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Speaker 1: Okay, so today we're going to be talking about professional note-taking for busy people. So this is for you if the moment you leave a meeting, you want to be crystal clear on your next steps and everyone else's next steps. Clarity after a meeting comes down to good note-taking. So I remember in my corporate job, when I had meetings with our consultants, I'd often leave feeling I'd accomplished something. But then at the end of the day, I look back at my notes and I'd be like, so what did we decide about changing that account number in the system? Was it me that had to look up something? Or is it them who are going to do a feasibility test? So my great feeling didn't last that long. You can't rely on your memory, especially if you have a packed, stressful day. You need to have notes, and not just notes, but good notes. I'll show you in a second how you can take proper notes during a meeting. When you go to a meeting, you usually come across three types of people. The person who doesn't take any notes, the one who tries to write everything down, and the one who actively listens and quickly jots down the important stuff. So we can ignore the one who doesn't take any notes because they're doomed. Let's focus on the other two. So I've been the one who tries to write everything down. I do it because I think everything might be important. So I remember this one meeting with our consultant, about a business intelligence system that we were going to implement. It was a long meeting, and we discussed different scenarios. We discussed the timeline, the required resources, the budget, and so on. I tried to write everything down that seemed important, and I ended up with at least six pages full of notes. Two days after that meeting, I met with my boss and he asked me, so what are the next steps? And I was like, hmm. I was trying to quickly scan all those pages I wrote. I knew the answer was probably somewhere in there, but I couldn't summarize it for him. And honestly, I was quite embarrassed because I thought I was prepared. Most people write meeting notes the way I did, right? It's like the way we used to take notes in school. It's incredibly long and detailed. And the thing is that it's not easy to actively take notes. The thing is that it's not easy to actively listen and take notes on just the important stuff. You need a system for that, a system that helps you identify what are the important things and organize those properly. This is something I learned after that meeting, and it had a major improvement in my note-taking at work. This system has a fancy name. It's called the quadrant method. Basically, instead of taking notes from top to bottom, the idea is to divide your notes into four different quadrants. Each quadrant is reserved for a different purpose. During the meeting, you add notes to the corresponding quadrant. So one of them is for general notes. These aren't necessarily action items. They might be insights that pop into your head. The other quadrant is for questions. So anything that comes to mind during the meeting, just make sure you get an answer while you're there. Then we have personal to-dos, deadlines, projects, and milestones that you are responsible for delivering. And finally, we have the action items for others. So information you need to pass along to others. This might include tasks that you assign to your team members, to your client, to supplier, and so on. Now let's take a look at an example of how this might look like. We'll look at some meeting notes that I took for my website redesign project. By the way, if you want to check it out, it's excelplus.com. Let me know what you think. I hope you like it. Anyway, so this is how I took them. And please excuse my handwriting. I know it's awful. Top left, I put the date, what the meeting was about, and who I was meeting with. Then in the first quadrant, I put anything that popped in my head during the meeting. Things to keep in mind. To the right of that, I added my questions. Here I added my own personal to-dos based on the meeting. And here I added the action items for my team. Things that they need to be aware of to move forward with the website. This way, everything important is nicely organized on a single page. If you ever leave a meeting and there is nothing in those quadrants, you should consider canceling that meeting altogether. What's great about this system is that it makes you focus on the things you should get out of every single meeting. What comes next and who's doing what. And before you wrap up the meeting, it's also good practice to summarize these main key takeaways and to-dos so that everyone is on the same page and there are no misunderstandings. Now here's a bonus tip for people like me who can't remember names. When you have meetings with externals, organize their business cards in front of you same way that they're sitting at the table. If they're too modern for business cards, just draw out a seating chart and put in some characteristics about them so that later on, you know who has to do what. This visual cue will help you remember. Now, something may be a bit controversial. Take your meeting notes by hand, not on your laptop. Now, I know this might be counterintuitive because how can it be efficient, right? You're probably going to have to get everything typed up and distribute your notes like with email or some note-taking app. But studies showed that there are advantages to writing by hand. For one, it forces you to listen and distill the essentials. You can't capture every word by hand. I don't know anyone who writes that fast. So you're more likely to be present and focus on the key points because you're analyzing in the moment. And second, taking notes by hand seems to promote higher retention of what you heard. For me, this is important because I get easily distracted. If I'm working on my laptop and I see a notification pop up, five minutes later, I'd be deep in some corner on the web. With just some blank paper in front of me, that's not going to happen and I'm going to be more present in that meeting. Plus, you don't create this visual barrier with your laptop screen when you're in a meeting. The whole environment feels more open without these devices. Okay, so give it a try and see for yourself what works better. You don't have to quit digital altogether though. You can be digital, non-digital. For example, you could use a tablet and write your notes by hand in OneNote. If you add rule lines to your page and turn your tablet around, it looks like a regular notepad. And with OneNote's ink to text feature, you can even change your handwritten notes into type text. Well, maybe it will struggle with my handwriting, but it will probably work fine on yours. Okay, that's it. So I hope this was helpful. Having too many meetings may be unproductive already, but then not having clear action items with proper meeting notes after the meeting is just pure wasteful. Let's not do this. That's it for today. Thank you for being here and I'll catch you next time.
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