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Feature Story 
Objectives 

Time Management 
 

CLB competency 
outcomes  
Listening:  
Reading: 
Speaking: 
Writing: 

L: Identify factual details and some implied meanings in extended 
narration 
R: Demonstrate comprehension of a two or three page moderately 
complex extended description, report, or narrative on a familiar 
topic 
S: (Global Descriptor) Pronunciation errors rarely impede 
communication. 
W: Demonstrates good control over common sentence patterns, 
coordination and subordination, and spelling and mechanics. 

Language skills 
Vocabulary: Use vocabulary words in context  

Grammar: Understand and use contractions 

Pronunciation: Identifying and using thought groups 

Language Activities (in order of appearance in materials) 

 Answering comprehension questions and discussion questions about 
a short background text on procrastination 

Completing pre‐listening activities to build vocabulary and prepare 
learners for audio 
Listening to the audio to identify facts and details 
Listening to audio to develop listening transfer skills 
Identifying thought groups in audio transcript 
Identifying meanings of contracted forms 
Completing pre‐ reading vocabulary activity 

Identifying the main idea 
Identifying details in a reading activity 
Identifying main and supporting ideas in writing 
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Introduction 

Before you read, think about the following questions.  

Do you usually leave things to the last minute, or do you start and finish projects early?  

Why do you think some people always leave work until just before it needs to be done? 

Background Reading:  

Procrastination 

Procrastination means delaying working on difficult or unpleasant activities.  Even very organized 

and efficient people occasionally procrastinate. However, according to Psychology Today*,20% of 

people have a serious problem with procrastination.  For these people procrastination can cause 

anxiety and lower their performance at work.   It may even affect their home lives if day-to-day 

tasks such as cleaning are continually put off. There are many different theories as to why people 

procrastinate.  Some people think it is simply caused by laziness, while some believe that it is 

caused by a fear of not being good enough to complete a task.  Others think it is something 

people are born with.  Whatever the cause, procrastination can be a big problem if it becomes 

chronic. 

*http://www.psychologytoday.com/basics/procrastination 

 

Background Reading: Questions 

Understanding the reading 

1) What does procrastination mean? 

2) Do organized people ever procrastinate? 

3) What percentage of people have a problem with procrastination? 

4) What is one theory about why people procrastinate? 

Food for thought 

5) Do you know anyone who has a serious problem with procrastination? How has 
procrastination affected his/her life? 

http://www.psychologytoday.com/basics/procrastination
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The Audio 

In this Audio, you will hear CBC journalist Rick Harp interviewing Margot Ross Graham, a workplace 

columnist with CBC News Edmonton. 

 

Do you ever procrastinate? If so, what types of tasks do you typically put off until the last minute? 

What are some things you can do to help avoid procrastinating?  

 

Now listen to the Audio – the introduction is here to help you get started… 

 

 

SPEAKER TITLE:  PROCRASTINATION TIME 

Rick Harp Procrastination. It’s the bane of many a boss, but ultimately it’s no fun for 

employees either. Here with her advice on how to deal with it at the office is our 

workplace columnist, Margot Ross Graham. Good morning, Margot. 

0:00 

Margot 
Ross 
Graham 

Good morning, Rick.  0:13 

Rick So why don’t we start our conversation off with one of your favourite examples of 

workplace procrastination.  

0:14 
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Vocabulary 

The words below are from the audio. The definitions are next to the words.   

Read the definitions then complete the sentences. 

 

WORD DEFINITION 

1. bane (noun) something or someone who causes constant annoyance and 

anger to a person 

2. ultimately (adverb)  finally, in the end, most importantly 

3.   performance reviews 

(noun phrase) 

Formal assessments of how well an employee is doing in his/her 

job  

4. milestones (noun) important moments in the progress of something or someone 

5. flashing back (phrasal verb) suddenly remembering something 

6. a bunch (noun) a lot of  

7. systematically (adverb) carefully with a method or plan 

8. impact (noun) effect 

9. productivity (noun) the ability of someone or something (e.g., a company) to get 

things done  

10. bottom line (noun) the amount of money a company makes or loses 

11. perspective (noun) point of view or way of looking at something 

12. overwhelmed (adjective) feeling like something is too much to handle 

13. get the ball rolling 

(expression) 

get something started 

14. awareness (noun) realizing something is happening 

15. panicking (verb) feeling strong anxiety about something 
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Use the vocabulary words (questions 1-15) above to complete the sentences. The first one is 

done for you. (Answers can be found in the appendix.) 

 

1. I started panicking when I couldn’t get the bathroom door to open.  

2. A person who sleepwalks can have conversations with someone but have no 

_______________ that he or she is doing it.  

3. My least favourite thing about work is getting _______________. I am always worried 

that they will be negative.  

4. Too many people calling in sick to work can hurt the _______________.  

5. Marriage is one of the most important _______________ in a person’s life.  

6. I can’t go to the movies tonight. I have _______________ of things I need to finish by 

tomorrow.  

7. I keep _______________ to the first job I had.  I liked it a lot more than this one and I 

wish I hadn’t quit.  

8. I would like a man who has money, but _______________ love is the most important 

thing.  

9. I lost my ring in the backyard.  Tonight we are going to search for it slowly and 

_______________.  

10. My teacher has had a huge _______________ on my life. It is because of her that I am 

planning to go to university.  

11. If we don’t increase our _______________ this company will never make money.  

12. I like to travel because it gives me new _______________ on my  work and my life.  

13. I have two job AND I have three assignments due this week. I feel completely _________.  

14. If we dance together, maybe it will _______________ and other people will join us.  

15. My brother is the ___________ of my existence. He drives me crazy! 
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Listening for meaning  

Read and answer the following questions.  

1. What is Margot’s favorite example of procrastination? 
 
 
 

2. What is another example she gives of something that people tend to procrastinate over? 
 
 
 

3. What is something Rick said he procrastinated doing? 
 
 
 

4. What is one way procrastination can lower productivity? 
 
 
 

5. What is one way that is suggested for getting procrastination under control? 
 
 
 

6. Does Margot think most people are aware of their procrastination? 
 
 
 

7. Why do some people think procrastination can be a good thing? 
 
 
 

8. Does Margot agree that procrastination can be a good thing? Why or why not? 
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Listening strategies – Taking notes with a word web 

Listen to the podcast again 

The goal of the listening strategies section of the monthly feature lesson is to help you to improve 

your listening skills for all listening situations– not just this audio. 

While you are listening, complete this word web. Focus on writing only the most important info. Note 

that every circle has at least 3 examples given in the audio. A few are provided to help you start. 

(See the appendix for a sample answer.)  

 
 
 
 
 
 
 
          

              1. Examples   
 
 
 
           

 

 
 
 
 
    
 
 

 
 
 
 
 
 
 
 
 
 

  

 

 

PROCRAST- 
INATION 

 
2. Reasons 

 

3. Negative 
Effects 

 

4. How to 
Avoid 

Finishing big 

milestone projects 

Performance Reviews 

Seems like such 
big project 
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Building Speaking Skills 

Pronunciation: Thought groups. 

When speaking in English, some words get grouped together into thought groups.  Listen to 

the excerpt below and notice where the thought groups (//) are marked.  

Margot Rick, I’m not sure if it’s my favourite example, //  but I can tell you that it’s a really 

common example  //  and it’s actually things that we’ve talked about // and I would 

say the biggest one is performance reviews.//  Procrastination from both the person 

doing it //   and the person getting it  //  and it’s definitely one of those things that // 

people will put off – // I’ll get to it later, //  it’s a big project, // I hope I’ll finish it –//  

It’s a really common thing // that people procrastinate on 

0:20 

 

Thought groups make speech easier to understand and nicer to listen to.  If you pause in the 

wrong place, or don’t pause at all, it can make your speech more difficult to understand. Now 

listen to another excerpt and try to mark where the speaker uses thought groups.  

(Answers can be found  in the appendix.) 

 

Margot I think there’s a number of things that people can do. I think what they can do is 

they can try to, at the very least, take the next action and so think of that project 

when it just is so huge and you’re overwhelmed,  take a step to get you started  

and to get the ball rolling.  And that step may just be a simple, little step. It may be 

a bit of research, it may be signing off on a document that you had to pass off, but 

a little step to get you started is a big tip to help with procrastination.  

2:59 

 
Now listen to both excerpts several times and practice saying them with thought groups. You 

can speak at the same time as the speaker, or, if she is too fast, you can listen and then 

practice.  
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Grammar Activity – Contractions 
 

Contractions are a very common part of spoken language. They are correct and are not slang 

forms. Using contractions in writing, in a kind of spoken ‘voice,’ is very common and is usually 

acceptable in emails. 

Look at the following sentences from the audio. Can you quickly recognize the meaning of the 

contracted forms? (You may need to look at the transcript in the appendix to see the full 

meaning of the sentences.)  

Write each word in full form. Challenge yourself to complete the activity in less than five 

minutes. The first one has been done for you. (Answers can be found in the appendix.) 

 

1. Rick, I’m not sure if it’s my favourite example...    [0:20] 

Rick, I am not sure if it is my favourite example... 

2. ... and it’s actually things that we’ve talked about...    [0:20] 

 

3. I’ll get to it later, it’s a big project, I hope I’ll finish it...  [0:20] 

 

4. I haven’t started this thing that’s due in June.   [0:20] 

 

5. Oh boy, I’m flashing back to university...   [1:05] 

 

6. ... often when I talk to someone who’s a procrastinator... [1:20] 

 

7. ... she said, “I don’t often know where to start,”...  [1:20] 

 

8. ... sometimes even if you’re really going to get paid ...  [2:08] 

 

9. Another question I’d have about that ...   [3:27] 

 

10. But you can’t get everything done and you’ll absolutely ... [3:35] 
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Reading Activity - Strategies for Success in Searching for Work 

Alberta Government website: www.alis.alberta.ca   

Before you read: Pre-Reading Vocabulary 

The following vocabulary activity will help you to understand the reading below. 

Match each word/idiom to its correct definition. 

The first one is done for you. (Answers can be found in the appendix.) 

1. qualifications H A.  to sell; to advertise; to promote  

2. to measure up  B.  to put too low a value on your abilities/skills 

3. expectations  C.  an amount of money used for a special purpose 

4. to sell yourself 

short 

 D.  doing something in a way that doesn’t waste 

time/resources/energy 

5. productive  E.  to be as good as expected or needed 

6. to market  F.  to deal with something successfully 

7. efficiently  G.  to be unprepared, not ready for something 

8. to handle  H. special skills or knowledge needed to do a job 

9. to be caught off 

guard 

 I.  the strength or force that allows something to 

continue growing stronger /faster over time 

10. funds  J.  doing or achieving a lot 

11. to stop and smell 

the roses 

 K.  a belief about how successful/good/etc. 

something or someone will be 

12. momentum  L.   to stop being busy and enjoy the pleasant 

things in life 

 

(Definitions adapted from: www.learnersdictionary.com ) 
 

Now look on the next three pages at the work search strategies published by the Alberta 

Government (Source: http://alis.alberta.ca/pdf/cshop/AdvancedTechniques.pdf) 
  

http://www.alis.alberta.ca/
http://www.learnersdictionary.com/
http://alis.alberta.ca/pdf/cshop/AdvancedTechniques.pdf


© CBC 2011 Permission is granted reproduction of these pages for educational purposes only.  
For more information on copyright please see http://www.cbc.ca/permissions/ 

12 

Strategies for Success in Searching for Work 

Maintaining a positive attitude 
 
When you’re unemployed or unhappy in your current position, worried about money, anxious 
about how your qualifications measure up and afraid of rejection, you may sometimes find 
yourself struggling to maintain a positive attitude. Your self-confidence is a vital element in 
your work search—employers want to hire people who believe in themselves. Yet nothing 
destroys your self-confidence faster than a descent into negativity, worry and fear. This text 
looks at strategies for maintaining the positive attitude that will support your self-confidence. 
 
These suggestions will help you: 

• recognize and change self-defeating thoughts 
• take care of yourself 
• prepare for your next work search 

 
Recognizing and changing self-defeating thoughts 
What you think about yourself affects both your expectations and behaviour. If you think you 
can’t succeed (for example, “No one will hire me because I was fired” or “I’m too old/ too 
young/ not educated enough”) you’ll feel defeated by your negative thoughts before you even 
begin your work search and may act in ways that are likely to create negative results. 
If any of the following thoughts seem familiar, consider the responses carefully. 
 
I’ll take any job I can get. 
You’re probably selling yourself short. You’re a unique individual with many skills and interests. 
There are many things you can do. Which interests will lead to the most productive use of your 
skills and abilities? What type of work will satisfy you? If you don’t know what kind of work 
you’re looking for, you risk taking jobs you don’t like or aren’t well suited for. Targeting your 
work search is much more effective than widely distributing hundreds of resumés that aren’t 
relevant to the employer or the position.  

 
I’m only qualified for one type of work. 
If you think you’re only qualified to work at what you’re trained for or have done in the past, 
you may be unnecessarily limiting your options. Stop thinking in terms of job titles and start 
thinking about your skills. For example, teachers have communication skills, organizational skills 
and leadership skills. Hairstylists must be skilled at making customers feel comfortable, 
marketing products, dealing with cash and working efficiently. These skills are required in many 
types of work, not just teaching and hairstyling. 

 
I have no idea what I want. 
Try making a list of things you don’t want to do. Then take each item on the list and rewrite it to 
state what you do want. For example, if you don’t want to work shifts, say “I want to work 
regular weekday hours” or whatever is appropriate in your circumstances.  
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Career and employment counsellors can help you explore possibilities. Career planning 
workshops and tools will help you understand yourself better. However, you know yourself best 
and only you can decide what type of work will: 

• be interesting and meaningful for you 
• pay well enough 
• other requirements (hours, location, benefits, organizational culture) 

 
Coping with emotional highs and lows 
Even if you haven’t been laid off or fired, you’ll likely experience emotional highs and lows as 
you progress through your work search. It’s important to have realistic expectations. Prepare 
yourself emotionally and financially for a work search that could take six months or longer. You 
may find work sooner than that, but keeping your expectations reasonable will help you keep 
your emotions stable. 
 

One of the best ways to cope with emotional highs and lows is to talk about your feelings. Don’t 
shut out the people who care about you. Acknowledge and talk about your deepest emotions 
with people you trust. Keep a private journal and use it to write out your fears and frustrations. 
If you reach the point where you feel you can’t cope, talk to a professional counsellor. Reach 
out to organizations such as the Canadian Mental Health Association (Alberta Division) at 
www.cmha.ab.ca to find the services you need. 

 
Taking care of yourself 
Be good to yourself. Set yourself up for success. If you’re unemployed, spend as much time 
each day on your work search (networking, researching, contacting employers, preparing your 
marketing tools and planning your strategies) as you would at work. 
 
The harder and smarter you work at finding work, the sooner you’ll succeed and the happier 
you’ll be with what you find. Include people in your work search process who will help you keep 
progressing.  Work as efficiently and effectively as you can by: 

• getting organized 
• being creative 
• being financially responsible 

• handling rejection 
• maintaining your energy 

  

Getting organized 
Being organized will help you feel more confident and professional. Most importantly, all the 
information you need to succeed in your work search will be at your fingertips. Keep all of your 
work search papers in a set of file folders, an expanding file or a three-ring binder arranged in 
the following sections: 

• information about you, your skills and accomplishments 
• information about your market (news clips about interesting organizations, magazine  

articles about employment trends, notes you write when you get an idea, etc.) 
• employer contact information and related notes, including names, phone numbers,  

dates contacted, outcomes and when to call back, as well as your marketing 
tools, all versions of your resumé and cover letters and thank you letters or cards 

• Organize a system to record your actions and monitor your progress 

 

http://www.cmha.ab.ca/
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Being financially responsible 
If you’re currently unemployed or soon will be, there are at least three reasons for dealing with 
any concerns you may have about money now: 

1. Worrying about money drains energy you need for your work search. 
2. If employers get the impression that you want to work for them only because you  

need the money, they probably won’t hire you. 
3. If you’re worried about money, you’re more likely to accept work you don’t really  

want. If you don’t like the work, you’ll be looking for work again much sooner. 
Plan ahead so you aren’t caught off guard by work search expenses. You’ll need appropriate 
clothing and shoes, stationery supplies and funds for things such as transportation and postage. 
Your work search could take months. You’ll find help with the budgeting process and cutting 
your expenses as well as other information in the publication Stretch Your Dollars: Budgeting 
basics, available online at http://alis.alberta.ca/publications . 

 
Handling rejection 
It’s not uncommon to experience rejection at some point in the process. Don’t let rejection 
erode your confidence. Instead, use it to your advantage—take positive, appropriate action to 
learn from the experience. Analyze your work search tools and strategies and look for ways to 
improve. For example, rework your resumé or move your networking activities into high gear. If 
you’re not sure how you can improve, gather feedback by: 

• asking colleagues, mentors, friends/family about your marketing tools & strategies 
• talking to a career and employment counsellor at an Alberta Employment and  

Immigration service centre or to an Career Information Hotline advisor  
• following up with employers  

 
Maintaining your energy 
Looking for work is hard work. It can take a lot of energy—mentally, emotionally and physically. 
Many people say it’s one of the toughest things they’ve ever had to do. To maintain your 
positive attitude and renew your hope, remember to stop and smell the roses from time to 
time. Ask for support from friends and family members. Reward yourself when you’ve worked 
hard. Do things that help to reduce your stress and increase your energy. There are plenty of 
inexpensive ways to reward yourself and maintain momentum. Here are a few possibilities:

• run, jog, lift weights, work out 
• walk the dog 
• go for a bike ride 
• read a book, cover to cover 
• watch a favorite movie 
• do a crossword puzzle 
• listen to your favorite music 
• walk in a park 
• visit a museum 
• time with friends & family 

• attend a free concert 
• draw 
• build something 
• skate 
• read cartoon books or comics 
• dance 
• do some gardening 
• take a long bubble bath surrounded 
by candlelight and music. 

 
 

 
More info about work search strategies can be found in the full online document at: 

http://alis.alberta.ca/pdf/cshop/AdvancedTechniques.pdf 

http://alis.alberta.ca/publications
http://alis.alberta.ca/pdf/cshop/AdvancedTechniques.pdf
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Reading for meaning 

 

Below you will see several headings from the reading.  For each heading write ONE sentence 

that summarizes the main idea of that section. The first one is done for you. Make sure you 

don’t use the exact same words as the reading (answers can be found in the appendix.) 

 

1. Maintaining a positive attitude 

Keeping a positive outlook will help you find a job because employers prefer hiring 

people who are confident.  

 

2. Coping with emotional highs and lows 

 

 

 

3. Getting organized 

 

 

 

4. Handling rejection 

 

 

 

5. Maintaining your energy 
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Reading Strategies 

Guess the question 

Read the “Strategies for Success in Searching for Work” text, one more time. As you are reading, keep the 

following words in mind. You will create questions about work search strategies using these words: 

 1. maintain attitude 
 2. recognize thoughts 
 3. cope  lows 
 4. take care of yourself 

 5. get   organized 
 6. be  responsible 
 7. handle  rejection 
 8. maintain energy 

 

 

Then, find the answers to the questions in the text and write them in the spaces below. Here’s an example: 

 

1. How can you maintain a positive attitude? _________________________________________________? 

Recognize and change self-defeating thoughts, take care of yourself, and prepare for your next work 

search. 

2. What are some _______________________________________________________________________? 

 

 

3. What is one of the best ways to __________________________________________________________? 

 

 

4. What are five ways ____________________________________________________________________? 

 

 

5. Why is it _____________________________________________________________________________? 

 

 

6. Why is it important ____________________________________________________________________? 

 

 

7. Who can you _________________________________________________________________________? 

 

 

8. What are five things ___________________________________________________________________? 
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Writing Activity 

Understanding complex sentences 

Some English sentences are very long, and it can be difficult to understand what the main idea is.  

 

Complex Sentences 

A complex sentence has more than one subject and verb, but only one main subject and verb.  

The main subject and verb are called the independent clause, while the subject and verb that are not 

the main ones are called the subordinate clause. The subordinate clause is extra, supporting 

information; it is not as important as the independent clause. 

  

Example Complex Sentences 

     Independent Clause = underlined       Subordinate Clause = [in brackets] 

     Main Subject / Verb / Object = bolded 

 
• [If any of the following thoughts seem familiar,] consider the responses carefully.   

• Prepare yourself emotionally and financially for a work search [that could take six months or longer.] 

• Include people in your work search process [who will help you keep progressing.]  

 

Common Subordinating Conjunctions 

The following subordinating conjunctions are often used at the beginning of a subordinate clause to 

signal that what follows is extra, subordinate information: 

after, although, as, as long as, as soon as, because, before, except for, how, if, like, once, since, that, 

though, unless, until, what, when, whenever, where, whereas, wherever, which, while, who, why  

 

Writing Practice Activity 

The following complex sentences are taken from the Alberta Government’s article on work search strategies.  

Identify what is the main idea (independent clause), and what are the supporting ideas (subordinate clauses). 

 

1. When you’re unemployed or unhappy in your current position, worried about money, anxious 

about how your qualifications measure up and afraid of rejection, you may sometimes find 

yourself struggling to maintain a positive attitude. 

Main Idea: You may sometimes find yourself struggling to maintain a positive attitude. 

Supporting Idea(s): 1) When you’re unemployed or unhappy in your current position, worried 

about money, anxious about how your qualifications measure up and afraid of rejection 
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2. If you think you can’t succeed you’ll feel defeated by your negative thoughts before you even 

begin your work search and may act in ways that are likely to create negative results. 

Main Idea: 

Supporting Idea(s): 

 

 

 

3. Targeting your work search is much more effective than widely distributing hundreds of resumés 

that aren’t relevant to the employer or the position.  

Main Idea: 

Supporting Idea(s): 

 

 

 

4. If you’re unemployed, spend as much time each day on your work search (networking, 

researching, contacting employers, preparing your marketing tools and planning your strategies) 

as you would at work. 

Main Idea: 

Supporting Idea(s): 

 

 

 

5. If employers get the impression that you want to work for them only because you need the 

money, they probably won’t hire you. 

Main Idea: 

Supporting Idea(s): 
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Links 

Links to the community 

For more information about different occupations in Alberta, check out the ALIS website: 

http://alis.alberta.ca 

 

Browse the Alberta Programs & Services website to see information on all types of topics, such as 

Community & Recreation, Health, and Law & Citizens’ Rights. To find specific information about job 

searching, click on “Job Seekers” under the “More Audiences” heading. 

http://www.programs.alberta.ca/  

 

The Live & Work in Alberta website also has many job search resources. Under the “Education” 

tab, you can learn about applying for college or university. Under the “Employment” tab, you can 

browse articles about job hunting, writing resumes, and volunteering.  

http://www.liveworkalberta.com/   

 

Job bank websites are like the Help Wanted ads in newspapers. You can look at these kinds of 

websites to find information about local jobs. Here are two popular job bank websites: 

http://www.workopolis.com/   http://jobsearch.monster.ca 

 

The websites below has many articles from Pyschology Today all about procrastination! 

http://www.psychologytoday.com/blog/the-procrastination-equation 

 

Links for language learning 

Truly a collection of “many things” about learning English, this site has everything from vocab and 

grammar to listening and speaking. Browse this site for activities to help you improve your English. 

http://www.manythings.org/pp/ 

 

The National Film Board of Canada has hundreds of films for you to watch from your computer. Try 

watching some videos and learn about Canadian history and culture. 

www.nfb.ca 

 

Rachel’s English has many activities for improving your pronunciation and speaking skills. Watch a 

video, try an imitation exercise, and browse her blog for even more great tips. 

http://www.rachelsenglish.com/   

 

BigThink has interesting videos about all sorts of topics and many of the speakers are experts.  

http://bigthink.com/ 

http://alis.alberta.ca/
http://www.programs.alberta.ca/
http://www.liveworkalberta.com/
http://www.workopolis.com/
http://jobsearch.monster.ca/
http://www.psychologytoday.com/blog/the-procrastination-equation
http://www.manythings.org/pp/
http://www.nfb.ca/
http://www.rachelsenglish.com/
http://bigthink.com/
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Appendix - Answer Keys 

Introduction 

Before you read, think about the following questions.  

Do you usually leave things to the last minute, or do you start and finish projects early?  

Why do you think some people always leave work until just before it needs to be done? 

Answers will vary. 

 

Background Reading: Questions 

Understanding the reading 

1) What does procrastination mean? Delaying working on unpleasant activities 

2) Do organized people ever procrastinate? Yes, occasionally 

3) What percentage of people have a problem with procrastination? 20% 

4) What is one theory about why people procrastinate? It is laziness, it is a fear of not being 

good enough to complete a task or it is something people are born with.  

 

Food for thought 

5) Do you know anyone who has a serious problem with procrastination? How has 

procrastination affected his/her life? 

Answers will vary. 

 

Pre-listening vocabulary 

1. I started panicking when I couldn’t get the bathroom door to open.  

2. A person who sleepwalks can have conversations with someone but have no awareness 

that he or she is doing it.  

3. My least favourite thing about work is getting performance reviews. I am always worried 

that they will be negative.  

4. Too many people calling in sick to work can hurt the bottom line.  

5. Marriage is one of the most important milestones in a person’s life.  

6. I can’t go to the movies tonight. I have a bunch of things I need to finish by tomorrow.  
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7. I keep flashing back to the first job I had.  I liked it a lot more than this one and I wish I 

hadn’t quit.  

8. I would like a man who has money, but ultimately love is the most important thing.  

9. I lost my ring in the backyard.  Tonight we are going to search for it slowly and 

systematically.  

10. My teacher has had a huge impact on my life. It is because of her that I am planning to go 

to university.  

11. If we don’t increase our productivity, this company will never make money.  

12. I like to travel, because it gives me new perspectives on my work and my life.  

13. I have two jobs AND I have three assignments due this week. I feel completely 

overwhelmed.  

14. If we dance together, maybe it will get the ball rolling and other people will join us.  

15. My brother is the bane of my existence. He drives me crazy! 

 

Listening for meaning 

1. What is Margot’s favorite example of procrastination? 
Her favourite example is performance reviews.  
 

2. What is another example she gives of something that people tend to procrastinate over? 
Big projects and milestones. 

3. What is something Rick said he procrastinated doing? 
Writing his thesis. 
 

4. What is one way procrastination can lower productivity? 
It can have a negative effect on how and when you respond to customers.  

5. What is one way that is suggested for getting procrastination under control? 
Take the next small step instead of thinking of the whole project.  
 

6. Does Margot think most people are aware of their procrastination? 
No, most are not.  
 

7. Why do some people think procrastination can be a good thing? 
They say they get energized by leaving things or that they do a better job when they are 
rushed.  

8. Does Margot agree that procrastination can be a good thing? Why or why not? 
No, she thinks that people fool themselves into thinking it is good but that it actually 

causes them to miss things, to run out of time, or to take longer to complete a task.  
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Listening strategies – Taking notes with a word web 

Sample Answer Key 

Please note that students’ word webs may vary slightly. 

 

 
 
 
 
 
 
 
          

              1. Examples   
 
 
 
           

 

 
 
 
 
    
 
 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

PROCRAST- 
INATION 

 
2. Reasons 

 

3. Negative 
Effects 

 

4. How to 
Avoid 

Finishing big 

milestone projects 

 

Hard to break into 
small pieces 

Performance Reviews Writing univ. thesis 

Seems like such 
big project 

Seems  
“mountainous” 

Neg. effect on 
customer interactions 

Run out of time & takes 
longer in the end b/c panic 

 

How & when you 
respond to customers 

Take 1st step to get 
the ball rolling 

Set smart little 
achievable goals 

 

Set goals to a  
realistic time frame 
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Building Speaking Skills 

Pronunciation: Thought groups. 

Margot I think there’s a number of things that people can do. // I think what they can do 

//is they can try to,// at the very least, //take the next action // and so think of 

that project when it just is so huge // and you’re overwhelmed, // take a step //  

to get you started // and to get the ball rolling. // And that step may just be a 

simple, little step. // It may be a bit of research, //it may be signing off on a 

document that you had to pass off, // but a little step to get you started // is a big 

tip to help with procrastination.  

2:59 

 
Grammar Activity – Contractions 
 

1. Rick, I’m not sure if it’s my favourite example...    [0:20] 

Rick, I am not sure if it is my favorite example... 

2. ... and it’s actually things that we’ve talked about...    [0:20] 

... and it is actually things that we have talked about... 

3. I’ll get to it later, it’s a big project, I hope I’ll finish it...  [0:20] 

I will get to it later, it is a big project, I hope I will finish it... 

4. I haven’t started this thing that’s due in June.   [0:20] 

I have not started this thing that is due in June. 

5. Oh boy, I’m flashing back to university...   [1:05] 

Oh boy, I am flashing back to university... 

6. ... often when I talk to someone who’s a procrastinator... [1:20] 

... often when I talk to someone who is a procrastinator... 

7. ... she said, “I don’t often know where to start,”...  [1:20] 

... she said, “I do not often know where the start,” ... 

8. ... sometimes even if you’re really going to get paid ...  [2:08] 

... sometimes even if you are really going to get paid ... 

9. Another question I’d have about that ...   [3:27] 

Another question I would have about that ... 

10. But you can’t get everything done and you’ll absolutely ... [3:35] 

But you cannot get everything done and you will absolutely ...  
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Reading Activity –  

Pre-Reading Vocabulary 

 

1. qualifications H A.  to sell; to advertise; to promote  

2. to measure up E B.  to put too low a value on your abilities/skills 

3. expectations K C.  an amount of money used for a special purpose 

4. to sell yourself 

short 

B D.  doing something in a way that doesn’t waste 

time/resources/energy 

5. productive J E.  to be as good as expected or needed 

6. to market A F.  to deal with something successfully 

7. efficiently D G.  to be unprepared, not ready for something 

8. to handle F H. special skills or knowledge needed to do a job 

9. to be caught off 

guard 

G I.  the strength or force that allows something to 

continue growing stronger /faster over time 

10. funds C J.  doing or achieving a lot 

11. to stop and smell 

the roses 

L K.  a belief about how successful/good/etc. 

something or someone will be 

12. momentum I L.   to stop being busy and enjoy the pleasant 

things in life 

 

(Definitions adapted from: www.learnersdictionary.com ) 

 

 

 

 

 

 

 

http://www.learnersdictionary.com/
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Reading for meaning 

Answers will vary. The answers below are examples.  

 

1. Maintaining a positive attitude 

Keeping a positive outlook will help you find a job because employers prefer hiring people 

who are confident.  

 

2. Coping with emotional highs and lows 

It is important to talk about your feelings and set reasonable expectations in order to 

cope with the highs and lows that come with searching for a job.  

 

3. Getting organized 

Organizing your work search with a binder can help you be efficient and confident as you 

look for work. 

 

 

Handling rejection 

Try to treat rejection in a positive way and get as much feedback as you can from 

colleagues and councilors.   

 

 

4. Maintaining your energy 

Try doing things you enjoy such as occasionally going to a concert to keep yourself 

energized and positive.  
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Reading Strategies 

 
Reading Strategies Answer Key 

*Please note that questions and answers may vary. Examples are provided below for reference. 

 

1. How can you maintain a positive attitude? _________________________________________________? 

Recognize and change self-defeating thoughts, take care of yourself, and prepare for your next work 

search. 

 

2. What are some self-defeating thoughts you should recognize and change?_______________________? 

Thoughts such as, “I’ll take any job I can get,” “I’m only qualified for one type of work,” and “I have no 

idea what I want,” are negative and should be changed. 

 

3. What is one of the best ways to cope with emotional highs and lows?____________________________? 

Acknowledging your feelings and speaking with people you trust about your deepest emotions is one of 

the best ways to cope with emotional highs and lows. Writing in a journal can also help.  

 

4. What are five ways you can take care of yourself?___________________________________________? 

Get organized, be creative, be financially responsible, handle rejection, and maintain your energy. 

 

5. Why is it important to get organized?______________________________________________________? 

It will help you feel more organized and professional, and most importantly, all the information you need 

to succeed in your work search will be at your fingertips. 

 

6. Why is it important to be financially responsible?____________________________________________? 

Worrying about money drains energy, employers don’t like hiring people who only work because they 

want money, and you’re more likely to accept work you don’t like and be unhappy in your job. 

 

7. Who can you talk with to help you handle rejection?_________________________________________? 

Talking with former colleagues, mentors, friends, family members, a career and employment counsellor 

at an Alberta Employment and Immigration service centre, a Career Information Hotline advisor, or 

employers can help you handle rejection and become better prepared for your next job 

application/interview. 

 

8. What are five things you can do to maintain your energy?_____________________________________? 

(Choose five examples from the eighteen listed in the reading, or think of your own.) 
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Writing Practice Activity 

1. When you’re unemployed or unhappy in your current position, worried about money, 

anxious about how your qualifications measure up and afraid of rejection, you may 

sometimes find yourself struggling to maintain a positive attitude. 

Main Idea: You may sometimes find yourself struggling to maintain a positive attitude. 

Supporting Idea(s): 1) When you’re unemployed or unhappy in your current position, worried 

about money, anxious about how your qualifications measure up and afraid of rejection 
 

2. If you think you can’t succeed you’ll feel defeated by your negative thoughts before you even 

begin your work search and may act in ways that are likely to create negative results. 

Main Idea: You’ll feel defeated by your negative thoughts ... and may act in ways 

Supporting Idea(s): 1) If you think you can’t succeed   2) Before you even begin your work search 

                                   3) Ways that are likely to create negative results. 
 

3. Targeting your work search is much more effective than widely distributing hundreds of 

resumés that aren’t relevant to the employer or the position.  

Main Idea: Targeting your work search is much more effective 

Supporting Idea(s): 1) Than widely distributing hundreds of resumes        

                                   2) Resumes that aren’t relevant to your employer or the position. 
 

4. If you’re unemployed, spend as much time each day on your work search (networking, 

researching, contacting employers, preparing your marketing tools and planning your 

strategies) as you would at work. 

Main Idea: Spend as much time each day on your work search as you would at work. 

Supporting Idea(s): 1) If you’re unemployed                         2) (networking, researching, contacting 

employers, preparing your marketing tools and planning your strategies)  
 

5. If employers get the impression that you want to work for them only because you need the 

money, they probably won’t hire you. 

Main Idea: They [employers] probably won’t hire you. 

Supporting Idea(s): If employers get the impression that you want to work for them only 

because you need the money 
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Appendix – Transcript 

SPEAKER TITLE:  PROCRASTINATION TIME 

Rick Harp Procrastination. It’s the bane of many a boss, but ultimately it’s no fun for employees 

either. Here with her advice on how to deal with it at the office is our workplace 

columnist, Margot Ross Graham. Good morning, Margot. 

0:00 

Margot Ross 

Graham 

Good morning, Rick.  0:13 

Rick So why don’t we start our conversation off with one of your favourite examples of 

workplace procrastination.  

0:14 

Margot Rick, I’m not sure if it’s my favourite example, but I can tell you that it’s a really common 

example and it’s actually things that we’ve talked about and I would say the biggest one 

is performance reviews. Procrastination from both the person doing it and the person 

getting it and it’s definitely one of those things that people will put off – I’ll get to it later, 

it’s a big project, I hope I’ll finish it – It’s a really common thing that people procrastinate 

on. And the second one is also out of performance reviews and that is one of those big 

milestones that’s down the road. So, say it’s January and it’s a milestone that needs to be 

completed in June. It’s a very common thing that people procrastinate, procrastinate and 

all of a sudden in May you realize, “Oh my gosh! I haven’t started this thing that’s due in 

June.”  

0:20 

Rick Oh boy, I’m flashing back to university when I had to do my thesis and so, and there too I 

mean, it hurt me in the end, right, I mean it hurts everybody who procrastinates. So what 

possible function does it serve or at least give us a sense of why we do it. 

1:05 

Margot You know, it’s an interesting thing and it’s hard to know why we do it, but one of the 

things that I think happens is that people have a hard time looking at something so big – 

so this big, big project, it’s hard to break it down into smaller pieces and often when I talk 

to someone who’s a procrastinator, and I was speaking with someone yesterday, asking 

her, “Well, why do you procrastinate?” and she said, “I don’t often know where to start,” 

and so because it’s just so big, to break it into little steps is really hard, so it’s easier to do 

a bunch of other things that you think is helping you prepare to get started and, really, it 

is you’re just making time of easy things to get done.  

1:20 

Rick Well, I mean, it seems mountainous - 1:55 

Margot It does. 1:57 

Rick And all that implies. Has anyone ever sort of systematically looked at how this can hurt 

productivity? I suppose it depends on the workplace and the project, but still, do we have 

a sense? 

1:58 

Margot I think that it has a huge impact on productivity in a number of ways and I can’t report a 

study for you this morning, but I can tell you that when you think about a number of 

things for example, customer interactions, procrastination can have a really negative 

effect on how you respond to customers, when you respond to customers, sometimes 

even if you’re really going to get paid by that customer. So an example I can think about 

is if you have to bring some information back to a customer, say you have a work order 

change, but you don’t really want to talk to him and you don’t want to get them upset 

and it’s something different, you put it off and you put it off, and all of a sudden it’s too 

2:08 
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late to ask the customer to pay you. So from a bottom line perspective, it has a really 

negative effect on a company. 

Rick So, why don’t we get into your tips on how to get it under control. 2:55 

Margot I think there’s a number of things that people can do. I think what they can do is they can 

try to, at the very least, take the next action and so think of that project when it just is so 

huge and you’re overwhelmed, take a step to get you started and to get the ball rolling. 

And that step may just be a simple, little step. It may be a bit of research, it may be 

signing off on a document that you had to pass off, but a little step to get you started is a 

big tip to help with procrastination.  

2:59 

Rick Another question I’d have about that too is just awareness, because I wonder how many 

of us are even aware that we’re actually procrastinating as we do it.  

3:27 

Margot I think probably we’re not. Some people are very aware and they call themselves 

procrastinators and in some cases, they say, “Well, I get energized by leaving things to 

the last minute and I do a much better job if I just wait until the very end,” and there’s 

lots of people that, I would almost say, fool themselves into believing that that’s a good 

thing, but maybe that is what kicks them into stuff. But, you can’t get everything done 

and you’ll absolutely miss something because you’ll run out of time or you’ll work 

eighteen hours when you could have got that project done in six hours because you’re 

just panicking to get things done. 

3:35 

Rick Do you have other tips? 4:06 

Margot I think another thing that you can do is, do little smart goals. So, look at the large project 

and break it into five or six smaller projects that are achievable in a realistic time frame. 

So, break it down so that you can take a bite at it and see some success and then take 

another bite at it and see some success. 

4:08 

Rick All right, Margot. Thank you. 4:26 

Margot Thanks. Have a great day. 4:28 
 


