Rawson, 2019). These notes also provide a useful resource for revision, allowing students to review topics more effectively when preparing for an assignment. In addition, note taking improves organisation, as students can structure their work clearly and manage their own study more efficiently. It also promotes active learning, because students needs to think about what information is important and often rewrite in their own word. Furthermore, clear and well-structured notes can be shared with others students and ensuring a better understanding of the subject. Overall, strong note-taking skills help students stay organised, improve their learning and achieve better academic results (Morehead, Dunlosky and Rawson, 2019; Aiken, 2020).

5. Strategies to Improve Teamwork Skills
Improving teamwork skills involves communicating clearly, listening to others, and being reliable in your role. It also means respecting different opinions, supporting teammates, and working together to solve problems effectively.
5.1 Effective Communication
Communication is the most important part of teamwork, as it enables team to share ideas, understanding difference perspectives, and work together towards common goals. Students should practice active listening giving their full attention when others are speaking, showing interest, and responding thoughtfully. This helps reduce misunderstanding and ensure that everyone feels heard and valued within the group. In addition, students should express their ideas clearly and respectfully so that others can easily understand their points without confusion. Avoiding rude, negative, or unclear language is also important, as it helps build trust and support positive relationships among team members.
For example, during a group project, if one student shares an idea, the others should listen carefully and respond in polite and constructive way, such as saying, “That’s a good idea, maybe we can also include this part.” This approach encourages open discussion and teamwork, rather than creating conflict or discouraging participation (Johnson & Johnson, 2017; Robbins & Judge, 2019).
5.2 Role Allocation

[bookmark: _Int_3UebFG0w]Assigning roles in a group is an important strategy for improving teamwork, as it helps organise tasks and ensure that all meanders contribute effectively. When each team member is given a clear responsibility based on their strengths, skills, or interests, the group can work more effectively and produce higher quality results. It also helps individuals feel more confident and involved, as they understand their specific role within the team.
For example, in a group project, one member can focus on research, another on writing the report, and another on presenting the final work. This division of tasks prevents confusion, avoids duplication of effort, and ensures that all aspects of the project are covered. Additionally, assigning roles promotes accountability, as each member knows what is expected of them and is responsible for completing their part on time. This structure makes teamwork more organised, balanced, and productive (Belbin, 2010; Robbins & Judge, 2019).

6. Strategies to Improve Note-Taking Skills
Note-taking skills can be improved with regular practice and by using effective techniques. Students can try methods such as summarising key points, using bullet points, or highlighting important information to stay organised. These skills help improve understanding, focus, and make revision easier later.
6.1 Use Structured Methods
Using structured methods is an important part of developing strong academic skills, as it helps university students organise information more clearly and understand complex topics more effectively (Buzan, 2018). One common technique is the Cornell Method, which divides the page into sections for detailed lecture notes, key terms or questions, and a summary at the end. This approach is especially useful at university level because it supports active learning and makes it easier to review large amounts of lecture material before exams. Another effective method is Mind Mapping, which uses diagrams to visually connect ideas and show relationships between different concepts, helping students break down complex academic content into simpler, linked parts (Buzan, 2018).
For example, in a university psychology lecture on “memory processes,” a student could use a mind map with “Memory” in the centre and branches such as “short-term memory,” “long-term memory,” and “forgetting,” adding key theories and researchers under each section. This helps students understand how the ideas connect across the topic instead of memorising isolated facts. Overall, using structured note-taking methods at university improves organisation, strengthens understanding, and supports effective revision and academic performance.
6.2 Focus on Key Points
Instead of writing down everything word-for-word, students should focus on identifying and recording the main ideas and key points from lectures or reading materials. This makes notes clearer, more organised, and easier to revise later, especially in university where lectures often contain large amounts of information. Listening carefully and actively deciding what information is most important is the key to effective note-taking, rather than trying to copy everything said (Kiewra, 2012). Writing in your own words also helps improve understanding and memory of the topic.
For example, in a university business lecture on “marketing strategies,” instead of writing every sentence the lecturer says, a student might note key ideas such as “target audience,” “social media advertising,” and “brand positioning,” along with short explanations. This allows the student to focus on understanding how these concepts connect rather than getting lost in too much detail. Overall, focusing on main ideas helps students learn more effectively and prepares them better for exams and assignments.

7. Conclusion
[bookmark: _Int_DNVEFOrt]In conclusion, teamwork skills and note-taking skills are particularly important for both academic and professional success. Teamwork helps individuals work effectively with others, share ideas, and solve problems. It also builds communication skills and prepares students for future careers. Note-taking, on the other hand, helps students understand and remember information. It improves learning, supports revision, and helps individuals stay organised. Both skills are closely connected to success in education and the workplace. By practicing communication, assigning roles, and managing conflicts, students can improve their teamwork skills. Similarly, using structured methods, reviewing notes, and focusing on key points can improve note-taking skills. Overall, developing these skills will help individuals perform better in their studies and future careers.
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