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Introduction
The importance of independent work planning is often underestimated by us students. The price we then pay for this is that we start too late, keep putting off tasks that need to be done, which causes us to take on the shape of a huge mountain in our imagination. Planning, on the other hand, means creating scope for decision-making and creating manageability.
I often say things such as: "that's much too much trouble for me"; "but then I won't be able to work spontaneously"; "I'll manage somehow"; "I don't want to force myself in like that", are certainly justified to a certain extent, especially in relation to wrong, bad planning. However, sensible planning techniques are easy to learn, and I learned them and practised them in a short time, so that the effort that seems great at first is quickly reduced. 
In this report I am going to reflect on my learning style. Every individual has a different method of learning. I am glad to say that memorising is easy for me and that is how I start practicing, Before I try to memorise something, I make sure that I have fully understood it - both the facts described, and the expressions used in detail. In order for what I have learned to stay in my head for more than 2 - 6 hours, I have to repeat it - this process is usually boring. 

Time management
Good time management and sophisticated work techniques influence my performance, reduce the pressure to perform, increase my productivity and thus my success. Every time I take the methods and principles of time management to heart and implement them, I benefit from the following advantages:

I have more overview of pending work and thus I have good prerequisites for planning. Then I set clear priorities so that I don't forget anything important and everything important is in the foreground. Then I have more free space for creativity and important tasks.
I achieve my personal and professional goals better. When all this is clear, I no longer have stress and I avoid stress so that I have more free time and can spend the rest of my time wisely. 

Eisenhauer method
Eisenhower's system for making a move and arranging your assignments is basic. Utilizing the choice lattice beneath, you will isolate your activities dependent on four prospects.  (James Clear)


Reflective writing

Last year I started this course because I want to study management and leadership soon. When I finish my studies, I want to become an event planner. The year started very well, I learnt a lot in the university and also made new acquaintances in the respective classes. I was the class leader and really got along with everyone in the class. I was the bridge between students and teachers. As we were in the middle of the pandemic and I was living alone in London, I flew to my family in Germany. I didn't want to stay alone in London. In August, just before I had my exams for the second semester, I fell ill. I felt so bad that I had to be hospitalised and treated. After a while I got back on my feet but unfortunately it was too late for me to take my exams. Then I started the second semester and I had two subjects. Personal Career Development and Problem-Solving Skills. Both subjects were very important, and I learned a lot that I will need for my future, be it in the working world, for my studies or in my private life. During this time, I was diagnosed with PCOS. PCOS means Polycystic Ovarian Syndrome and is a disease that affects hormones. Women with PCOS have a hormonal imbalance. This hormonal imbalance cause fatigue, tiredness, insulin resistance, headaches and a lot of small cysts in my ovaries. Unfortunately, this syndrome is not curable but manageable. I take medication for insulin resistance. Overall, it has been a tough year for me, and I am trying to figure out how to manage everything in the future. I am still looking forward to studying and getting closer to my goal.





Kolb’s learning style
1. Experience (Do something) 
2. Reflect (Think about what you did) 
3. Conceptualise (Make generalisations)
Plan (Bearing in mind your conclusions)
Kolb's methodology integrates objective guided and conduct learning hypotheses to make a learning cycle which esteems measure and the progressing idea of learning. The Kolb learning cycle normally addressed by four phases through which the student over and over advances (McLeod, 2013).



Summarizing 
The aim of a summary is to give the reader a good and detailed impression of a text that he or she has not yet read. The summary should be as short and concise as possible and at the same time still inform the reader well. In order to write a good summary, different steps are necessary. The most important basis is that Start the summary with an introduction: this highlights the main themes and the most important aspects of our text. This way, those who read your summary will know from the beginning what to look for. In the main part, you explain the main themes. Of course, you take these from the text or the original to be dealt with. It is also important to use the title of the text. This way, we can later relate the abstract to the original and know which text we have written about.
We won’t not stick too rigidly to the original text. Although a summary should of course reflect what is written in the original, it should still be a text produced by you. Only write out what is important.
If we are writing the summary for others, for example for a course at university, it is important that we do not presuppose any knowledge. Even if your fellow students should know certain terms and be able to use them: Explain them again. This is the only way the summary will really help everyone in the course. Explain everything you think is important and don't forget that a summary must convey the core of the text in an understandable way. the summarised text is understood.


CV
A CV, which stands for curriculum vitae, is a record utilised while going after positions. It permits us to sum up our schooling, abilities and experience empowering us to effectively offer our capacities to possible businesses. Close by our CV managers additionally for the most part request an introductory letter. (Smith, 2021)

The CV should be two to three pages maximum and consists of the following elements:

- Personal Details or Contact Details
- Personal Profile or Summary
- Objective
- Professional Experience
- Education and Training
- Personal Interests or Engagement
- References
In this summary of a CV, we give the recruiter the most important information about our personal skills and experience, with which we will bring added value to our future employer. In two or three lines they should be able to read how we will score points for the company in the future with our skills and motivation and what we personally want to achieve with them.

We give the reader the information about:
Who I am
What I have to offer the employer and where I want to go



Cover letter
Together with the curriculum vitae (CV), the cover letter forms the essential part of an application. The cover letter is the "hook" of our application. We must do everything we can to convince the recruiter that we are the right person for the job, so that the employer is also very interested in our CV. With that said, the first impression counts.




Structure of the cover letter
Apart from the address and the farewell, the cover letter consists of three main sections: introduction, main body and the end of the cover letter. It should not exceed one A4 page and three to five sections. We can just keep the following points in mind to structure it optimally and make it clear for the recruiter.

Addressee, date & subject line
At the top of the cover letter is the sender, our address. This can be on the right side or on the left. This is a matter of taste and therefore up to us. One or two paragraphs further down, and in any case left-justified, we enter the recipient of the application. If there is no direct contact person in the job advertisement, we have to research the name. One more paragraph and then enter the date, also left sided. 

Introduction
We should make it clear what this is about and why we are contacting the company. A reference to the job advertised and how we found it is a good idea here. Even if we have had a preliminary telephone interview, we can mention this here. Make sure, however, that the introduction is not too long - one paragraph is enough!



Main body
The cover letter is there to promote us. It should make them want to read on. This page is basically the teaser to our CV. We have space here to briefly tell us about our career to date in a maximum of two to three paragraphs and to explain why we are the right candidate for this job. What experience and skills do we have and how will the company benefit from them? Recruiters like to see us demonstrate success with facts and figures. We have to read the job description again and the requirements that an applicant should have. If we meet these requirements, then we pick them up and underline them. 

Ending of the cover letter
In the conclusion, trying to get a reaction from the contact person is important. After all, we want to be invited to an interview. We have thank them for the opportunity to introduce ourselves and show interest in a possible interview. We can also indicate here that we are willing to submit further documents such as certificates, references, etc. The recommended farewell at the end is "yours sincerely" in the covering letter.


Conclusion
Overall, the benefits of successful communication are that it makes the conversations clear. There is less misunderstandings and it helps to solve problems in daily life or in business. Good communication skills are demonstrating professionalism which is needed in the workplace. Almost every employer is looking for employees with good communication skills, so they can work in a team or to finish the tasks successfully. The first thing an employer is going to look at are the writing skills which for example is shown in the CV. The next step would be the job interview. In the job interview the employer will have a good eye on the communication skills the job seeker is coming with. From the body language to the way the spoken language comes through. In this century it is essential to have good written and spoken communication in any branch. The difference between a normal conversation with friends and conversations (like email) within the workplace or a formal letter are that individuals cannot speak the same way they speak with friends or people in their circle the same way as they would speak with authorities. Authorities are respected, the language used is formal and keeps a healthy distance between the person and for example the government, force or the council. Individuals can be upset, frustrated or angry about different things in life, communication helps other people understand the problem and how to solve the issue (Thompson, 2012).
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“What is important is seldom urgent and what is urgent is seldom important.”
-Dwight Eisenhower, 34th President of the United States





