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The purpose of the report is to analyse 3 skills namely communication skills, Team work and Note taking. During the report I will focus on why these skills are vital to have and the benefit of each one. These skills are very important for employers, for study and other areas in life.
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COMMUNICATION
The word communication comes from the Latin language meaning common. Scholars relate the term communication with an English word community. Where there is no communication you have no community.

Let’s first look at communication skills. The definition of communication is simple the different ways people communicate with one another. This can be done by talking but it can also be done by sign language, writing, listening, body language. Communication can be one to one and in groups but also by way of radio where by one listens to what is being said. Television is another. A news reader talking or informing the listener on current topics or stories.
Communication is also about interaction. In the workplace the leader must be able to communicate effectively so that those he is leading know what to do. If one is to work together in the best way as a team all involved should be able to communicate with each other. It is very important in the workplace, among families and in marriage. A recent study has found that one of the main reasons for divorce is a lack of communication. According to etramadness.com: All relationship problems stem from poor communication
 Counsellors are great at communication. They must have the ability to listen and to speak effectively to the one they are counselling.
Some of the greatest communicators in the world are Oprah Winfrey, Former USA president, Bill Clinton, Martin Luther King and Winston Churchill. According to leadership expert Nick Morgan, when Bill Clinton spoke the room came alive. Winston Churchill believed people are most likely to remember a short but powerful message than a long lengthy one.  Martin Luther King’s ‘I have a dream ‘speech was beautiful and delivered with passion. Oprah believes listening is important if not more important than speaking.
In a recent business plan presentation done in one of the classes at the university of wales, many of the students focused and read from their business plan, constantly looking down. This caused a bit of frustration and lost some of the listeners. Then you had the few who engaged with the audience, constantly looking and speaking to them. The atmosphere in the room was always better that way.
Constant communication stopped the 30 year war in northern Island birthing the Good Friday agreement.
The benefits
Great communication is good to have because it brings a great team, whether that team is in the workplace, family or class. Great communicators I think have the ability to listen with interest. 
Good communication can open doors and lead to promotion and a career. Communicate well at the job interview and you could do well. Present yourself well in front of the business bank advisor and you could be on your way to getting that bank loan. A great communicator has the ability to draw in the crowd and almost command them to listen. Communication can solve problems and bring understanding.
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TEAM WORK
According to speaker John C Maxwell: The truth is that teamwork is at the heart of great achievement.

According to the Webster’s reference library English dictionary teamwork is cooperation of individuals for the benefit of the team; the ability of a team to work together.
The definition of team work is when two or more people work together to achieve a goal or project. In order to a succeed they must be of the same mind. 

Jig saw puzzle pieces are all different but they all have the same thinking and that is to make up a picture. Therefore each individual must give, work hard and be passionate about what they are doing and work as a team. It was some years ago while in my church I heard my then pastor say ‘Team work makes the dream work’
When I think of team work I think of the apprentice. While there are often other problems, the main issue in that programme is the lack of team work, which often causes the team not to do or function well. Lack of team work could be a number of things. Instead of working as a team the leaders or a few in the group are working as individuals. It might be someone is not listening. It could be the leader who has no leaders skills.
The essence of a team is shared commitment. Without it, groups perform as individuals; with it, they become a powerful unit of collective performance

A great example of team work is a football team. All eleven are in the individual areas but must work together to score a goal and to keep the ball out of their own net. Work well as a team and they could win the match. Another is the 4 by 4 race. They have to ensure smooth handing over off the baton and run each journey accordingly in order to hopefully do well or win the race.
In a team there can be no division. It’s thought that many years ago the reason why the conservative party lost the general election was because they were divided on the issues of Europe.
Guzzo & Shea say business decision making is more effective when team work is used.

There is no ‘I’ in team, there are no soloists in team but to be successful the team must work as one. Its achievement cannot be underestimated. I can only imagine what a great world this would be if everyone worked together and on one accord.

The benefits
The ability to work in a team or to be a good team player is good for when applying for a job where team work is required. Being a good team player means you see the project greater than yourself and appreciate the thoughts and views of others in your team. You realize if you do not play your part the team cannot function the way it should. Instead of being functional it becomes dysfunctional. Great team work wins games, quiz shows, sports and projects. Great team work can keep a family and marriage together.
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NOTE TAKING
Note taking is writing down things you hear from a teacher. It could be in the form of notes or simple bullet points. This allows you to remember what you have been taught. It also allows you to study and expand on the things you have written.

Note taking is very important and shows interest from the listener. When you cannot remember you can simple go back to your notes.
He who listens well takes notes: 

In some offices a secretary would take down notes dictated to her by her boss. These might be things she needs to do during the day. We use our diaries and write notes in them, reminding yourself what needs to be done on that day. When giving presentations we give them based on notes or bullet points written.

Not all notes taking is beneficial. One needs to write down the best points spoken. It’s important to reflect on the notes taken and ask if there is a better way of taking them. Having good notes will be great for you now and for the future. When taking notes it’s important to pick out the best points. This will allow you to remember the most important information.
Note taking brings understanding and can allow you to use your own words. It can prepare you for writing an essay, or story or an exam. It is vital to prepare and note taking does that. No notes can leave you stranded. How will you know what to do if you have no notes? In a short time you will forget what the teacher has said but at least you will have your notes which among other things will bring what you have been taught to your remembrance. It will allow you to be more focused.
When note taking it is good to use different colour pens. Red could be used to underline what you consider the most important. Another idea is to have more than one exercise book for different subjects.
The notes you take down must be beneficial to you. It could make or break what you do after that.
Note taking comes in different forms. People use post it notes to write down brief points and then stick them on the wall or in a place it will always be seen such as above the office desks. Notes are written on a shopping list. It’s not just in the classroom or office but notes can also be taken over the phone.
When taking notes it is always a good idea to date it and if necessary write down the teachers name and subject.

The benefits
Note taking shows you are interested in what is being said, it also shows you are not prepared to miss out on what is to come. If you have written assignment coming up and you have taken notes it makes life easier but if not you could get stuck. Take notes and you will always have the records which you can always refer back to. If you have forgotten or cannot remember something the notes are there.
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It is so important to have or develop these skills. To have them will without a doubt benefit you in life.  The skills I have chosen are important and necessary. If one is to be a success then communication is vital. For career and personal life but team work and note taking are also a must. We all at some point find ourselves in a team, it might be a place of study, church or the workplace. We all have had to or will need to take down notes.How well you do these things depend on your progress and success.
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