Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to organize and use information?
This means keeping information organized so it is easy to find and understand. It also means sorting, saving, and using information to help complete tasks and make good decisions.
[image: ]Why are these skills important?
Employers want workers who can organize and use information well. This helps people work faster, stay on track, avoid mistakes, and make better choices.
These skills are important at work, home, school, and in your community. When you organize and use information, you can solve problems and communicate clearly with others.
For example, you may need to:
· Create a checklist.
· Organize information in a spreadsheet.
· Choose the best tools or resources.
· Decide how much information you need to complete a task. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Use charts, lists, spreadsheets, and computer programs to organize information.
· Sort and save information so it is easy to find later.
· Choose the best resources based on the tasks, goal, difficulty, and time available.
· Decide what information is most important to complete a task correctly.
· Review information before making decisions or solving problems.
	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1 (Part 1): Organizing and Sorting Data
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Read the scenario and then organize the information in the table.
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Scenario:
You own an ice cream store. A holiday weekend is coming up, and you want to increase sales. You decide to offer two additional ice cream flavors.
You review sales data from the past three years for the same holiday weekend so you can make a good decision and then you organize the information to find the best-selling flavors. One of your freezers is broken, so you can only offer two additional flavors during the holiday weekend.
	Year
	Flavor
	Containers Sold

	2023
	Double chocolate fudge
	110

	2025
	Strawberry
	55

	2024
	Peppermint
	75

	2024
	Double chocolate fudge
	65

	2025
	Peppermint
	115

	2023
	Strawberry
	90

	2025
	Double chocolate fudge
	120

	2024
	Strawberry
	70

	2023
	Peppermint
	125



Activity 1 (Part 2): Organizing and Sorting Data
Fill in the table to show one way you could organize and sort the sales data.

	Flavor
	2023 Sales
	2024 Sales
	2025 Sales
	Total Sold

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


What is another way you could organize and sort the data?
☐  By year
☐  By flavor
☐  By highest sales
☐  Other:	
Activity 1 (Part 3): Organizing and Sorting Data
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Answer the questions.
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1. Which two flavors sold the most containers?

2. Why is this information important for making a decision?

3. How did organizing the information make the task easier?

Activity 2: Choosing Tools to Organize Information
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Read the scenarios and then answer the questions.
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Scenario 1:
You must write a paper for class. You plan to collect notes from books, websites, and videos. You want the information to be easy to find later.
1. Which resources or tools would be MOST helpful for organizing the information and completing the task? Put a checkmark next to 2-3.
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☐ Folders
☐ Charts or graphic organizers
☐ Computer files
☐ Sticky notes
☐ Lists or outlines
☐ Spreadsheets
☐ Other:	

2. Why would these resources or tools be helpful?

Scenario 2:
You need to decide between two training programs. You want to organize information about cost, schedule, location, and program benefits. This will help you decide which program to choose.
1. Which resources or tools would be MOST helpful for organizing the information and completing the task? Put a checkmark next to 2-3.
[image: PA Adult Education Resources logo]Using Information 4.2: Organizes and Uses Information


[image: PA Adult Education Resources logo]Using Information 4.2: Organizes and Uses Information


Last revised: 04/17/26
Sources: (2025). Indeed Editorial Team. How To improve your observation skills in 9 steps. Indeed. 
https://www.indeed.com/career-advice/career-development/improve-observation-skills; Adapted from 
Transferable Skills Help Sheet, PA Adult Education Resources, 2025.	1
Last revised: 06/16/26
Sources: Carman, P., Hamilton, K., Webster, S., & Williams, M. (2004). Exploring work-based foundation skills in the ABLE classroom. Institute for the Study of Adult Literacy, Penn State University; Adapted from Transferable Skills Help Sheet, 
PA Adult Education Resources, 2025.	1
☐ Folders
☐ Charts or graphic organizers
☐ Computer files
☐ Sticky notes
☐ Lists or outlines
☐ Spreadsheets
☐ Other:	

2. Why would these resources or tools be helpful?

1. 
Skill Application
Directions: Think about something you need to do at work, home, school, or in your community. Organize the information you need to complete your task. Set a timer for 10-15 minutes.

Examples:
· A grocery list
· Homework assignments
· Utility bills
· Customer voicemails
· Class notes
· Appointments or schedules
· Household chores

1. What information do you need to organize?

2. What tools or resources could help you organize the information?
☐  Folders
☐  Charts or graphic organizers
☐  Computer files
☐  Sticky notes
☐  Lists or outlines
☐  Spreadsheets
☐  Other:	

3. What information is most important for completing your task?

4. How can organizing information help you complete a task better?
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