CAREER DEVELOPMENT PORTFOLIO
LISTENING AND NOTE TAKING IN THE WORKPLACE
Write how you will demonstrate the listed listening and note-taking skills for future employers.
1.
Finding meaning and interest in new information and projects
______________________________________________________________________

2.
Showing interest and being prepared
______________________________________________________________________

3.
Listening attentively
______________________________________________________________________

4.
Observing and asking questions
______________________________________________________________________

5.
Acquiring information
______________________________________________________________________

6.
Thinking through issues

______________________________________________________________________

7.
Organizing information and taking good notes

______________________________________________________________________

8.
Staying alert and in the present

______________________________________________________________________

9.
Being willing to test new strategies and learn new methods

______________________________________________________________________

10.
Practicing attentive listening and note taking again and again

______________________________________________________________________

11.
Teaching effective methods to others

______________________________________________________________________
