
Use this worksheet to plan for your conversation.  *First, select your questions from the Question List.  
Then, share the questions with your manager (or direct report).  Use the notes section to take notes 
before, during, or after your meeting.  The intent is to spend about 10 minutes asking and answering the 
questions and identifying Action Items (step 7).   You may decide to explore other topics, but know that 
this will extend the conversation (your choice).

1

Good News
Highlight one thing that’s gone well 

recently or one thing you 

accomplished:

2

Your Development and Interests
Choose a topic or question about your 

development, interests, growth, career, 

etc.:

Your Question #___

3
What’s Working
Select a question to ask your 

manager about what you're doing 

that's working and is appreciated:

Your Question #___

4
What’s Next
Select a question to ask your 

manager about what you can do to be 

even more effective:

Your Question #___

5
Manager Feedback/What’s Working

Select a question to ask your direct 

report about the support that's 

working and is appreciated:

Your Question #___

6

7
Action Items
Agree on the biggest takeaways from 

the conversation. Identify next steps to 

your conversation, such as follow-up 

items, new or adjusted work priorities, 

ideas for your professional 

development, etc.:

Topics and Questions                                                                                                 Your Notes 

Manager Feedback/Future Support

Select a question to ask your direct 

report about future support/ways to 

work better together:

Your Question #___

Conversation Planner Worksheet

Date__________
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2 Your Development and Interests (share your question/topic with your manager before you meet)

Choose one question or topic about your development, interests, growth, career, etc.

Choose a Question From Each Section 

Question List  10-Minute Questions Conversation 

3 What’s Working (share your question with your manager before you meet)

Select one question to ask your manager about what you're doing that's working and is appreciated:

1. What is the one thing you depend on me for? 
2. What is one strength I could leverage even 

more?
3. What is one thing I do well that I should 

continue doing?
4. What is one area you think I excel in?
5. What's one thing that comes to mind when 

you think of my contributions?
6. What's one thing I am prioritizing correctly? 
7. What's one thing you notice that I’m doing 

that adds value?
8. What's one thing I do well?
9. What's one reason you like working with me?
10. What's one thing that works well in my 

customer interactions?

1. What is one thing I can do to expand my skill set? 
2. One idea for improving my technical skills is_______.
3. What skill can I develop to be more valuable to the team?
4. The one thing I need to do that will help me learn and grow 

is_____
5. What's one thing you can teach me that would be important 

to know?
6. What's one new task I can learn and take on?
7. What's one way I can demonstrate leadership skills?
8. What's one thing I can do to steer my career path in the right 

direction? 
9. What training do I need to develop in my role?
10. What's one thing I can work on to make even more progress 

within the company?
11. The one thing I'd like to learn and apply to improve my skillset 

is____.
12. What's one thing I need to do to further develop in my role?
13. What's one thing I can do to work towards the next level in my 

job? 
14. The one task I'd like to take on is______.
15. What is one thing I can do to grow in my position?  

16. What's one thing you want me to know more about?
17. What is one thing you can teach me that would be important to 

know?
18. What's one skill I could learn that would help the team?
19. I want to gain more experience with ____. 
20. Is there a way that you can delegate ___ to me?
21. One thing I'd like to get better at or be involved in is____
22. The task or project I'd like to spend more time on is____
23. The skill I'd like to master or apply more often is______
24. As I think about my growth and development, the on-the-job 

experience that would be most helpful is:____
25. The thing I wish I knew more about in my role that would be 

helpful is_______.
26. The one thing the team hasn't accomplished that I'd like to help 

with is______.
27. One thing I'd like to get better at, learn about, or be involved in 

is______.
28. One thing I'd like the opportunity to do is_____.
29. What is one thing you think I should stop doing or start doing to 

help me get to the next level in my career?
30. What's one skill I should work on that would help me move 

forward in my career?
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11. What's one thing that worked when I handled "x" situation?
12. What's one thing that's working with our communication?
13. What's one thing you see as my strength when supporting 

the team?  
14. What's one thing I do well that I should continue doing?"
15. What's one thing I do that aids in collaboration across 

groups/teammates?"
16. What's one thing I do that you'd say I excel at and should 

continue?"
17. What's one thing you rely on me for?
18. What's one thing that works well in my customer or team 

interactions?



Choose a Question From Each Section

What’s Next (share your question with your manager before you meet)

Select a question to ask your manager about what you can do to be even more effective: 

Manager Feedback/What’s Working (share your question with your direct report before you meet)

Select a question to ask your direct report about the support that's working and is appreciated

Manager Feedback/Future Support (share your question with your direct report before you meet)

Select a question to ask your direct report about future support/ways to work better together:

4

5

6

Question List  10-Minute Questions Conversation 

1. What is one thing I could contribute more to?
2. What's one thing I can do to improve our work relationship?
3. What is one thing you feel you are not getting from me (and 

what's the one thing I could do)?
4. What's one way I can share the status of my projects on a 

more regular basis?
5. What is the one way I can communicate more positively? 
6. What's one thing you'd like to see be done differently with 

my communication? 
7. What's one change I could help improve our work 

environment?
8. What is one thing I can improve in terms of my efficiency? 
9. What is one expectation for my role and level?

10. What is one way I can better understand your expectations?
11. What's one thing I could do to make working together even 

more effective? 
12. What is one thing I can take off your plate?
13. What's one way I could be more helpful? 
14. What's one thing I can do to contribute more and help 

others? 
15. What's one thing I am doing that I can change?
16. What is one behavior I could work on?
17. What's one thing I could do better to be more efficient in my 

role?
18. What's one thing I could do to improve my performance?
19. What's one thing I can do to alter my behavior?
20. What is one thing I should take more responsibility for?

1. What's one thing that you find the most helpful in how 
we're communicating?

2. What's one thing that's working with our communication?
3. What's working in how I'm supporting you that I should do 

more of?
4. What's one way I've supported you that's been the most 

helpful?
5. What's one thing you rely on me for?
6. What's one thing I'm doing to get the correct information to 

you that's working?

7. What's one way I've supported you in your development 
that's been helpful?

8. What's one thing that's working with how we coordinate on 
_____

9. What is the one thing you depend on me for? 
10. What's one thing you like about your role? 
11. What's one thing you see as my strength as I’m interacting 

with you?
12. What’s one thing you think I’m doing well to support the 

team?
13. What’s one thing that’s working on how we collaborate?

1. What is one thing I can do to improve our collaboration?
2. What is one thing we can do to be a more cohesive group 

between X and X?
3. What's one thing I can do to improve our working 

relationship?
4. What's one way I can improve communication and 

collaboration within the team?
5. What’s one way I could improve my communication and 

collaboration with you?
6. What's one thing I could do to make working together even 

more effective?
7. What is one way I can make your day easier? 
8. What is one thing you feel you are not getting for me (and 

what's the one thing I could do)?
9. What's the one thing I can tell you about my role that would 

be helpful?
10. What's one thing I can do to communicate available 

updates?
11. What's one thing I can do to help define responsibilities?

11. What's one thing I could do to make myself more available 
to you and communicate more effectively?

12. What's one change I could help make to improve our work 
environment?

13. What is one thing I can do that will help you out the most?
14. What's one thing I could do to make working together even 

more effective?
15. What is one thing I can take off your plate?
16. What's one way I could be more helpful? 
17. What's one thing I can do to make the X process better?
18. What is one way I can become a better mentor?
19. What is one way I can be more effective as your manager?
20. As your manager, what's the one thing I could do to provide 

more support?
21. What is one thing I can do to help clarify expectations and 

priorities?
22. What's the one thing that you'd like me to delegate to you?
23. What is one thing I can do to help clarify expectations and 

priorities?
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