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My Topics:
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I can use the Kolb's Reflective Model

1. Time management
Eisenhower method
 
The Eisenhower Method helps to differentiate between urgent and important things, with this procedure we can work more efficiently, we help in scheduling and ranking our tasks.
 
Distinguishing between urgent and vital obligations In applying the terms of if using the Eisenhower matrix, we can distinguish between the two. 
This way we can find out which ones need to be done right away and which ones the other team members can handle better.
Urgent things enjoy immediate priority.
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1: The do field, here you have to describe everything that is urgent, important.
 If I see something on the list that I need to do now that will have consequences and affect my long-term goals, I need to write it down in  this box. 
I need to know exactly which of my responsibilities fall into this area because these are among my responsibilities and the most burdensome.
 
  2: The timeline field, I have to describe here all the things that are not urgent in this case, but still important to me. 
Since these tasks of mine will indeed have an impact on the achievement of my future goals, but I do not want to do them now, I will postpone these tasks until later. I will deal with these tasks when I deal with the tasks described in the first field.
I have the opportunity to use a variety of scheduling metrics to help me accomplish the tasks described in these fields.
 
3: 3.The delegated field, I have to describe here all the things that are urgent, but in this case it is no longer so important to me.
I have to complete these things now and have no real impact on achieving my future goals.
 Since I no longer have a real attachment to these tasks, and I don’t really need to complete them anymore, relying on my talent, I can hand over the task to the rest of the group.
By delegating responsibility, I share the burden and give the group an opportunity to develop with responsibility.
 
4: Delete When I get to the very end of my to-do list and and hand over the responsibility to the first three fields, I’ll realize that a little is still left. The remaining things to do are things that were neither urgent nor important to me. These are irrelevant, I have to type these confusing elements in the last box.

Once I have deletedmy insignificant tasks that do not actually promote my goals but could have consumed unnecessary energies, then the clear picture shows the really important things that will determine my progress in achieving my goals.
We all have the opportunity, if we apply it we can achieve wonderful things.







Then
	Important/Urgent
	Important/Not Urgent

	Buy, and change my car battery
Work more
	Make new musics
Go somwhere outside London in weekend time

	Not Important/ Urgent
	Not Important/ Not Urgent

	Install a new garden tent
Meat new peaples
	Call my old friends




Now 
	Important/ Urgent
	Important/ Not Urgent

	Learn more
Read more
Write more
Work less
	Make new musics 
Buy new car

	Not Important/ Urgent
	Not Important/ Not Urgent

	Meat my new friends

	
















2. Paraphrasing
A paraphrase is a reading of a document and an understanding of its contents, and then we describe in our own words what we have read before. The application of paraphrasing has the possibility to change the words to my own words, while the essence of the content does not change, it remains unchanged.
 
 2.1 Improve phrase choice
Sometimes you simply need to rewrite the unique textual content for your very own phrases—perhaps you need to in shape it on your non-public writing style, or possibly you simply opt for your very own phrase choice.
 
2.2 Change is important
Paraphrasing is especially useful when I want to describe a document, book, or even a report in my own words. For example, one of Will Rogers ’well-known quotes,“ I haven’t met a person I didn’t love in any way, ”was repeatedly eaten, sometimes the end result was very funny, as he mentions in a comic,“ I never met a cheeseburger. I didn't like it. "


  
2.3 Avoid plagiarism
Copying a personal piece of text without rewriting the words is considered plagiarism. If I had to copy a unique piece of text, or refer to research done by another person, I would have to put it in my own context, or apply a quote directly, but overuse could cause great difficulty.
   
2.4 Avoid overuse of fees 
The quotes mentioned are extensive, vast, while the authors have also created huge ones, unfortunately using a lot of prizes, and in fact copying another person’s hard-to-create, individual work. If I keep mentioning the works of others, it is paramount to replace the paraphrasing and current awards so that part of that work can feel like my own.
 
  2.5 Avoid difficult language use 
There is also a way that choosing a language for a quick quote doesn’t shape what I write. These are most often mechanical errors associated with a verb or gender pronoun.
 
   2.6 Reduction of protracted fees
Finally, a lot of paraphrase can help, while I want to shorten a voluminous massive quote in some way to make it more understandable. Some writers get a commission for the words they write, but if I write really concise things, I can rewrite the content of these individual texts very concisely.

For the very first time, I didn’t really understand how I could find cognate words and thus describe a reading I had found before.
Fortunately, using the points listed, these are already going better than the first time.
Obviously, I still have a lot to learn to perfect, but because learning is now a daily routine in my life.
I understand things more and more easily.
My vocabulary has also improved, but I still have a lot of new words to learn.
I will be more concerned with developing my vocabulary in the future.
There are a lot of interesting things I like to read about, and while I’m having fun, I’m also evolving.
I also have limitations in my language skills, but these can be improved.


I would like to give a brief example:

Original text: 
My dog loves to play, every Saturday we go for a walk in a bigger circle. On these Saturdays she runs on the grass and enjoys his freedom.

Paraphrased text:
My canine likes to play, each Saturday we pass for a stroll in a larger circle. On those Saturdays she runs at the grass and enjoys his freedom.








3. Summarising

What is summarising?
In precis, you want to definitely discover the maximum essential records from the text.
While a paraphrase can be the equal period because the supply text, the precis is considerably shorter. 
As in paraphrases, summaries need to check with the supply.
Writing a summary is useful because it analyzes and evaluates information and forms a memory of what you read or hear when identifying what is important.  

An accurate and concise record of what you read and hear is also a useful source of "digested" information to use when you need to create new text to express the thoughts of others. ..
Summary is a good way to easily present the content of a particular text, theory, interview, etc., but with just a  summary, the author simply summarizes the source not new data or ideas. 
Summaries are used to summarize what previous books, articles, etc. have expressed. Therefore, scientific essays do not consist solely of summaries of previous studies, unless explicitly stated in the term paper.
















How to Summarise?
3.1: Read Read the textual content you want to summarise carefully. 
Make positive which you apprehend the contents and the author`s argument. 
If it's miles an extended textual content, you could want to make notes of or underline the maximum crucial passages. 
3.2: Write If it's miles an extended textual content, become aware of the principle factors and listing them. 
If the textual content is split into sections or chapters, you could desire to awareness on that shape while writing your summary. 
Then write from memory, summing up
3.3: Confirm Compare the draft with the source text to make sure the summary captures the essence of the source text.
3.4: Revised If the text is too close to the source text, you need to cite a specific part. However, keep in mind that citations must be verbatim. H. Exact duplication of source text.
3.5: Provide a reference Remember that you need the correct references not only in summaries, but also in citations

To write the summary, I had to learn a lot of patience because I had to read a lot of texts to just get the gist out of it by the end. I still felt constrained, but I did a lot of capitalization, first I had to understand content that wasn’t perfect at first reading.I realized if I read it several times, then I could understand it more easily.
I feel like this was the biggest challenge for me and I really hope I accomplished it properly.
I’m past a lot of searches, a lot of hits, it was a challenge for me that required real in-depth work.













I would like to present a summary.

Original text:
The apple tree has an average of 300 kg of apples.
I looked at what this year's crop might look like yesterday.
I came back sadly because this year’s harvest is expected to be 20 percent below average.
A lot of time was spent caring for the tree to be cut and cared for.
We don't know what will happen after that.
The price of apples is likely to rise.

Summarised text:
The apple tree usually has 300 kg of apples.
This year’s harvest is expected to be 20 percent below average.
The price of apples is likely to rise.

















Public speaking and giving presentations

Confidence and appearance are very important.
People need to keep their attention during the speech.
 
How can we put this into practice?
 
We need Keywords that we can use during presentations.
 
We need to be careful not to read all time the notes , just for that
we need to know what the next point is going to be about.
 
Body tone, tone of voice are very important and we should not repeat ourselves.
 
We learned all this in class and applied it in practice.
 
It is not easy to stand in front of more people and say what we want, because there is silence and everyone is watching us.
 
Personally, I enjoy these occasions, because after that I always get feedback that I can use, and next time my performance will be even better.
 
I really enjoyed the past ten weeks, I met new people, I was more open to people, and I noticed that I could find a conversation partner more easily.
It has been very useful to me that we have learned so far. As long as there are challenges that need to be met, expectations that need to be met.
t’s stressful a lot of times, but if I don’t think too much about things and just do it, I’ve found that it’s easier to get over obstacles.
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