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ONE-ON-ONE GUIDE
Keep the conversation focused on the person more than the project.

The one-on-one is where small frustrations surface before they become big problems, and where you learn what the person
actually needs from you.

� What is going well right now?

� What is frustrating you?

� Where do you want to grow?

� What are you not getting enough of?

� What kind of work gives you energy?

� What kind of work is draining you?

� Where do you feel blocked?

� What do you need from me?

� Is there something I am doing that is making your work harder?

� What is one thing you would like to be trusted with next?

Do not make every one-on-one a coaching session. Sometimes the best thing you can do is
listen.
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ONE-ON-ONE GUIDE
Conversation notes

What I heard

What they need from me

Growth / opportunity to create

Follow-up I owe them

NEXT CHECK-IN



