
NOTE-TAKING  
Skills & Tips 



CONSIDER THIS: 
ÅAverage student writes 1/3 word per second  

ÅTeacher on average talks 2 to 3 words per second 

ÅOn average you are getting 1 out of  10 words!   

ÅProblem?   
ÅThe more you write the further behind you 

become!!   



Therefore, you need to 

take skilled notes in class! 



WHY TAKE NOTES? 
ÅYou will remember the material better                    
 (facts & concepts) 
ÅYou will be able to study for tests better     
 (organization & memorization) 
ÅYou will be better prepared for beyond high-school  
 (college and/or career skills)  
ÅYou will become a BETTER LEARNER! 
 (learning should be the main goal!) 

http://www.crlt.umich.edu/sites/default/files/resource_files/CRLT_no16.pdf 

http://www.psychologicalscience.org/index.php/news/releases/take-notes-by-hand-for-better-long-term-comprehension.html 

http://wac.colostate.edu/journal/vol16/boch.pdf  
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BE A BETTER 

LEARNER 

NOT A BETTER 
RECORDER  



TO BE A  

BETTER LEARNER 

BE A BETTER 
LISTENER 



POINT #1 
Donõt write down  

every word said or seen 



(a) During lecture/ PowerPoint 

Concentrate on KEY WORDS: 

numbers, dates, terms, people, events 



(b) During lecture/ PowerPoint 

Use ABBREVIATIONS  for middle words 

to cut down on your amount of  writing 



COMMON 

 ABBREVIATIONS 





(c) During lecture/ PowerPoint 

LISTEN for word signals, repeated 
phrases, emphasis, summaries, conclusions 

REALLY LISTEN TO WHAT IS SAID!  



LISTENING EXAMPLES 
of  KEY PHRASES & WORDS 
ÅòFor exampleéó òOne example would beéó 

ÅòThis is an important pointéó òPut a star by thiséó 

ÅòThere are two points of view about thiséó 

ÅòThe outcome of all thiséó  

ÅòWhy do you thinkéó  

ÅòThe importance of this is/waséó 

ÅòThis will be on the test/quizéó 

ÅòIn conclusionéó òBringing it all togetheréó 

 

 



BETTER LISTENING TIPS! 
ÅFOCUS on what is being said not merely seen! 

ÅFOCUS on key words and phrases 

ÅFOCUS on your focusing! What do I mean?  

ÅBecome aware of  when you are getting distracted! 

ÅPurposefully redirect yourself  back to what is being said!    

ÅNot an interesting subject?  MAKE IT interesting!  

ÅFORCE YOURSELF to engage with what you learn!     



(d) During lecture/ PowerPoint 

ASK QUESTIONS about what is being 

taught and how everything connects 



PRACTICE  
Take out a piece of  paper & practice writing 

notes on the below using the skills you learned: 

World War II was a global war that lasted from 1939 to 1945. It 

involved the vast majority of  the world's nations who eventually 

formed two opposing military alliances: the Allies and the Axis. 

It was the most widespread war in history, in which more than 

100 million people from over 30 countries fought. It was marked 

by mass deaths of  civilians, including the Holocaust (during 

which approximately 11 million people were killed) and the 

strategic bombing of  industrial and population centers.  It 

resulted in an estimated 65 million to 85 million deaths, making 

it the deadliest conflict in human history. 



POINT #2 
Organize your notes with style, 

color, and/or symbols systems 



YOU NEED TO 
Have your own system for writing 

notes, but that system needs to be 

organized & structured to help you 

better study & learn the material! 



Bullets, Numbers, Color 







CORNELL NOTES 


