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Being organised
Charlotte Wood  SVN  

Being a student is hectic. There is so much 
that you need to balance: work, studying, 
exercising, social life, family and friends, 
self-care and the list goes on… It is easy for 
things to get on top of you and to lose track 
sometimes. Getting yourself organised will 
help to save time, stress and money. So here 
are some of my top tips for staying 
organised!

1.	 Have a diary or a wall planner
I had both to keep me on track and plan 
ahead. It’s a quick and easy way to ensure 
you are organised. You can literally write 
absolutely everything down so you know 
where you need to be, what’s going on 
and when those deadlines are!

2.	 Filing
I know this doesn’t sound very exciting 
but it honestly saved me! Have a colour-
coded filing system for all your different 
modules to make sure your notes stay 
together in the right order. This makes 
things so much easier, especially when it 
comes to revising or just trying to find a 
particular piece of information. I’d also 
say try to extend this to your online 
space too. So have separate folders on 
your computer for each module for 
online stuff and written essays/assign-
ments. There’s nothing worse than know-
ing what you’re looking for but can’t 
seem to find it! On that note, back up 
everything online, have a hard drive or 
the cloud so you don’t lose it if something 
goes wrong with your computer!

3.	 To-Do lists
To-do lists are super handy at, not only 
allowing yourself to write down every-
thing you need to do so you don’t have 
to remember and store that information 
in your brain, but they also help to 
prioritise and motivate. Once everything 
is written down, you can work out which 
things need addressing first, do them and 
then tick them off the list. Personally, I 
find it quite satisfying ticking things off 
and seeing the list get smaller, knowing 
I am getting stuff done.

4.	 Get a good night’s sleep
No one can feel like they are on top of 
things if they aren’t functioning to the 

best of their abilities because they are 
lacking energy from a lack of sleep. Try 
to get some good shut-eye each night to 
help you feel refreshed and ready to 
tackle the day being able to think straight. 
Those all-nighters are never good and I 
promise you’ll regret it in the morning!

5.	 Keep calm and don’t panic
Now I know this is easier said than done 
when you’ve got so much going on and 
so much to juggle but getting into a blind 
panic certainly will not help. The more 
organised you can be and plan ahead of 
things the calmer you can stay. Try to not 
let exam stress or looming deadlines get 
the better of you, just try to take a posi-
tive and logical approach to get things 
completed and you’re more likely to suc-
ceed in getting them done. If things do 
get too much, take a step back, breathe 
deep, count to ten, make a list and prior-
itise only the most important.

6.	 Know how much you can take on and 
learn to say ‘no’
Don’t be afraid to say ‘no’ and turn some-
thing down if you don’t have the time or 
headspace to do it, especially if it could 
really affect your studies, work or stress 
levels. If someone asks for your help or 
your boss asks you to do extra shifts but 
you’ve got a deadline coming up or other 
commitments, it’s OK to say ‘no’; let 
them know why and you don’t have to 
feel guilty for doing that.

7.	 Meal prep
This probably sounds a bit random but 
honestly, it’s been a lifesaver for me! 
Batch cooking and meal prepping the 
day before has saved lots of time and 
money. Making up my lunches the night 
before has also been super handy, espe-
cially if it means an extra 10 minutes in 
bed and I don’t spend money going to 
the shop on my lunch break. Plan what 
you want to eat, make lists and go shop-
ping for what you need and never shop 
hungry!

So, I hope that will help you manage your-
self a bit better. Why don’t you drop me an 
email to let us know your hints and tips for 
being organised on studentvnj@bvna.co.uk
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