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10 Tips for independent work during your 
studies 

 

Studying allows for a variety of personal freedoms, for which developing an  independent and goal-
oriented work ethic is crucial. Whether you are writing term papers, preparing presentations or 
studying for exams - you often have to demonstrate a high level of motivation, stamina and 
organizational talent. As this is not always easy, it can quickly lead to work difficulties. In this guide 
you will find some specific tips and advice to make it easier to develop a structured work approach 
during your studies. 

1. Accepting the work 
Think of your studies as a form of work. Even the most interesting job is not always “fun” for the 
entire duration of the task. Instead  it  leads to a deeper satisfaction over time. Accept the  hurdles, 
dry spells and disappointments. It is helpful to organize your studies like any other job and to learn to 
develop a “work ethic” accordingly. This includes,clearly separating your studies from your free time 
(see below). The aim is to develop a pragmatic daily routine during your studies. 

2. Developing rituals  
Work during your studies should be organized in a professional manner. To accomplish this,  clearly 
separating work, everyday life, and leisure time (see below) can be helpful. Daily rituals (getting up 
on time, defining a specific starting and ending time for your work, as well as planning for  breaks) 
relieves  you of constantly thinking about your work while also preventing unproductive decision 
making. Especially in times of stress, it is important not to give up on familiar things/routines such as 
sport, cultural events, and socializing with friends. Independent work is not as dramatic as it may 
appear at first. Try to look at it as a professional everyday situation. 

3. Choose a suitable working space 
Just as with any professional activity, your workspace should be clearly sperated from your private 
space.. Try to study and work outside of your  home/room. The library can be a good option. Here 
you will find silence as well as other students who are working (studying). This can convey a feeling of 
solidarity, while serving as a motivating facotr.. In addition, studying away from home  prevents 
distractions by everyday things, while safeguarding r your private life from being overshadowed by 
work. Of course, there are reasons why working in the library may not always be possible. 
Nevertheless, you should try to shift most of your work to the library.  

4. Organize working time productively 
There is working time, free time and everyday time. While working time is the time that you should 
devote exclusively to your studies, free time is reserved exclusively for things that you enjoy and 
would like to spend your free time with. Everyday time is the time you use to organize your everyday 
life. This should be taken into account when arranging yourdaily schedule. 



 
 

General schedule. There should be a clear distinction between working time, free time, and everyday 
time. As with any professional activity, you should not exceed a daily working time of 8-10 hours and 
you should not work at night. During the weekend you should take at least one day off.  Of course, 
no one can work for eight hours straight. Take short breaks or times when you can repeat the 
learned material. Plan a lunch break and other longer breaks where you can relax. Create a schedule 
where you mark exactly when you want to work on your studies and when there is time for everyday 
and leisure activities. 

Work units & breaks. A work unit takes about 45 to 90 minutes, followed by a 15-minute break  After 
two to four work units, you should take a longer break. The purpose of the break is to prevent 
exhaustion and to store and organize what ypu have just learned. If possible, the break should be 
kept free of other stressful things. The aim is to clear your head and, if possible, move around a little 
bit (get some physical exercise). Breaks are a necessary interruption of work to regenerate! Working 
effectivly is not possible without breaks.  

Stick to your schedule. You should try to stick to your created schedule. This only works  if your 
schedule is realistic. Think of your studies like a job: here, too, you do not have the option of not 
going just because you don’t feel like it. While you usually get feedback more quickly in a job, you 
may go a long time with your studies before getting any feedback. . This makes it all the more 
important to stick to the schedule you have created. Thisalso applies to the end of working hours! In 
the long run you avoid ruminating or feeling guilty about whether you have studied enough by 
keeping to your schedule. 

5. Work plan 
Creating a work plan allows you to develop realsitic and specific plans to manage your workload. By 
breaking down the learning material into manageable individual parts, you achieve an anxiety-
reducing effect (because you know that the workload can be managed step by step), while getting an 
overview of the entire  material as well as tangible feedback about your own progress.  

Rough planning - the general outline.  During rough planning the goal is to get  an overview of the 
actual time available to you. It is important to account for everyday time as well as free time when 
plannign your outline.  . In the first step, calculate how many work days you have until  your project 
must be completed, taking into account possible interruptions (e.g. due to vacations or side jobs). In 
addition allow for days “off” during the weekend.  

In the second step you estimate the extent of the workload that you must complete, in a realistic 
manner. . This will require  a precise overview of the extent of the workload (e.g. looking through 
literature or going through the examination catalog), while estimating how much time you will need 
for each individual step. Though this may be difficult, try to estimate the time needed as best as you 
can.  

In the third step, you determine whether the extent of the workload is managable during the time 
available.Be sure to check carefully whether you can fit your entire workload and the time it requires 
to complete each step into the time you have available. If not, you need to make changes to your 
plan and compromise. At times you may have to account for certain weaknesses in your work and 
accept/embrace that there may be gaps or shortcomings. Though this may be difficult,  it prevents 
you from wasting time while the most essential things end up  falling  by the wayside.Keep in mind: 
allow for gaps! Plan with extra time to accomadate unforseen events or to restore energy! 

Detailed planning - the weekly schedule. During this phase transfer your rough plan to the 
respective working week. Carefully consider your daily  working hours and the indivudal steps that 
you want to complete on each day. Set yourself goals that you want to achieve on each day (e.g. 



 
 

summarizing the text with keywords). Only schedule 2/3 of your daily workload and leave the rest 
open for unforeseen events. Important: Failure to achieve your weekly work targets is no reason to 
discard the entire work plan. Instead, you should search for possible causes and continue to flexibly 
adapt your work process. 

6. Dealing with difficulties in an effective manner 
Unfortunately, a work process rarely goes exactly according to the plan.  Mood swings, stress, 
unforeseeable events, lack of enthusiasm are just a few things that can make it difficult to complete a 
work project. Below you will find two pieces of advice that can make it easier to deal with certain 
problems. 

Rumination book. You may find that your mind gets distracted by other thoughts while you are 
working. Such thoughts can include shopping lists for the upcoming day or mulling over a private 
matters. It can be helpful to write down these “distracting” thoughts. . Thus the thoughts are put 
aside and can be resumed at a later time. This way, the work process is not disrupted and you don’t 
have to coninsously keep these things in the back of yur mind. A notebook, exercise book or even a 
blank sheet of paper can serve as a rumination book to keep track of the “disrupting” thoughts.  

Mental blocks. Make sure you continue your work even if mental blocks arise. Experiencing phases 
during your work, where you digress with your toughts or doze off, is part of the work process. When 
it comes to written assignments, , it can be helpful to simply writeirregardless of whether the writing 
is particularly creative or elegant. The most important thing is to start writing; everything that you 
wrote down can always be revised later. In addition, vary your work schedule, alternate monotonous 
tasks with more exciting ones or change the order to prevent boredom. 

7. Practise self-motivation and use positive reinforcers 
It is important to motivate yourself, as the satisfying results from intellectual work are often delayed 
and only present themselves after tremondous effort (e.g. understanding connections or passing an 
exam). Ineffective time management/planning or doubts about how meaningful the work is can 
quickly lead to trouble motivating yourself. It is important to motivate yourself over and over again. 
You can set up small  achievable goals and then reward yourself when you have reached them or you 
can try to make your workplace more pleasant. Other tips include  incorporating variety into your 
daily routine or focusing on your long-term goal.  

Remember that creative results often require long periods of preparation. Sometimes you may get 
annoyed with yourself or even blame  yourself (“I'm too stupid for this!”, “Once again I can't get 
anything done!”). Such destructive thoughts can be discouraging you may lead to feelings of 
helplessness. Try to focus on what you have achieved so far and start with tasks that are easier to 
solve before moving on to more difficult tasks. 

You can also achieve positive reinforcement by developing a more mindful attitude by focusing on  
your  previous achievements. This may also boost your self-esteem as well as your  self-confidence. 
Reward yourself, when you have completed something difficult or have had a good day. Rewards are 
not only effective for children! An example could be to plan something nice for the evening or read a 
good book. Use whatever you may find rewarding in the moment. 

8. Make your free time meaningful 
Your free time should be used to relax and to experience pleasure and fun. Make sure you restore 
your energy during this time. Remember things that have been helpful in the past and that provided 
you with energy or made you feel strong.  There may also be things that you have always wanted to 



 
 

try out but never did because there was “never enough time”. Avoid “creativity killers” such as 
channel surfing on the TV, surfing the internet, using alcohol or drugs. 

9. Learn to relax 
Incorporate moments of relaxation into your everyday life! Relaxation can be trained and 
incorporated into your daily schedule- e.g. by setting aside time and space forundisturbed moments 
of reflection, going for a walk, etc. Special methods such as progressive muscle relaxation, meditation 
or yoga can help you learn how to relax. You can also learn how to use these strategies in your 
workplace.  Stress and relaxation are incompatible. If you learn to relax, you can control your stress 
level. A short breathing exercise or an imagination exercise can renew your energy.  

10. Use your creative freedom 
Use the freedom that your studies provide you creativly. Don't forget that you also have other 
interests that lie beyond your studies or effective work stratgeies.. A heavy workload and upcoming 
exams are a good reason to consciously experience and cultivate your own interests and friendships 
and partnerships. Music, films, theater and good conversations should be used for relaxation, 
especially during stressful times.  

Basically, the aim is to establish a good balance between work and leisure time. If you succeed in 
doing this, you will have formed a stable base that provides satisfaction, security and structure. You 
willbe able to react calmly to the challenges of studying and working life, and work both productively 
and creatively. 

In addition: when in doubt, seek out a good counselor or consult a psychotherapist! 


	1. Accepting the work
	2. Developing rituals
	3. Choose a suitable working space
	4. Organize working time productively
	5. Work plan
	6. Dealing with difficulties in an effective manner
	7. Practise self-motivation and use positive reinforcers
	8. Make your free time meaningful
	9. Learn to relax
	10. Use your creative freedom

