
 

 

Organizational Skills 
 
     Hello Everybody! Wow! Can you believe that you just completed the final 
lesson on Unit 2? Can you guess why this is the last lesson of this unit? That's 
right. It's because organizational skills are so important to tie together all of the 
other skills that you learn. Think about how significant it is to have 
organizational skills when you set goals, navigate through obstacles, become 
disciplined and proactive to then ultimately achieve your goals. Could you have 
done that without organizational skills? I was the biggest procrastinator. I 
wouldn't really study for my exams until the night before and I would stay up all 
night stressing out and I kept saying to myself, "I would never do this again. 
Now, never do this again. No. Never do this again!" And every time an exam 
came, I left it to the last minute. I didn't have the discipline I have now. And I 
wish I did have it earlier because it affected me again and again emotionally, 
mentally, and physically. When you're exhausted emotionally, mentally and 
physically you're not at your best and when you’re not at your best, neither are 
your thoughts -and sometimes it was self-destructive and sometimes these 
negative thoughts led me to a depression.  
     Looking back now, if I just paced myself and learned those disciplines, I 
wouldn't put those self-inflicted unnecessary stresses on my life which would 
have given me high degrees of happiness and satisfaction in my life. When 
you’re able to make them part of your daily routine, it helps to reduce stress 
and increase the focus on things that are important for you and your life -being 
able to study and take tests prepare and set yourself up for successes in middle 
school and high school and beyond. Organizational skills that were most 
impactful for me when I was in school was to write out my calendar from week 
to week. When you sit down and take time to exactly see where your time goes, 
you are able to then start learning how to make better use of time. I had to 
start time management skills because we only have so many hours in a day and 
I realized how much time I was wasting playing video games, talking for the sake 
of talking instead of really getting to know my friends, asking them bigger 
questions of life, asking them about their families to help me also appreciate 
them better and cherish my friendships more. Not managing our time is the only 



 

 

disability we have as human beings. Well it changes everything, today as an 
adult with multiple organizations and more than a dozen employees, time is 
everything. And my time management skills as an adult help me to make sure 
that yes, of course, that I achieve my goals and manage my teams but even 
more importantly that I spend time with my wife, my children and watch them 
grow by being a part of their lives. At the end of this lesson, you will complete a 
reflection activity in your journal depending upon the tiered activity that you 
completed you will receive different reflection questions from you organizational 
skills, test taking strategies, study habits and time management. These are all 
important to think back upon and how you will incorporate them into your daily 
routines so that you can become more organized and efficient. For the optional 
challenge activity for this lesson, I challenge you to write a one-page letter to 
your future self. Think hard about this challenge. First, where do you see 
yourself in the future? Next, how are you going to put into action what you 
have learned throughout this lesson? - and all throughout Unit 2, to make these 
dreams and goals become a reality. Think about it. Process it. Let's go ahead 
and fulfill this next exercise. 


