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A quarter, half year, and a year has gone by, and now you need to check in on an employee's
progress. At this point, your direct report could be involved in many projects; hence, it becomes
all the more important to ensure that they are on track.

Ask these questions to:

Knowing their aspirations is the first step to helping them get there because otherwise, you’d be 
funneling in the wrong direction. Maybe they don’t have a definite answer to this, but your question 
can enable them to think on their feet.

Understand what throws in those kicks for them or which part of their role they enjoy the most.
It’s essential to consider the different aspects of their job that are the most meaningful to them.
It will help them ensure they’re making the most of their time at work. 

Realizing and correctly addressing an employee’s goals can help them stay motivated and
focused on their work. At an organizational level, this helps reduce the turnover rate and
increases employee job satisfaction. Leave an open-ended question so that you give them
space to share their viewpoints too.  

1. Where would you like to see your career going in the next 2-3 years?

2. What has got you excited at work in the new month/quarter/year review period?

Identify their career aspirations

Understand if their individual & organizational goals are aligned

3.

4.

5.

Let’s talk through your goals for the coming review period. Are you clear on what the expected    
outcomes look like?

Where do the organization’s mandates most closely align with your career goals?
How do you think your role’s contributions will fit into organizational goals?

How often should we connect to check in on goal progress?

Get to know what motivates them

align on goals and expectations;

discuss and come up with solutions for any roadblocks; 

set plans for the upcoming quarter.



Ask them how you can make their life easier. In fact, this is a standard question that shouldn’t
be missed out regardless of how often you talk. Showing them that you listen and acknowledge 
their concerns will reaffirm that you genuinely care about them. Offering support will increase
their trust in you as a leader. 

Remind them that these one-on-ones aren’t set in stone; there’s always flexibility on how often you 
can have a conversation—be it every other week or once every month, let them decide. Bottomline, 
never assume your sessions are going fine. Always ask what they think about these one-on-ones 
and their suggestions to make the most out of it. 

Offer a helping hand

Make your 1:1s more effective

6.

7.

8.

What support can I offer to prime you for hitting it out of the park on your goals?

How often do you want these 1:1s?

What can we do to make these 1:1s more valuable going forward?
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