
An Overview of Organizational Skills

Organizational skills are vital in establishing 
structure and improving focus on our daily tasks 
and long-term objectives. Like any skill, the more 
we practice, the greater our productivity. By 
effectively planning our tasks, managing our free 
time, organizing our thoughts, and setting clear 
goals, we can significantly enhance the quality of 
our lives. Moreover, organizational skills contribute 
to satisfaction and achievement, allowing us to 
manage responsibilities effectively, avoid feeling 
overwhelmed, and navigate challenges more 
smoothly.
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The Benefits of Teaching: Organizational 
Skills

Learning organizational skills offers students a 
decrease in stress, alleviates frustration, and 
minimizes the chances of missing deadlines, 
increasing overall satisfaction, achievement, 
and quality of life. By developing a deeper 
understanding of planning, organisation, and 
efficient time management, students can 
enhance their efficiency, productivity, and, 
ultimately, their happiness. Once students 
possess a well-structured plan, they can 
approach tasks clearly and confidently. 

● Foster a Culture of Accountability: Encourage 
students to take ownership of their organizational 
skills. Help them understand the benefits of being 
organized and how it positively impacts their learning 
and success.

● Provide Organizational Tools and Resources: 
Ensure students can access the necessary tools and 
resources to support their organizational efforts. This 
may include assignment notebooks, folders, planners, 
labels, or storage containers. Consider providing 
organizational tools and resources to students who 
may need additional support.

Tips to Help with Organizational Skills in Your Classroom
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● Teach and Model Organization Skills: Show students how to organize their notebooks, use planners or calendars, 
and prioritize tasks. Model these skills yourself and provide ongoing guidance.

● Establish Clear Routines and Procedures: Support students to develop a sense of structure and organization. 
Create a consistent routine for starting and ending class and transitioning between activities. Communicate and 
adjust these routines with students.

● Use Visual aids and labels: Utilize tools such as charts, posters, and labels to indicate the location of supplies, 
materials, and resources in the classroom.

● Provide Dedicated Storage Spaces: Assign specific spaces for students to keep their materials. Encourage them to 
organize their personal spaces, keeping their belongings neatly stored and easily accessible.

● Implement Checklists and Visual Reminders: Provide students with lists or visual reminders for daily or weekly 
tasks. Help them break down large assignments into manageable steps to stay on track.

● Incorporate Regular Decluttering and Clean-up Time: Allocate time for students to tidy up their work areas and 
the classroom. Teach them to declutter, organize materials, and maintain an orderly space.



© 2023 Teachercentric Inc www.satchelpulse.com

Your Role in Developing Lifelong Learners

As an educator, you will guide and support your students in developing their organizational skills.  It's 
crucial to create a structured and organized learning environment and demonstrate effective practices. 
This will help your students become more self-directed and successful learners. Additionally, it's important 
to foster a positive and supportive classroom environment that values and encourages organizational skills. 
You can provide different organizational tools, strategies, and resources to support students who may 
require different approaches. Celebrate your students' progress and achievements in their organizational 
efforts to motivate them further. Lastly, emphasize the significance of organization, not only for academic 
success but also for general well-being.

Interdisciplinary Approaches: Design interdisciplinary lessons that require students to apply organizational skills 
across different subjects.

● Concept/Mind Maps: Students integrate knowledge from different subjects and connect ideas and concepts across 
disciplines. They organize and synthesize information from various subjects to develop a holistic understanding of a 
topic. Students can use digital tools or presentation software to create multimedia projects demonstrating 
interdisciplinary connections.

Collaborative Learning:  Create a dynamic learning environment that enhances students' organizational skills while 
fostering collaboration, communication, and teamwork.

● Shared Online Spaces or Digital platforms: Students create shared online spaces or digital platforms for 
collaborative projects, where they can organize and store shared documents, resources, and task assignments.

● Workgroup: Students work in groups on assigned projects: they set agendas, create meeting minutes, and track 
group responsibilities to ensure efficient collaboration. 

Integrating Organizational Skills into the Curriculum

Project-Based Learning: Provide students with authentic 
contexts engaging in hands-on projects, where they encounter 
the complexities of managing time, resources, and tasks. 

● Project Management: Students create project plans and 
timelines, including setting milestones and deadlines for 
different project stages, from starting point to evaluation. 
They organize project materials, such as research notes, 
reference materials, and digital files. They assign tasks and 
responsibilities within a group of work.

● Progress Tracker: Students track their progress and update 
their learning regularly, including self-reflection, goal setting 
and areas for improvement. Students reflect on their 
organizational practices throughout the curriculum.

Inquiry-Based Learning: Engage students in inquiry-based 
approaches to acquire valuable skills beyond the specific inquiry 
and support their lifelong learning and organizational abilities.

● Research Projects: students organize research by developing 
note-taking strategies and utilizing research tools effectively. 
They research and test different organization techniques, such 
as creating annotated bibliographies, categorizing 
information, and using graphic organizers. Students develop 
effective information management skills, including evaluating 
sources, citing references, and keeping a research journal. 
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