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1. Introduction
This group report focuses on two key academic skills: Teamwork Skills and Note-Taking Skills. Our group selected these skills because they are important for completing shared tasks and for organising information effectively during our studies. These skills are also essential for our future careers, as most professional roles require people to work with others and manage information in a clear and organised way.
The purpose of the report is to define each skill, explain their importance in both academic and professional contexts, and present simple strategies that can help to develop them. We chose these two skills because we use them every day at university. For example, teamwork is needed for group assignments, presentations, and projects, while note-taking supports our learning during lectures and independent study. When these skills are developed well, they help students stay motivated, manage time better, and achieve stronger results in their modules. When they are not developed, students may feel confused, stressed, or unprepared for assessments. For this reason, understanding these skills is very important for success in higher education.
In addition, both skills are highly valued in the workplace. Employers look for people who can communicate clearly, collaborate with others, and organise information effectively. Good teamwork helps create a positive work environment, build trust, and complete tasks faster. Good note-taking helps workers understand instructions, remember key points, and make better decisions. Therefore, improving these skills during university can support not only academic progress but also future employability.
The report is structured into clear sections. It first introduces and defines both skills, then discusses why they matter in different settings, and finally suggests practical ways to improve them. The report ends with a conclusion that brings together the main points and highlights why these skills are important for students and future professionals.
2. Definition of the skills
2.1 Definition of Teamwork Skills
Teamwork skills refer to the ability to cooperate with others to complete shared tasks in an effective and respectful way. These skills include communicating clearly, listening to different opinions, sharing responsibility, and supporting other members of the group. Good teamwork also requires being reliable, meeting deadlines, and contributing fairly to the task. In academic settings, teamwork skills help students complete group projects more efficiently and reduce conflict inside the group. Research shows that successful teamwork is based on clear communication, positive relationships and an understanding of each person’s role (Tarricone & Luca, 2002). These skills are also important in the workplace, where most organisations expect employees to collaborate and solve problems together. (Harris & Harris, 1996). Overall, teamwork skills help a group work more productively and achieve better results.
2.2 Definition of Note-Taking Skills
Note-Taking skills refer to the ability to record important information in a clear, organised and useful way. These skills help students focus during lessons, understand key points, and remember information for later revision. Effective note-taking involves listening carefully, identifying the main ideas, and writing them down in a simple and structured format. It can also involve different techniques taught in academic skills classes, such as highlighting, mind maps, diagrams or linear notes, which help organise information visually and make it easier to review (McPherson, 2018). Good notes support deeper understanding and improve long-term memory of the material (Cottrell, 2019). Overall, note-taking skills help learners manage information better and prepare more confidently for assessments.
3. Importance of Teamwork
3.1 Importance of Teamwork Skills for Academic Success
Teamwork skills are important in academic settings because many university tasks require cooperation between students. Working in a group allows students to share ideas, divide responsibilities and learn from each other’s strengths. When team members communicate clearly and listen actively, it becomes easier to understand complex tasks and complete projects on time. Teamwork also helps students build confidence, reduce stress and stay motivated, especially when they face challenging assignments. Studies show that positive group interaction improves problem-solving and supports deeper learning (Tarricone & Luca, 2002).
These skills are also important for managing conflict and keeping a group organised. When students know how to plan their work together, set deadlines and contribute fairly, the quality of the final outcome is usually higher. Teamwork also encourages accountability, because each member feels responsible for the success of the whole group. Good teamwork habits help students participate more effectively in discussions, presentations and group assessments (Harris & Harris, 1996), overall, strong teamwork skills help students succeed at university by improving cooperation, communication and shared learning.
3.2 Importance of Teamwork Skills in Professional and Business Contexts
Teamwork skills are essential in professional environments because most organisations rely on collaboration to complete tasks efficiently. Employees often work in teams to solve problems, plan projects and make decisions, so the ability to communicate clearly and share responsibilities is highly valued. Good teamwork supports productivity by allowing people to combine their strengths and work towards common goals. When team members cooperate respectfully, it creates a positive work atmosphere that encourages creativity and reduces stress. Research shows that effective teamwork helps organisations respond faster to challenges and deliver higher-quality results (Harris & Harris, 1996).
These skills are also important for building professional relationships. In many workplaces, employees need to work with colleagues from different backgrounds, so listening, giving feedback, and managing conflict are key behaviours. Employers expect team members to be reliable, adaptable and willing to support others when workloads increase. Strong teamwork also contributes to better customer service, because organised teams can communicate information clearly and handle tasks more smoothly. Overall, teamwork skills are a core requirement in modern businesses, helping employees collaborate effectively and contribute to organisational success (Bradley & Frederic, 1997).
4. Importance of Note-Taking Skills
4.1 Importance of Note-Taking Skills for Academic Success
Note-taking skills are essential for academic success because they help students stay focused during lessons and understand the main ideas more clearly. When learners take notes actively, they listen more carefully, identify key points and organise information in a way that makes sense to them. This process supports concentration and helps students remember material for longer, which improves their overall learning. Good notes also make revision easier, especially before assessments, because students can return to well-organised information instead of reading long texts again. Research on study skills shows that clear and structured notes help students process information more deeply and improve long-term memory (Cottrell, 2019).
Note-taking is also important because it teaches students how to organise information effectively. During academic skills lessons, students are introduced to different techniques such as highlighting, diagrams, mind maps and linear notes, which help present information visually and make complex ideas easier to understand. These methods support independent study and help students prepare for essays, exams and group discussions. Effective note-taking also builds confidence, because students have reliable, personalised materials they can use at any time. Overall, strong note-taking skills make studying more efficient and allow learners to manage academic tasks more successfully.
4.2 Importance of Note-Taking Skills in Professional and Business Contexts
In professional environments, note-taking is a practical skill that helps employees manage information clearly and accurately. Many workplaces require staff to take notes during meetings, briefings, training sessions or client conversations, so having organised notes ensures that important details are not forgotten. Good note-taking also supports time management, because employees can quickly review instructions, deadlines and action points without asking for clarification. Clear notes reduce mistakes and help teams communicate more effectively, especially in fast-paced workplaces where decisions need to be made quickly.
Note-taking is also important for accountability and professional communication. When employees record information properly, they can share it with colleagues, write reports, update customers and follow procedures more confidently. This is especially useful in roles that involve teamwork, customer service or project coordination, where accurate information is essential. Visual note-taking methods, such as diagrams or short lists, can also help explain ideas to others in a simple way. Strong note-taking skills support employees in staying organised, completing tasks efficiently and contributing to workplace productivity.
5. Strategies to Improve Teamwork Skills
5.1 Strategy 1 - Improving Teamwork Skills-Clear Communication and Active Listening
One effective strategy for improving teamwork skills is to develop clear communication and active listening. According to the teamwork materials from class, successful teams rely on honest, respectful and open communication, because it helps members understand expectations and avoid misunderstandings. When students or employees practise active listening, they focus fully on what others are saying, ask questions when needed, and check understanding before responding. This builds trust and makes collaboration easier. Clear communication also helps teams organise tasks, share ideas and solve problems more efficiently, which supports both academic group work and professional teamwork situations.
Active listening can be improved by using simple techniques such as maintaining eye contact, taking short notes while others speak, summarising key points and giving space for different opinions. These behaviours help create a positive team atmosphere where all members feel included and valued. In the workplace, strong communication makes it easier to coordinate tasks, manage responsibilities and deliver better results. In academic settings, it helps groups stay focused on shared goals and complete assignments more efficiently. Practising communication skills regularly allows individuals to become more confident team members in both study and work environments.
5.2 Strategy 2 – Role clarity and shared responsibility
Another effective strategy for improving teamwork skills is to establish clear roles and shared responsibility within the group. Teamwork lessons emphasise that groups work better when every member understands their tasks and strengths.
Clear roles help the group divide work fairly, avoid confusion and stay organised. This supports accountability and helps teams focus on shared goals, which is important in both academic and professional settings. This idea also reflects teamwork theories, such as Belbin’s view that teams perform better when roles match individual strengths, and Tuckman’s model, which shows that clear responsibilities help groups move into more productive stages.
Shared responsibility strengthens cooperation because team members understand that progress depends on everyone’s contribution. When roles are clear, people communicate more, check progress regularly and offer help when needed. This reduces conflict and helps the team work more smoothly. In workplaces, role clarity supports efficiency and reduces mistakes. In academic group work, it helps students stay focused and complete assignments on time. Practising role clarity and shared responsibility helps individuals develop strong teamwork habits that are useful in both study and professional environments.
6. Strategies to Improve Note-Taking Skills
6.1 Strategy 1 - Improving Note-Taking Skills - Using Structured Techniques
One effective strategy for improving note-taking skills is to use structured techniques that help organise information clearly. During the academic skills lessons, students were introduced to methods such as highlighting, diagrams, mind maps and linear notes. These techniques make it easier to focus on the key ideas instead of copying everything word for word. For example, highlighting can help identify important concepts during reading, while diagrams and mind maps show relationships between ideas. Using these structures helps students understand complex topics more quickly and makes their notes easier to review later.
Structured techniques also help students stay engaged during classes. When learners use short phrases, keywords and visual layouts, they listen more actively and think about what information is most important. This leads to better memory and deeper understanding. In addition, structured notes are quicker to revise before exams or presentations, because the main points are already organised. Practising these methods regularly can help students develop a consistent note-taking style that supports their academic performance.
6.2 Strategy 2: Improving Note-Taking Skills
A second helpful strategy for improving note-taking skills is reviewing and organising notes soon after the lesson. Students often forget important details if they wait too long, so going through notes on the same day helps strengthen memory and identify any parts that need clarification. During the review, learners can underline key terms, rewrite unclear sections and add extra points they remember from the class. This makes the notes more complete and accurate. The academic skills lesson also encouraged students to use short summaries at the end of each page, which helps them understand the main ideas more clearly.
Organising notes after class also helps students prepare for future assignments and exams. When notes are tidy and structured, it is easier to find information quickly and connect new topics with previous lessons. Students can group related ideas, create headings or add small diagrams to improve clarity. This process turns simple notes into a useful study tool. Reviewing notes regularly also builds confidence, because students feel more in control of their learning. Practising this strategy supports long-term understanding and makes studying more effective. 
7. Conclusion
This report examined the importance of teamwork skills and note-taking skills in both academic and professional contexts. The discussion showed that teamwork skills support effective collaboration, problem-solving and communication, which are essential not only for successful group work at university but also for future employment. Likewise, effective note-taking was identified as a key skill that helps individuals organise information, manage tasks efficiently and reduce errors in both educational and workplace settings.

Overall, the findings suggest that developing these skills at an early stage provides long-term benefits. Strong teamwork and note-taking skills contribute to better academic performance, increased confidence and improved professional readiness. Therefore, focusing on the development of these skills is essential for students aiming to succeed in higher education and adapt effectively to future professional environments.
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Appendix – Group Contribution Statement

This report was prepared as a collaborative group project.
The introduction and conclusion were written jointly by all group members.
Although specific sections were assigned to individual authors, all parts of the report were discussed, reviewed and refined together to ensure consistency and shared understanding of the content.

Marzena Beczek
Marzena was responsible for Section 3: Importance of Teamwork Skills, covering its relevance for academic success and for professional and business contexts. She also drafted the first strategy in Section 6: Strategies to Improve Note-Taking Skills. Her contribution focused on analytical discussion, application of theory and linking academic skills to real academic and professional situations.
Marina Alina Manea
Marina was responsible for Section 4: Importance of Note-Taking Skills, addressing its role in academic achievement and workplace performance. She also wrote subsection 2.1: Definition of Teamwork Skills. Her work explained how understanding the foundations of teamwork and effective note-taking can support learning, organisation and overall performance.
Wiktoria Żakowska
Wiktoria completed Section 2: Definition of the Skills, introducing the key concepts of teamwork and note-taking skills, and Section 5: Strategies to Improve Teamwork Skills. These sections focused on theoretical foundations and practical methods for enhancing collaboration in group work.
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