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OWWWWW WW%WWW«/MW An wilation
Wil 4 alject bime reading “one on ot meting” and o wote atlached Lo impersonal and
chn e (tan-inducing. Why 1ot vt te emsil 4 an opportinily To prime Tt dnd
fotilivily)

A guick note gots 4 Long way!
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Come Well-Prepanred

| look forward with you for our one-on-one! This is your
meeting so feel free to bring up anything you’d like. Let me
know if you have any questions beforehand

Slowing wp 1o 4 mecting wilh last misrte ideas Lo wot dfficient, and T will make your
employees (el 4z Wongh Wey'ne an aftrthongfl,
Come prpantd with wotes Yt you'd Lbe To discwss including:

" Recogrition fjor then band work

(wher employees (el valued Wein productivily increass)

" Comstructive fedback

" Guwral ebaswations about Hein conribution Te e Tam

" Questions — paroftssional or otber - 1o sbow ntrest in Wm a1 4 person ll anovnd

Question UIMWWM Your One-0m-Ose i3 in & Rt

u WWWWMWWWMyWWMWaémW?
. WMWWWWMWMMW%WMWWWWM
for you?



WHY EMPLOYEES FEEL MORE

MOTIVATED AFTER A ONE-ON-ONE

Sometimes it helps to hear another perspective
and to know that you are on the right track, which
leaves you feeling more accomplished and ready

I know | am helping e
to keep going.

the company.

ELETEEN | leave feeling

more positive

CEEVEER | feel closer
to my manager, team
and / or organization

TN | have an
opportunity to provide
feedback and feel
listened to

| feel as if | am
being heard.

If I have an issue that can be resolved it usually is!
We will at least outline a plan to resolve it.

Prepart guestions inm advance 1o avk emplogees duning 4 ont-om-ont. Some proftrsional and
otlers just 1o 4ot 1o bnow Hhem 4 62 better 41 4 person. You want To create 4 canval

dialogue whne Hhey (el confortable 1o be Wemaelves.

Aok Emplostes 1o Wik Alead

Vost 42 you dbould prepane, B's important To ask employees To come prepantd with apecific
Wings 1o discwan as well.

1. Retrospective howgfts on e past month.
2. Wt ey would Lide 1o work on going [orwand
3. Wwwwwwmawhwmwﬂ&www



o Note: | you can't make 1 1o Mhe mecting [or whalwer rtsson, snd 4
witlou? rescbediling can be buntul a1 your employee Took Hhe Time T
prepane important Yings To discwas.

W%OMWOM:

Stant with e Positive — Ost-om-omes ant not always Hhe mort scttling [or emplogees. Ao
much. 4a Wy are open T eriticiam 1o Yty cam beann and grow, s WU Toudh 1o learn
about your dbort-comings. This i1 why s inportant To s1art off on 4 positive note.

AVOID #he compliment sanduich] s overdone and predictalle. Be gmuine and autbertic with
your opering poritive [tedback 10 Wl when you move o artas of criticiim your tmployee

abready (eds sl in We corversation. But you don't bave 1o tnd on 4 [orcid positive ot - i1
arahes Ue whole sesvion sum orged. The poist is 1o bave opts arnd Lonest commuication, not

AU criticiam should be comtructive and productive. Tink of i 4 concling ratber Yam
oticiying Offer actionable wisys in wlick e emploee can [ te problem or work on 4
solution Togetlen.

Focus on Bllavior



P%&WMWAMM,MWMWOMMMMMM&WZGMW
bebanior, ot Win personality. 1 s carien To changt what you do Wan who you sre.

@ Don't aay: You ane very dnorganiped.

NY 4 Do aay: 11 sems Hhat you bad some roible maraging your  Time for e lant
frofect.

o Note — Be sme Ta bave Hese snsitive comvertations in

« priaat, confidontial plac whins nlopis ful s
To eepress Wemaelyes.

Actively Listen

How To actively Listen:

" Maisain eyt contact

" Offer geotents such a1 4 bead nod 1o sbow your engagement
. PMMWWAV%MMMMM

" Befort jumping inte yowr answer, recap what Hhey've 1aid

Don't be afpaid of silemce in e mecting. [t sllows Time for Ue employee To reffect.



Twm 80/20 Ru&(mymm—w—m melings. AM@W 90%4%1:4”%4
only speak about 20%. That will beby you To learn bow Hhe employee i1 doing or feeling
WWWMV%WMM«’M%&W@.
St Objectives
How 10 St Gosls
% Avoid crtating 4 long and wontalistic Lat of objectives [or Hhe morth.
% Come wp with 1-3 Wings Yat you bolh agpee 1o work on (personal or
profesrional).
4 Ask i wlat wans you can belp support Wem.

X WMM&I&MMM«&MM;M#W.

2 Hove Aifflrent linds of gouls (short and Long Trm) To besp hings actionalle




Note: Remember 1o ke notes during the meeting (uaing
pem and paper, wol 4 Laptop or Tablel 4s 1 acts 4s 4
physical barrien) 10 Uit wotling dlips Wnougf Hhe
crdcha. Wia will bely you 1o follow-up propertyy in Hhe

Wl ont-om-one,

After e One-on One
Adtﬂmftdkdt
OwaﬁmwwWWo{MaWwMu&w&MW You

W%&A&&hmw‘#mﬂwwﬂwwd MWWW To do Mis s 10
MM&M &vwwwmwmwmmfdﬂwww

Thandes [or sbarning and Listening 1o my (edback. | bope 1 will

be bebpful [or you 1o become Hhe beat you can be. | would also

Lt B0 improve my performance a4 & warager 4o well, and

oftimist our ont-om-onts. Do you bave ary [udback 1o offjer
) | would be very grateful for your insighls.

l&wm'lmwmavwm w@mmfdmmﬂayamwfzéwda
e 1ame) You really bave 1o be on We same lvel a0 We employee To etabliod Dt The ley

o il orme-on-ones i T, TMMWW Mlvly



Send 4 Waitten Recap of the Mecting

Witlin one day of the mecting, snd you emplovee 4 recap of what you discussd and e
goals Yot you bave 108 Togthen. Wi ereates 4 4001 of conhract bolding botl. yoursdd) and
And, affter an bowr-long discwssion B's belpful To ettract te main points and darify e
bey Tadeawans o buep e imporlant Hings [ortmost in weryone's minda.

Hert's 4 guick rtcap of owr meeting and Hhe goals we aet for weet time. Lot
mw%wmewwmmwdﬂmgwww&hhw:
Goal 1:

Goal 2:
Goal 3:

[ Look [orward o 0w el ont-om-ome, bt don't berilate 1o rach oull in

WMWWWM%WMo&waMMMWWW
are comfortable wtl e weet sleps.

Mot importantly, be surt To pud action To you intintion. I you promised 1o snd 4 Lint
of lelpful books To rtad on 4 crlain Topic, be st To snd Hhe bt | you offjred 1o Lely.
Yoem ntach 4 goal by coacling em once 4 week, be sune To mate We Lime [or Hhem.,



A promise made and broben is worse Ham not mading eme it Al To nemain eredible and
WM@%%WO{WW,&Mlawwmd.‘rm%w@u%w

WHAT'S THE SIGN OF A GOOD ONE-ON-ONE?

MANAGERS Ttop responses EMPLOYEES

We both contribute.

D active listening : ‘
= Leaving with a sense

Accomplishing something of accomplishment.

Current questions /issues in the meeting like 12%
resolved. having an issue resolved

Having the employee
leave feeling positive,
motivated, and happy

Honest talk about some of
the successes and hurdles
that are currently being
experienced and discussion
on productive ways to move
forward on the challenges/
hurdles.

They leave with a clear
purpose, feeling excited
and appreciated.

Having a safe
environment for open, 1 5%
honest communication

Having a plan and
clear action items

Walking away with a clear idea
of what's next.

Bosuu IW
The 8 Best Questions 1o Ask Dining & Ont-on-One Mecting

1. How's Life - On Uhe sunffpce, Mis dotsn't seem Libe 4 sigpificant question To ask. After dll, some
mémdgons Aefanlt To asding Win question as 4 ondeh whon Wey'se ol sunt bow To ofptn wp 4
ont-on-ont mecting, Howwer, Yis quertion can be sctually quite powerful, i you can embrace 4
geater intention belind 2: To buibd Dust. When asled, most emplogees agpeed on e
importance of baning Dl and & shong pertonal rapporl oing into Hhe ont-on-one. The more



you lomow about 4 coworker's dnean, bollies, (ets, childnen's mames, de., He greater e sense
of Tt Lo, And He geaten the tudt, Yo earin 4 Tough corversation ia. As 4 result, many
mimdgens fick off ere meetings with 4 “@l-to-lomow-you” guestion Lbe, “How's Lfed” o
“How's [imaert spouse’s mame])” on “What are you wp 1o Yo weelund)”

One manager in particnlan enplariypd e importance of Talling about Liffe outside of work way
lofore you wer bane Ye ont-on-one. That way, you build 4 [ourdation of Tt To wit 3 you
weed To bring wp 4 iflficull Topic during your ont-on-ome. Prior To 4 ont-on-ont, bere are some

Weat war younr (it job?

Have you wwer mel arngone [pmons)

Weat ane you rtading iglt mow?

[ you could pick wp 4 mew ikl i an inatard what would 2 fe)
Whe 2o someont you really admine)

Setn sy good movies Lately Ut you'd recommend)

Got dny [avonite quotes

Bl i by sngtling Ly

Weat war your favorite band 10, S, 2 years age) (Depends on e age ramge)
.WMthAmW?

. Wbat's younr [avorite family hradition)

. WMWMZ&WMWWWMWW“Wy

. WM%wwMyouthdomeWWmeMWW?
. Weat's your fpvorite tlace you've wer visited)
-Hwéwww’gwma&ww:’

. What's the best advice your wer beand)

. How do you Libe your egga?

. Do you bave 4 faworite charily you wirk more people lomew about?
. Gol sy plobicr you'd Lde 1o gt 2id of

. Hawe your stunmed anytling you bought Lately) Wiy)
Doyo«waldw/ug"

. Wat's your fpvorite breabdfarst ceneal?

RRREBN RN ERIIIRAADTRI[ISIIITANENN

. What are you worvied about 2ight mow? - Dining 4 ont-on-omt, you want To [igune i here's
angtling botbering am emploges, before T's Too late and ey decide 1o Leave or Hhein prformance
L affected. Few quertions do Ut as well as His ome. Thin question cam belp wnearth e Aeep-
WW,W,MMMWW&M.AWVM%
Win question ia: When's #e las? Time you wese worsied about sometling? Mia quertion is
wﬂwuﬂ%w{%wmﬂﬂmgmyw&wmw

. What rumeors are you bearing Hat you think | should bnow slout?

control. What e rumer mill s saging i1 also offten 4 compans pointing to (laces where people



(el stressed. ok Win guertion To wncover 4 deeper, discorcrting somce of wmtase or (pustration
[or emplogeer. Vou'll wint To pay Atlewtion To Ha,
Wher. ome manager ashed Wis question, 2 bad 4 direed effect on ber entine Team’s morale. She

war able 1o rip 4 smon in Uit bod very quickly about why an employee was [ired.

o N you could be provd of ont accomplishmrnt btween now and wet yean, what would i1 bed
To g1 4 cowerbun Wirding about Hein persenal goals over Hhe 1ot 1ix months, as well as Hhein
Long-Term cartens, ome managir scommended asling Wir quertion. You may ol ¢t 4
mtsrangful rtsponse wery vingle Lime fpom wery emplogee you pore 1 1o, 41 1ome employees
iy [find A il 1o amawer on e spol. Howeer, s 4 il way To spark e initial
corversation with an employee about (utine goals. Not o mention, s 4 more Hougftful
guertion Wan simply asking,” Wlat goals do you bave for yoursel]?)”

. WMWWMWWW7

No one Liler 1o waste Time. Few [eelings ane as stifling and demoraliying, especially in 4 work
1ting. As & resll, ading Wi quesion during 4 one-on-one Lo imperative. Onee you ask Hin
W,&MM%WMMWWWWMWWWWWW
pr1on's Lime won't be wasted.

. Would you Ll mort or less direction [pom me)

Feeling micromanaged s offfn anolber somet of s for an employee — and '3 one of e
morl common. Ao 4 manager, T can be tasy To wnirdutionally gue an emplogee Too much.
guidance. A1 Uhe same Lime, emplogees [ind 1 equally (rustrating when Hhey'se bung ool 1o dry
e value of providing e 2iglt Lvel of spport 41 4 wanager. Aa 4 leader, s question sbows

7"‘”"" M—wm/z.

. Would you Lilke more or less [edlack on your work? 1| o0, what additional [eedback would you
(7Y

Emplogees swmenped suigest arling s question, becanse you're ment Lilely 1o ¢ 4 resounding
“ "HWWMWoéme%Wma{WWMVm
GL"M «ZWMWW 80% of employees 14y, “| want more (eedlack about my

perfjormarnce.” Yow ont-on-ont i1 e perfect opportunily To [yt out eeactly what W o
[eedback someone would Lie.

o Are Hhere any dicisions you'st bung up ond

One of Hhe best ways To bl conch an employee o 1o Giwe M some supporl on 4 decivion Hat
"ne wrertling with. They could be guite distranghl becanse Miey'sne not sne whick path. To Take

~ arnd you can bebp. Avking His guertion during e ont-on-one i1 4 worderful way 1o alleiate



Whether your ome-on-ones are wekdy, once 4 month, or once 4 quanten, I'd bighly encomage you
kWWMWuo{WWMWWwwMW gwwmwf-mwm
of managrs who bave arlud Wese quertions, you're garantud to learn something wew and
MﬂW%ﬁoﬂlwﬂwm.

Ane there any questions NOT 2o ask)
Welt, 9. AMwwMUM'ZWWWWmMXaWWMW,MJM.

“How can | Lelp you”

You would Wird s wold be 4 gpeal question o avk your employees. One CED who lad arlud Y
question countless Lmes found out why be was wrong,

Tle question, “How can | belp you)” bunts employees more Warn 2 belpa.

The otler week, fW/‘WooMo{». OMoﬂmdeW—ACEO—WMMMhWWW
AWZA@@MW%W“M«W HLMWWMMWWWWWWWCMJ
“What i | asked e employese, How can [ Leth you?’ Do you think Hhat's 4 good quertion 1o sk lim 1o
tncowage bim o ypeah wp)” be pondered.

A [ew otber execntives nodded Yain leads. “Veal Hhat sems Lde 4 qood ides,” Wty 14id.

Anetlier worlasbiop participant spole .

“I bate Yt question,” sbe sbared candidly (and 4 bt sheepisbly). “Whes my own manager arks me
Uat, | never bow what To 16v.”

Evergone war perpleced — mystl]) included. How could arling 1o gue bely even be 4 bad 2ing)

But as dbe explained, 3 licked [or me. Despite being well-dertioned, bene ane Ynee reasoms why “How
con | belp youd” 10 4 Benible guestion To stk your emploges.

s Liyy.

WMWM&, “How can | belp you” you'se 1ol offtring any specific ideas or wggertions for bow you
can be more Lelpful. Rathen, you're relying on He emploes 1o do Hhe bard (and delicate) work o
[igring oul bow you weed To improve a1 4 Leaden. Expecting Wt am employee will Wl you what you
dould le doing better witliout presenting dmy Woughtls yoursl o, well, lagy.

11 puds pressint on e employes.

Con you imagine bow dawnting i1 s To Wl your bovs what sbe needs 1o be doing Afferently) That's
whal you're doing when you 4y, “How can | Lelp)” You'ne asking for boles 1o be poled, [or (laws To be



eeposed ... Ard We employes can't 1l 3 you're really ready or 1ot To ban 2. Anytime you'se spealing
W%MM,«'Z'/;MMM. Wemmmmmmwmwww
betweern anm emplogee and an employer. There L't amy incentive for an employee To eritique or 14y
vomething Wl might be perceived wegatively by Men boss. Aa 4 sl “How can | belp you)” puts
pressme on e emplogee 1o give 4 diplomatic ssporae, insttad of an bonest one.

I1's vague.

Wil .... On what project) On wlat anea of e business) Slowld Yy mertion commumication) Slould
ey bring wp ot Wi Wt bappened duning ot mecting last wek) On Lo Hhe boss asding for
vometling more figh-level and srategie) s Tough 1o havow exactly what you'se asding [or as 4 beader,
whern you sk e quertions, “How can | lely”

&,WMMWM&W?
[ you grinely do wird o bnow bow you can bely and support s employee, gy Wis:
AWWWWWWWW‘WW'W
Point out your own potuntial (law, initead of waiting for your employee 1o point it out. Offer 4
Aitigut of your own aclions, iniltad wailing To s 4 s something your emplogee brings up.
ThWWMMMWMWMW&W,WWWWWW¢WW
To gt you s bonest respomse about what Hhey Wirk could be betten.
Here ane some watful guertions you could ask:

" Do you thirk l've beer & Lttle micromandaging will bow ['ve been [ollowing you on projects)”

" Have [ been putling Too nuch on your plate and do you 1eed some batling room)”

- "Amlﬁ%wm%%wﬂ%hdawﬂwﬂ?"

" Could | be doing 4 better job outlining Hhe vivion and direction [or where we're beaded)”

" “Have | not beern a1 wnderstanding of saronalle timelines Libee | slowld bave)”

n Am | iterspting you Too much during We day with mectings and reguests)”

[ guarantee an employee will [eel mont encowaged To guve you Mtin bonest Tade on bow you can bely <
gou sk, B | trriupling you Too much during Hhe dayd" ratlen Yan just ashing “How can | bely.

n
you?

Stop Lurting your employees with We wrong question. STant arling Hhe 2igft one,



