Part 1 Listening & Note-Taking Tips
Strategies for Active Listening:

-Keep in mind why you’re listening—read Overview and The Situation in the prompt to get clear idea of why you are listening (jot down task, audience, purpose)
-Make a conscious effort—focus and don’t let your mind wander; listen for key words and phrases, main ideas, important facts and details
-Think about the ideas you hear—distinguish between what is important and what’s not
-Listen for signals—pay attention to words or phrases that speakers use to focus attention on important points
Examples: therefore, most important of all is, the reasons that, the biggest problem, my point is, as a result
Also listen for places where the speaker speaks more loudly or emphasizes certain words or ideas; listen, too, for questions that the speaker poses and then answers

-Take notes

-Get your questions answered—jot down questions or uncertainties and during the second reading try to resolve them. For example, if you’re not sure whether you heard “50 percent” or “70 percent” during the first reading, jot down “50 percent?” The “?” will alert you to listen for the correct number during the second reading
Strategies for Taking Notes:
-Write only what’s important—key words and phrases, main ideas, important facts and details. Keep in mind that your purpose for listening is to help you decide what is and isn’t important
-Be concise-brief as possible without losing meaning; write words or phrases rather than whole sentences

-Organize your ideas—use a chart or outline with dashes or numbers


-leave one or two lines of blank space before beginning a new main idea so you can have extra space to add or expand information

-Call attention to key points—highlight, underline, circle, use capital letters
-Use shortcuts—shorten words, use abbreviations and symbols
Examples: use + for and, B4 for before, $ for money, w/ for with, w/o for without, % for percent, or e.g. or ex. for example

-Also write numerals rather than spell out numbers

-Identify quotations—quotation marks
-Fill in the blanks—during your second reading, clarify and expand where needed in your notes
