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Transcript for Episode 2: Organising Academic Studies  
 
[00:00:10] Aimee Merrydew: Welcome back to Study Matters, an academic and 
study skills podcast hosted by the Curriculum Design and Development team in the 
Keele Institute for Innovation and Teaching Excellence at Keele University. 
 
[00:00:22] This episode focuses on organisation and time management, why 
managing your workload matters for your studies, and some techniques you can use 
to organise your studies more effectively to help you achieve your academic goals. 
 
[00:00:35] I'm your host, Aimee Merrydew, and joining us today to discuss this topic 
is Emma Baines. 
 
[00:00:40] Emma is a fantastic Write Direction Academic Tutor at Keele University, 
where she provides one-to-one academic coaching to students at all levels of study. 
Alongside her academic coaching role Emma is also undertaking a Professional 
Doctorate in Education at Keele. 
 
[00:01:00] Thanks for joining us on the Study Matters podcast today, Emma. Before 
we talk about organising our studies, please, can you tell us a little bit about yourself 
and your role?  
 
[00:01:09] Emma Baines: Hi listeners, I as you said, I am an Academic Tutor with 
Write Direction, so, what I do mostly is see students one-to-one and help you guys if 
you struggling with any kind of academic skills. Sometimes it will be something that 
you're writing and you really need help structuring. 
 
[00:01:28] Sometimes with academic reading practices and sometimes it is with time 
management, which is why I'm here to talk to you about that today. I do also study a 



Doctorate within Education, so I'm really, really interested in anything to do with 
education, hence why I work in this field. 
 
[00:01:45] Aimee Merrydew: Brilliant. Thank you. So that's a lot of experience that 
you're drawing upon and sharing with us today so thank you again for joining us for 
this episode. 
 
[00:01:54] Let's jump in then. So what is time management? How would you define it 
for our listeners? 
 
[00:02:00] Emma Baines: So for me, I see time management as the organisation of 
priorities and through being able to organise them properly, you’re then able to work 
and study and kind of live life in the most productive and efficient way. 
 
[00:02:17] Aimee Merrydew: Yeah, I think that's something that we have to work on. 
It's not something that I think always comes very easily for people, myself included. 
 
[00:02:26] And you've sort of already started to touch upon this, but would you be 
able to let us know why you think that time management really matters for our 
academic studies? Why do you think it's important? 
 
[00:02:37] Emma Baines: I think for me, I'm a huge believer in a healthy work life 
balance and I think time management is the key to achieving that. And I think 
sometimes there's a misconception out there that we should be working or we should 
be studying all the time. 
 
[00:02:53] But actually the other areas of life, like seeing family and friends, 
socialising, having a bit of you time are also so, so important. 
 
[00:03:03] 
And I think being able to manage your time in terms of the workload or the study load 
you've got, but so that you are actually giving yourself gaps for the other kind of non-
work related parts of life is just so key and it kind of leads to a much healthier 
lifestyle, I think.  
 
[00:03:22] Aimee Merrydew: Definitely. I know that if I've been working on a piece of 
work for too long and I've perhaps not been having those breaks that I know I should 
be taking, but I feel perhaps a little bit stressed, I always return to the work the next 
day feeling really quite exhausted and I feel like I'm not very productive on that piece 
of work. 
 
[00:03:41] So factoring in some time to relax and unwind from that piece of work I 
found is really key. 
 
[00:03:48] But that brings us to the next question. So I want you to think about your 
experience of working with a wide range of students, but also your own experience 
of organising your time and your studies. 
 
[00:03:59] You know, as we mentioned, you're both the Write Direction Academic 
Tutor, but you're also completing a Doctorate in Education. 



 
[00:04:06] Why do you think it can be difficult to manage our time and our studies 
effectively? What common issues do you think that people might encounter?  
 
[00:04:15] Emma Baines: I think, first of all, for me, I think I'm quite lucky the type of 
personality I've got. I do tend to be quite an organised person. But, having said that, I 
still get times like you just mentioned, where you've been working on something and 
you just can't see the wood for the trees. 
 
[00:04:33] So even as a very organised person, I still need some time to kind of take 
a step back and remind myself that, yes, you need to have a break, have a day off 
and have the evening off. 
 
[00:04:45] Go and do something that's not related to the thing that's stressing you 
out. So that's kind of a common issue for me. 
 
[00:04:50] Even though I am I think of myself as a very organised person, I do have 
to remind myself that, yes, it is actually OK to take time out. 
 
[00:05:01] Issues I've seen that are quite common to students. So before I worked 
for Keele, I used to work at a sixth form college. 
 
[00:05:09] So I worked with lots of 18 year olds then and something that I really used 
to work with them on was the difference between motivation and self-discipline, 
because frequently I'd have conversations and you know, they just have so much 
work to do, so many kind of competing priorities and assignments that needed to be 
submitted. 
 
[00:05:32] But actually they would just be saying, Oh Emma, I'm just really, I've got 
no motivation. 
 
[00:05:37] I can't kind of get myself up and going. And what I'd say to them is 
motivation is great if you're really motivated that’s brilliant. 
 
[00:05:45] But actually what better is to practise self-discipline and the difference for 
anyone that might be listening to me and thinking, I don't know what she's on about, 
it is that motivation is wanting to do something and really having that oomph, where 
you know you feel alive and you want to go do something. 
 
[00:06:04] Self-discipline is choosing to go and do something and that might be 
despite you really not wanting to or wanting to go and do something different. 
 
[00:06:13] And you might be thinking, OK, well, how do I make myself go and do 
these things? 
 
[00:06:19] Well, one little thing that I always do, as I always reward myself or have a 
little treat when I know I've gone and done something. 
 
[00:06:26] So, for example, this week the weather's been so nice and all I've wanted 
to do is sit outside and sunbathe, but I've had to be writing and putting a paper 



together. So what I did was studied in the morning and then I thought, right, I've 
made really good progress, I'm just going to go and have an hour outside in the sun 
with a book and it was a novel. 
 
[00:06:46] So it wasn't anything to do with what I was writing. And that was like a real 
treat for me. 
 
[00:06:51] And I really felt like I deserved it and I earnt it. So I think when we when 
we get into these really kind of demotivated states. 
 
[00:07:01] If you know yourself, you know what kind of treat you really like, then go to 
the shop and buy yourself a pack of chocolate fingers or whatever it is that you really 
like or go and plan like may be leaving to go out for a meal or something like that so 
that, you know, in choosing to do this thing that you might want to do at the end of it, 
you're going to get reward and get a good treat. 
 
[00:07:23] Aimee Merrydew: You've just reminded me of the many times when I 
woke up in the morning feeling very motivated to get lots of writing done and I'm 
feeling enthusiastic, and then as the day goes by I've done everything but that writing 
that I felt very motivated to do. 
 
[00:07:41] And I will see the sun go down at the end of the day and sort of my heart 
sinks with it because I realise that actually I've not done what I set out to achieve that 
day. 
 
[00:07:53] And I think, again, it comes back to what you've said about differentiating 
between motivation and self-discipline, which brings me to the next question. You 
know, you've already given one really great tip about rewarding yourself for the work 
that you do, but do you have any other techniques and strategies that you feel would 
be useful for our listeners to try out when trying to organise their studies more 
effectively? 
 
[00:08:20] Emma Baines: Yes, so I think for me, something that helps me feel very 
productive and then kind of has a knock-on effect of making me feel motivated and 
me wanting to be disciplined is to create a list. 
 
[00:08:33] So I’m the type person where things just randomly fly into my head. 
 
[00:08:38] And I'm like, oh right, yes, I need to do that. And so whilst I am studying or 
working, I'll just have a piece of paper next to me or a sticky note. And any time 
something popped into my head that I think, oh yes, I need to do that, just write it 
down. 
 
[00:08:51] So you've taken out of your head and you've done something with it and 
you know it's there to come back to later. Then what I tend to do is have more of an 
ongoing to do list. 
 
[00:09:01] And I try and write over the week when I'm going to do each task. 
 



[00:09:07] And when you've done it, make sure you cross it off, because I think this 
is actually a process that our brains go through where we see a list of tasks that we 
need to do and through crossing it off helps us realise, 
 
[00:09:22] OK, we don't need to worry about that anymore. It's done. And so I think 
that it's only a small little thing that you can do, but it does really help. 
 
[00:09:30] Also, what I was I just going to say, then? Something else just popped into 
my head and it's just fallen out. This is what I mean. See things fly in and out ahead 
all the time. Yes, so make lists. Oh, that was it. At the end of the day, as well, this is 
kind of making lists in reverse of what I've just said, write down what you've done 
and that can sometimes help you feel much more productive, because if you have a 
to do list that tells you everything you need to do and then something last minute 
happens and then you don't end up being able to do it, you can then feel like you've 
just said, Aimee, you know you feel kind of worried or a bit ashamed because you 
haven't been able to get things done. 
 
[00:10:11] So, instead, if you write down at the end of the day what you have done 
and even the little list of things. 
 
[00:10:19] So even if you've gone and made dinner for your family or if you went out 
to the post office and posted a parcel, as well as if you've completed an assignment, 
all these little things. 
 
[00:10:33] So it helps you track actually, wow, I've got so much out of this day. And 
again, that just kind of goes back to training your mind to understand that you have 
being productive, despite the negative feelings that you might feel about a certain 
piece of work. 
 
[00:10:50] Look at everything else that you've achieved that day. Another tip which I 
think has kind of saved my life: when I was an undergrad, I was getting really, really 
stressed about this particular module that I’d chosen and it was really, really difficult, 
so I went to see one of the lecturers and he said to me: what you need to do Emma 
is treat your studies like a job, so if you're studying full time, you treat it like a nine to 
five job. 
 
[00:11:16] And what he said to me was: therefore, during the week, Monday to 
Friday, nine to five, you're going to be involved in activities related to studying or 
related to your degree. Obviously, within that you’re going to have an hour lunch 
break, because that's what you’d have at work, and obviously within that you're 
going to have a mid-morning, mid-afternoon break because that's what you do if you 
were at work. 
 
[00:11:38] But key to that is try and have things that repeat on the same day each 
week to help you get into a routine. So, for example, I was really, really struggling 
with this module, so he said to me every single time, every single week at the same 
time do the work for that module. 
 



[00:11:57] So, you know, Tuesday at 10:00 o'clock, that's where you spend two 
hours going over the textbook or doing the seminar activities or whatever it is you've 
got to do. 
 
[00:12:07] So each week, that then becomes routine and then, you know, you've not 
got to worry about it for the rest of the week because it's coming up on that Tuesday 
morning. 
 
[00:12:15] You're going to do it and then you get to tick it off. 
 
[00:12:16] And it's done. From the very day that he told me that I have lived by that 
kind of nine to five schedule for work or study. 
 
[00:12:25] And then that means you've got time in the evenings and weekends to 
see family, have some time for yourself, socialise. And I think it also really helps with 
that feeling of guilt, because I know lots of students used to say to me, oh, I just feel 
so guilty when I have time off. 
 
[00:12:43] And I used to say to them, do you know how important it is to actually 
have time off? 
 
[00:12:49] So I think applying that kind of nine to five schedule for whether it's a 
study or work and then doing everything outside of it was just something that really 
helped me and I definitely, definitely recommend. But, on that note, I'll just add: do 
be flexible with it. 
 
[00:13:07] Don't stick to it like it's gospel, because then that will add to your stress 
levels. 
 
[00:13:13] So be flexible with it. Like, so in the era of when we're all working from 
home, it's so difficult to work solidly because there's always distractions, people 
popping in. 
 
[00:13:26] And I don't know if anyone else has experienced this, but I think like 
people think when you’re working from home, you're just at home so they can just, 
like, nip in and see you all the time. 
 
[00:13:35] My grandparents seem to think that, which is lovely. I love that. But 
obviously, if you said you were going to do something at ten o'clock and then 
somebody turns up and has a coffee with you, then you know, you can't achieve that 
task, can you, at that time, because you can't be in two places at once. 
 
[00:13:50] And that's and that's fine. So you do whatever the most pressing thing is 
best and then you have a look in your schedule and see where you can move that 
task to later on in the week. So yeah, flexibility is key.  
 
[00:14:04] Aimee Merrydew: I think there's so many great tips that you've shared 
there and what you were just saying then about making sure that you do the most 
pressing thing first, prioritising your tasks that you need to do. 
 



[00:14:16] That's something that I've definitely had to learn and put into practise 
while working four days a week alongside doing a PhD. What I have to do in the 
morning is I like to spend sort of half an hour to forty minutes just doing some writing 
on my dissertation before I start work for the day. 
 
[00:14:35] And for me, that helps me to feel like I'm making progress on my work 
without needing hours upon hours, which brings me to one of the tips that sort of 
popped into my mind when you were talking is to try and keep that that focus and 
remove those distractions, chunking time into smaller amounts of time. So using 
things like the Pomodoro technique. I quite like using the Forest app. 
 
[00:15:02] And what I'll do is every morning is I'll set my Forest app for 20 to 30 
minutes, so not a huge amount of time. And within that time I get to just write without 
stopping. I can close my door and then at the end of it I get a nice little tree that's 
grown. But that just popped into my mind when you were talking. 
 
[00:15:20] It's about sort of trying to minimise those distractions where possible, 
whilst also maintaining flexibility because life happens, but ensuring that we're 
having those breaks and we're also rewarding ourselves for that hard work that we 
do. 
 
[00:15:34] So thank you so much for sharing all those incredible and very helpful tips 
with us. 
 
00:15:40] But some of our listeners may be educators and involved in learning 
support. So what advice would you have for those people in terms of how they can 
support students in learning how to organise their studies? 
 
[00:15:52] What can we as educators be aware of? And what can we develop and 
embed into our teaching our curriculum in order to support time management skills? 
 
[00:16:01] Emma Baines: So I think like anything, we can talk about time 
management until the cows come home, if that’s the saying. But I think what is best 
is to get the students practising it and actually doing it. 
 
[00:16:16] And so I think in building modules and designing them and designing 
when assignments are going to be handed, factor in that it will be really good to 
actually get the students to be managing that time by doing the different activities. 
 
[00:16:32] So if it is that they've got a weekly reading, make that really obvious from 
the beginning. You need to do this at a certain time each week to be prepared for the 
lecture. 
 
[00:16:40] You need to do these questionnaires for the seminar and kind of having 
that right from the very beginning, having that conversation right from the very 
beginning of what the expectations are and giving them those tips, but then also the 
opportunity for them to go and actually use these techniques. 
 
[00:17:02] I had a really brilliant module when I was an undergrad. It was on 
American politics and we had every three weeks we had to write a seven hundred 



and fifty word paper (so it was very short) on the topic of the lecture was on and I 
thought that was brilliant because he the lecturer divided students into a third. 
 
[00:17:29] So one week one third would write the paper, then the next week the 
other third would, and then the next week the other third would. And then it would go 
back to the beginning. I hope that makes sense. And that was brilliant because you 
knew as a student, right. 
 
[00:17:41] This week, it's my priority to write this paper and I will be presenting this at 
the seminar to the other students, but then next week, it's going to be somebody 
else's turn. 
 
[00:17:52] And you would really hope that the other person would be prepared 
because you are kind of learning from them, so you would also be prepared yourself 
when it was your turn because that's what you would want from them. 
 
[00:18:02] So I think these kind of, the ways modules are organised can really be 
done in a way where they encourage time management and they encourage 
prioritisation. Of course, any module that’s got assessments, it does to a certain 
extent encourage it. But I think it's about having it as open dialogue right from the 
very beginning where these what the expectations are. This is how you can meet 
them. And I'm going to give you certain tasks that you need to fix into your weekly 
timetable. 
 
[00:18:41] And I also think as educators, it's very important for us to be aware of the 
students in the room. And I know when there's like an undergrad module and there’s 
200 students on it, that’s very difficult, but when you meet in small groups and you're 
in seminars or tutorials, you can get more of a feel of how the students are coping 
and be responsive to that. 
 
[00:19:04] So if you’re noticing that everybody looks absolutely knackered and has 
clearly been out or not sleeping, then it's about having those conversations. And the 
example I drew from earlier where my lecturer told me about this nine to five 
schedule, I was obviously proactive in going and seeking help, but not everybody 
would feel able to. 
 
[00:19:26] And, you know, when you come to university, it's a whole new 
environment. And even not just first years, you know, second years, third years, 
each year is a new kind of level up. Likewise, when you come and do postgraduate 
stuff as well. 
 
[00:19:40] So, being aware that there are these new expectations on students and 
they might be very overwhelmed, and so as educators, we need to kind of be 
responsive to the way that they’re kind of feeling and sort of, yeah, get a feel for the 
room and get a feel for the pace that the students are working at and try and adapt it, 
or if it's not possible for us to adapt because, for example, you know there's only so 
many weeks in the semester, then have a look at what strategies and how we can 
kind of talk to the students to help them better kind of cope with the workload. 
 



[00:20:17] Aimee Merrydew: I think that's, you know, you've touched upon a 
number of really important things are about getting to know the students that we're 
teaching. And one of the ways that I've gone about doing that this year is before 
each module has begun, I've shared an anonymous pre-module survey with 
students. 
 
[00:20:36] And within the survey, it's very short, just ask them if there's anything that 
I would need to know in order to support them, any ways that they find particularly 
useful to learn, any activities or something. Just a chance for them to sort of let me 
know without necessarily identifying themselves, unless they want to do anything 
that they might need for me to support them to succeed within the module. 
 
[00:20:58] And that includes things like managing their time so that they can submit 
their assessments and all those things that come with learning throughout a module. 
 
[00:21:08] So I think that's really key is getting to know people and what students 
needs and then we can provide that more tailored support. 
 
[00:21:18] Emma Baines: And I also think, just be mindful that students might not 
know themselves at the beginning. 
 
[00:21:25] Often it's partway through a module or partway through their course that 
they then might think, oh, right, actually, this is what I'm struggling with. 
 
[00:21:34] Sometimes you don't know what you're struggling with. You don't know 
what you don't know at the end of the day. 
 
[00:21:41] So sometimes it might be halfway through where they need to be given 
that chance to give you feedback. So, yeah, that's just another thing to be mindful of. 
 
[00:21:51] Something else just popped into my head relating to the last question that 
I just wanted to say. 
 
[00:21:56] When we were talking about being flexible and needing to kind of exercise 
self-discipline, one of the things that I think you touched on when you mentioned 
about kind of chunking up bits of work, if you are feeling demotivated and you're kind 
of you're trying to exercise self-discipline, but perhaps it's not going so well, a way to 
kind of tackle that is to have some easy tasks that you can get done. 
 
[00:22:26] So as well as how urgent is for something to be done, also have a think 
about how long things are going to take you. 
 
[00:22:34] Are there things that you can tackle when you're perhaps feeling a little bit 
tired or less motivated? That might be more kind of to do with planning or to do with, 
I don’t know, it depends what you like or don't like doing. I personally, when I'm 
feeling a bit knackered, would rather do some kind of planning than sitting writing 
because that takes a lot more brain power for me. 
 



[00:22:58] So I suppose by getting to know yourself and getting to know what you 
find easier, when you are having those periods of being demotivated, just try and 
have a few easier tasks that you can tackle. 
 
[00:23:10] And what you'll find is you'll kind of training your mind then to see that, oh 
yeah, I can do this. 
 
[00:23:15] I'm actually being productive now because I've got through these little 
tasks and then you might find it easy to get over the big hurdles. 
 
[00:23:23] Aimee Merrydew: Yeah, that's a really great piece of advice. It's about 
recognising our energy levels throughout the day, isn't it? 
 
[00:23:30] You know, I know personally that if I want to get any writing done in the 
day, I need to set time aside in the morning to get that done, because when it comes 
to lunch time, my energy just drops. I'm very capable of doing administrative work, 
emails, all those kinds of things within the afternoon. 
 
[00:23:46] I can also read in the afternoon, as well. But when it comes to writing, I 
know for me personally, it's not going to happen. 
 
[00:23:53] Whereas, on the flip side, I have a friend who is not a morning person in 
terms of their energy. They struggle with getting their writing done, but they're really, 
really productive with their writing in the afternoon. So they set aside time in the 
afternoon to get those kinds of tasks done. 
 
[00:24:10] And I think that's something that teaching staff could have discussions 
with students about. And I think that's one thing that's really coming through our 
conversation is making sure there's dialogue about things like time management. 
 
[00:24:21] And, you know, we can say to students, you might work differently from 
someone within the course, and that's fine: don't compare yourself. Find a time 
within the day where you can get your reading done for the seminar or the lecture, 
where you can start planning for your assignment and have these tasks planned out 
in advance, mapped to your sort of energy levels or your typical energy level 
throughout the day so that you know that 10:30 on a Thursday afternoon, you're 
going to sit down to get stuck into that reading that you've got to do for the week. 
 
[00:24:53] So, yeah, I think there's a few things that we can do as teaching staff to 
support students develop these skills. 
 
[00:25:01] Before we move on to the final question, did you have anything else that 
you wanted to add to that? 
 
[00:25:06] Emma Baines: No, that was it. It just kind of popped into my head when 
you were talking so I wanted to just give that tip. 
 
[00:25:13] Aimee Merrydew: Thank you. Well, OK, then. Let's finish up with a final 
question. 
 



[00:25:18] What is your top tip for people when it comes to organising their time and 
their studies? What would be your number one takeaway that you want our listeners 
to remember? 
 
[00:25:27] Emma Baines: OK, so I think it's all very well having a plan for the week 
and knowing that on Tuesday morning you're going to tackle a certain task. But you 
need to already know what you're going to do when you going to tackle that task, 
because if you sit down, say if you've given yourself an hour to do something and 
you sit down and the first half an hour of that is you figuring out exactly what you're 
supposed to be doing in this hour, you're then not going to be productive. So what I 
try to do myself and would advise others to do is maybe on a Sunday evening, 
Monday morning or whatever, however your brain works whenever you like to divide 
up the week, have a think of what the week ahead is going to look like and know 
what you're going to do when you get to each of these tasks that you need to do. So 
it's basically just kind of having a plan before you then go and tackle each thing, just 
to save you sit sitting there and perhaps procrastinating if you're not feeling totally 
motivated. If you know that on Tuesday morning is when you need to prepare for 
your seminar, you don't need to be logging on to the calendar, looking at your 
module guide, checking what the preparation is. 
 
[00:26:46] Really, you should already know so you can just crack straight on and do 
it. And so, yeah, that would be my kind of final top tip for you guys. 
 
[00:26:54] Aimee Merrydew: Definitely one that I should stick up on my wall and 
adhere to. Well, thank you again for joining us on this episode has been incredibly 
insightful talking to you. 
 
[00:27:05] I know I'm definitely going to be listening to this episode again and 
scribbling down some notes just as reminders to myself to put into practise some of 
the things that we've been speaking about today. 
 
[00:27:14] Thank you also to our listeners for joining us for this episode.  
 
[00:27:18] Emma Baines: Thank you for having me. 
 
[00:27:38] Aimee Merrydew: Thanks again for joining us today for this episode on 
organising academic studies as part of the Study Matters podcast. 
 
[00:27:45] 
You can view the transcript and resources for this episode via our web page, which 
we've linked in the show notes for this episode. 
 
[00:27:53] We hope you'll join us again next month for the episode on academic 
reading with Angela Rhead. 
 
[00:27:58] Angela is a Curriculum Developer and founder of the fantastic reading 
retreats and annual Becoming Well Read Symposium at Keele University. 
 



[00:28:07] In the meantime, you can get in touch with us via Twitter at Keele_AS or 
email us at Academic.Skills@keele.ac.uk and we'll include this information in the 
show notes to this episode. 
 
[00:28:22] Thanks for listening to Study Matters and take care. 
 
 

Resources for Episode 2: Organising Academic Studies 
 
Emma and Aimee spoke about The Pomodoro Technique as a tool to ‘chunk’ time 
into smaller sections to help make work manageable, minimise distractions, and 
maintain concentration. You can find out more about the Pomodoro technique here.  
 
The Academic Skills team at Keele University created an online resource to guide 
you in using your time effectively to undertake your studies and make the most of 
your time at Keele, whether that be virtually or in person. Click here to access this 
resource. 

https://francescocirillo.com/pages/pomodoro-technique
https://sway.office.com/OptX9ZistnSehSaZ?ref=Link

