1 oN 1 WITH MANAGER QUESTIONS

1 oN 1 WITH MANAGER QUESTIONS ARE A CRITICAL COMPONENT OF EFFECTIVE WORKPLACE COMMUNICATION, FOSTERING
TRANSPARENCY, GROWTH, AND ALIGNMENT BETWEEN EMPLOYEES AND THEIR SUPERVISORS. THESE MEETINGS SERVE AS A
DEDICATED TIME FOR OPEN DIALOGUE, ENABLING MANAGERS TO UNDERSTAND TEAM MEMBERS’ CHALLENGES, GOALS, AND FEEDBACK.
CRAFTING THE RIGHT QUESTIONS CAN SIGNIFICANTLY ENHANCE THE PRODUCTIVITY AND IMPACT OF THESE ONE-ON-ONE SESSIONS.
THIS ARTICLE EXPLORES A WIDE RANGE OF 1 ON T WITH MANAGER QUESTIONS DESIGNED TO ENCOURAGE MEANINGFUL
CONVERSATIONS, IMPROVE PERFORMANCE, AND STRENGTHEN PROFESSIONAL RELATIONSHIPS. FROM QUESTIONS THAT FOCUS ON
PERSONAL DEVELOPMENT TO THOSE THAT ADDRESS PROJECT STATUS AND WORKPLACE DYNAMICS, THIS GUIDE PROVIDES
COMPREHENSIVE INSIGHTS INTO OPTIMIZING ONE-ON-ONE MEETINGS. ADDITIONALLY/ IT COVERS BEST PRACTICES FOR MANAGERS
TO CREATE A SUPPORTIVE ENVIRONMENT AND MAXIMIZE THE VALUE OF THESE INTERACTIONS. THE FOLLOWING SECTIONS WILL
DELVE INTO VARIOUS CATEGORIES OF QUESTIONS AND STRATEGIES, ENSURING MANAGERS AND EMPLOYEES ALIKE CAN PREPARE
FOR EFFECTIVE AND CONSTRUCTIVE ONE-ON-ONE MEETINGS.

® |[MPORTANCE OF 1 OoN T WITH MANAGER QUESTIONS

Key CATEGORIES OF 1 oN T QQUESTIONS
o EXAMPLES OF EFFECTIVE 1 ON 1 WITH MANAGER QUESTIONS

BesT PrACTICES FOR CONDUCTING PRODUCTIVE ONE-ON-ONE MEETINGS

CoMMoN CHALLENGES AND How To OVERCOME THEM

IMPORTANCE OF 1 ON 1 WITH MANAGER QUESTIONS

ONE-ON-ONE MEETINGS BETWEEN MANAGERS AND EMPLOYEES ARE FUNDAMENTAL TO BUILDING TRUST AND ENSURING ALIGNMENT
WITHIN TEAMS. THE QUALITY OF THESE INTERACTIONS LARGELY DEPENDS ON THE QUESTIONS POSED DURING THE SESSION.
THOUGHTFUL 1 ON 1 WITH MANAGER QUESTIONS HELP UNCOVER INSIGHTS THAT MAY NOT SURFACE IN GROUP SETTINGS OR
FORMAL REVIEWS. THEY PROVIDE AN OPPORTUNITY FOR PERSONALIZED FEEDBACK, CAREER DEVELOPMENT DISCUSSIONS, AND
PROBLEM-SOLVING. MOREOVER, SUCH MEETINGS PROMOTE EMPLOYEE ENGAGEMENT AND RETENTION BY DEMONSTRATING THAT
MANAGEMENT VALUES INDIVIDUAL CONTRIBUTIONS AND CONCERNS. REGULAR, WELL-STRUCTURED ONE-ON-ONES CAN PREVENT
MISUNDERSTANDINGS, REDUCE WORKPLACE STRESS, AND ENHANCE OVERALL TEAM PERFORMANCE. THEREFOREI UNDERSTANDING
THE IMPORTANCE OF THESE QUESTIONS IS ESSENTIAL FOR ANY MANAGERIAL ROLE AIMED AT FOSTERING A HEALTHY AND
PRODUCTIVE WORK ENVIRONMENT.

Key CATEGORIES OF 1 ON 1 QUESTIONS

T o MAXIMIZE THE EFFECTIVENESS OF ONE-ON-ONE MEETINGS, IT IS BENEFICIAL TO CATEGORIZE QUESTIONS BASED ON THE TOPICS
THEY ADDRESS. EACH CATEGORY TARGETS A SPECIFIC ASPECT OF THE EMPLOYEE’S EXPERIENCE AND WORK LIFE, ENSURING A
COMPREHENSIVE DIALOGUE. THE MAIN CATEGORIES OF 1 ON 1 WITH MANAGER QUESTIONS INCLUDE PERSONAL DEVELOPMENT,
PROJECT UPDATES, FEEDBACK AND CHALLENGES, CAREER ASPIRATIONS, AND W ORKPLACE ENVIRONMENT. BY COVERING THESE
AREAS, MANAGERS CAN GAIN A HOLISTIC UNDERSTANDING OF THEIR TEAM MEMBERS’ STATUS AND NEEDS.

PersoNAL DEVELOPMENT QQUESTIONS

THESE QUESTIONS FOCUS ON THE EMPLOYEE’S GROWTH, SKILLS ENHANCEMENT, AND LEARNING GOALS. THEY HELP MANAGERS
SUPPORT PROFESSIONAL DEVELOPMENT AND IDENTIFY TRAINING OPPORTUNITIES.



ProjecT AND T ASk UPDATES

THIS CATEGORY INVOLVES QUESTIONS ABOUT CURRENT ASSIGNMENTS, PROGRESS, OBSTACLES, AND RESOURCE NEEDS. T
ENSURES MANAGERS STAY INFORMED AND CAN PROVIDE TIMELY ASSISTANCE.

FeepBACk AND CHALLENGES

OPEN DIALOGUE ABOUT DIFFICULTIES AND FEEDBACK ENCOURAGES PROBLEM-SOLVING AND CONTINUOUS IMPROVEMENT,
FOSTERING A CULTURE OF TRANSPARENCY.

CAREER ASPIRATIONS

UNDERST ANDING EMPLOYEES’ LONG-TERM GOALS ALLOWS MANAGERS TO ALIGN RESPONSIBILITIES AND OPPORTUNITIES WITH
INDIVIDUAL AMBITIONS, ENHANCING MOTIVATION.

X/ orkPLACE ENVIRONMENT AND CULTURE

QUESTIONS HERE RELATE TO TEAM DYNAMICS, WORK-LIFE BALANCE, AND OVERALL JOB SATISFACTION, WHICH ARE CRUCIAL FOR
EMPLOYEE WELL-BEING AND RETENTION.

ExAMPLES OF EFFECTIVE 1 ON 1 WITH MANAGER QUESTIONS

BELOW IS A LIST OF ILLUSTRATIVE QUESTIONS THAT MANAGERS CAN USE DURING ONE-ON-ONE MEETINGS TO COVER THE
ESSENTIAL AREAS OF COMMUNICATION AND DEVELOPMENT. THESE QUESTIONS ARE DESIGNED TO BE OPEN-ENDED, ENCOURAGING
DETAILED RESPONSES AND MEANINGFUL CONVERSATIONS.

® WHAT ACCOMPLISHMENTS ARE YOU MOST PROUD OF SINCE OUR LAST MEETING?
e ARE THERE ANY ROADBLOCKS OR CHALLENGES YOU’RE CURRENTLY FACING?

® WHAT SKILLS WOULD YOU LIKE TO DEVELOP FURTHER?

* How DO YOU FEEL ABOUT YOUR CURRENT WORKLOAD AND DEADLINES?

® |S THERE ANYTHING | CAN DO TO SUPPORT YOU BETTER?

® WHAT ARE YOUR SHORT-TERM AND LONG-TERM CAREER GOALS?

e How DO YOU THINK THE TEAM IS PERFORMING OVERALL?

® DO YOU HAVE ANY FEEDBACK FOR ME OR THE LEADERSHIP TEAM?

® \W/HAT MOTIVATES YOU MOST IN YOUR ROLE?

® ARE THERE ANY TOOLS OR RESOURCES YOU NEED TO BE MORE EFFECTIVE?



BesT PrACTICES FOR CONDUCTING PrRODUCTIVE ONE-ON-ONE MEETINGS

CONDUCTING EFFECTIVE 1 ON 1 MEETINGS REQUIRES INTENTIONAL PREPARATION AND A SUPPORTIVE ATMOSPHERE. MANAGERS
SHOULD APPROACH THESE SESSIONS WITH A CLEAR AGENDA BUT REMAIN FLEXIBLE TO ADDRESS EMERGENT TOPICS. ACTIVE
LISTENING AND EMPATHY ARE VITAL TO BUILDING TRUST AND ENCOURAGING HONEST COMMUNICATION. CONSISTENCY IN
SCHEDULING ONE-ON-ONES SIGNALS THEIR IMPORTANCE AND HELPS MAINTAIN REGULAR DIALOGUE. ADDITIONALLY, DOCUMENTING
KEY POINTS AND FOLLOW-UP ACTIONS ENSURES ACCOUNTARBILITY AND PROGRESS TRACKING. EMPOWERING EMPLOYEES TO
CONTRIBUTE QUESTIONS OR TOPICS CAN MAKE THE MEETINGS MORE ENGAGING AND RELEVANT. ULTIMATELY, THE GOAL IS TO
CREATE A SAFE SPACE WHERE EMPLOYEES FEEL HEARD, VALUED, AND MOTIVATED TO PERFORM AT THEIR BEST.

PREPARATION AND SCHEDULING

SET RECURRING MEETINGS WITH SUFFICIENT DURATION TO COVER IMPORTANT TOPICS WITHOUT RUSHING. PREPARE QUESTIONS IN
ADVANCE TAILORED TO THE EMPLOYEE’S CURRENT PROJECTS AND CIRCUMSTANCES.

ACTIVE LISTENING AND FEEDBACK

FOCUS ON UNDERSTANDING THE EMPLOYEE’S PERSPECTIVE FULLY BEFORE RESPONDING. PROVIDE CONSTRUCTIVE FEEDBACK AND
ACKNOWLEDGE ACHIEVEMENTS.

FoLLow-UP AND ACCOUNTABILITY

SUMMARIZE ACTION ITEMS AT THE END OF THE MEETING AND REVISIT THEM IN SUBSEQUENT SESSIONS TO ENSURE PROGRESS AND
SUPPORT.

CoMMON CHALLENGES AND How To OVERCOME THEM

DESPITE THEIR BENEFITS, ONE-ON-ONE MEETINGS CAN ENCOUNTER OBSTACLES THAT REDUCE THEIR EFFECTIVENESS. CoMMoN
CHALLENGES INCLUDE LACK OF EMPLOYEE ENGAGEMENT, TIME CONSTRAINTS, AND SUPERFICIAL CONVERSATIONS. To OVERCOME
DISENGAGEMENT , MANAGERS SHOULD PERSONALIZE QUESTIONS AND DEMONSTRATE GENUINE INTEREST. ADDRESSING TIME
LIMITATIONS INVOLVES PRIORITIZING KEY TOPICS AND POSSIBLY INCREASING MEETING FREQUENCY WITH SHORTER SESSIONS.
ENCOURAGING OPENNESS REQUIRES BUILDING TRUST OVER TIME AND MAINTAINING CONFIDENTIALITY. ADDITIONALLY, MANAGERS
MUST BE MINDFUL OF AVOIDING DOMINATING THE CONVERSATION AND INSTEAD FACILITATE A BALANCED DIALOGUE. BY
RECOGNIZING AND PROACTIVELY MANAGING THESE CHALLENGES, ONE-ON-ONE MEETINGS CAN BECOME POWERFUL TOOLS FOR TEAM
DEVELOPMENT AND ORGANIZATIONAL SUCCESS.

ENCOURAGING EMPLOYEE PARTICIPATION

(USE OPEN-ENDED QUESTIONS AND INVITE EMPLOYEES TO SHARE THEIR THOUGHTS AND CONCERNS FREELY TO FOSTER ACTIVE
INVOLVEMENT.

MANAGING TIME EFFECTIVELY

ALLOCATE APPROPRIATE TIME AND AVOID MULTITASKING DURING MEETINGS TO MAINTAIN FOCUS AND RESPECT PARTICIPANTS’
SCHEDULES.



BUILDING TRUST AND OPENNESS

CREATE A NON-JUDGMENTAL ENVIRONMENT WHERE EMPLOYEES FEEL SAFE DISCUSSING CHALLENGES AND PROVIDING HONEST
FEEDBACK.

FREQUENTLY ASKeED QUESTIONS

\WHAT ARE SOME EFFECTIVE QUESTIONS TO ASK DURING A 1 ON 1 WITH MY MANAGER?

EFFECTIVE QUESTIONS INCLUDE ASKING FOR FEEDBACK ON YOUR RECENT WORK, DISCUSSING CAREER DEVELOPMENT
OPPORTUNITIES, CLARIFYING PRIORITIES, UNDERSTANDING TEAM GOALS, AND SEEKING ADVICE ON OVERCOMING CHALLENGES.

How CAN | PREPARE FOR A PRODUCTIVE 1 ON 1 MEETING WITH MY MANAGER?

PREPARE BY REVIEWING YOUR RECENT ACCOMPLISHMENTS AND CHALLENGES, SETTING CLEAR TOPICS OR QUESTIONS YOU WANT
TO DISCUSS, AND THINKING ABOUT YOUR CAREER GOALS AND ANY SUPPORT YOU NEED.

W/HAT SHOULD | AVOID ASKING DURING A 1 ON 1 WITH MY MANAGER?

AVOID QUESTIONS THAT CAN BE ADDRESSED ELSEWHERE, OVERLY NEGATIVE COMPLAINTS WITHOUT SOLUTIONS, OR PERSONAL
QUESTIONS UNRELATED TO WORK. FOCUS ON CONSTRUCTIVE AND PROFESSIONAL TOPICS.

How OFTEN SHOULD 1 ON 1 MEETINGS WITH A MANAGER OCCUR?

TYPICALLY, 1 oN 1 MEETINGS ARE HELD WEEKLY OR BIWEEKLY TO MAINTAIN OPEN COMMUNICATION AND PROMPTLY ADDRESS
ANY ISSUES OR UPDATES.

CAN | USE 1 ON 1 MEETINGS TO DISCUSS MY CAREER GROWTH?

YES/ 1 oN 1 MEETINGS ARE AN EXCELLENT OPPORTUNITY TO DISCUSS YOUR CAREER ASPIRATIONS, SEEK FEEDBACK, AND
EXPLORE DEVELOPMENT OPPORTUNITIES WITH YOUR MANAGER.

WHAT ARE SOME QUESTIONS TO ASK IF | WANT FEEDBACK DURING A 1 ON 1?

YOou CAN ASK, "W/HAT DO YOU THINK | DID WELL RECENTLY?', “\WHERE CAN | IMPROVE?, OR ‘HOW CAN | BETTER CONTRIBUTE
TO THE TEAM?' TO RECEIVE CONSTRUCTIVE FEEDBACK.

How DO | BRING UP CHALLENGES |'M FACING INMY 1 ON 1 MEETING?

APPROACH CHALLENGES BY CLEARLY DESCRIBING THE ISSUE, ITS IMPACT, AND ASKING FOR YOUR MANAGER’S INPUT OR
SUGGESTIONS TO RESOLVE IT.

SHOULD | DISCUSS MY WORKLOAD DURING A 1 ON T WITH MY MANAGER?

YES, DISCUSSING WORKLOAD HELPS ENSURE YOUR TASKS ARE MANAGEABLE AND ALIGNED WITH TEAM PRIORITIES, AND ALLOWS
YOUR MANAGER TO PROVIDE SUPPORT IF NEEDED.

How cAN | MAKE MY 1 ON 1 MEETINGS MORE ENGAGING AND PRODUCTIVE?

BE PROACTIVE BY PREPARING AN AGENDA, ACTIVELY LISTENING, ASKING THOUGHTFUL QUESTIONS, AND FOLLOWING UP ON
ACTION ITEMS FROM PREVIOUS MEETINGS.



\WHAT QUESTIONS CAN HELP ME UNDERSTAND MY MANAGER’S EXPECTATIONS BETTER?

ASK QUESTIONS LIKE, "WHAT ARE THE KEY PRIORITIES FOR ME THIS QUARTER?’, 'HOW DO YOU DEFINE SUCCESS FOR MY ROLE?,
AND "ARE THERE ANY SPECIFIC SKILLS | SHOULD FOCUS ON DEVELOPING?'

ADDITIONAL RESOURCES

1. CruciAL CONVERSATIONS: TOOLS FOR TALKING WHEN STAKES ARE HIGH

THIS BOOK OFFERS PRACTICAL TECHNIQUES FOR HAVING MEANINGFUL AND PRODUCTIVE CONVERSATIONS, ESPECIALLY IN HIGH-
PRESSURE SITUATIONS. |T HELPS MANAGERS NAVIGATE DIFFICULT ONE-ON-ONE DISCUSSIONS WITH THEIR TEAM MEMBERS BY
FOSTERING OPENNESS AND MUTUAL RESPECT. THE STRATEGIES PRESENTED CAN IMPROVE COMMUNICATION AND STRENGTHEN
\WORKPLACE RELATIONSHIPS.

2. THe COACHING HaBIT: SAY LEss, Ask More & CHANGE THE WAY You LEAD FOREVER

MICHAEL BUNGAY STANIER’S BOOK TEACHES MANAGERS HOW TO ASK POWERFUL QUESTIONS THAT INSPIRE GROW TH AND
ENGAGEMENT. |T FOCUSES ON DEVELOPING A COACHING MINDSET DURING ONE-ON-ONE MEETINGS TO UNLOCK EMPLOYEE
POTENTIAL. THE BOOK PROVIDES SEVEN ESSENTIAL QUESTIONS THAT CAN TRANSFORM EVERYDAY INTERACTIONS INTO
VALUABLE LEARNING MOMENTS.

3. RapicaL CANDOR: BE A Kick-Ass Boss WiTHouT LosING YoUR HUMANITY

KIM SCOTT EMPHASIZES THE IMPORTANCE OF CARING PERSONALLY WHILE CHALLENGING DIRECTLY. THIS BOOK GUIDES MANAGERS
ON HOW TO GIVE HONEST, CONSTRUCTIVE FEEDBACK DURING ONE-ON-ONE SESSIONS WITHOUT DAMAGING RELATIONSHIPS. | T
ENCOURAGES LEADERS TO BUILD TRUST AND FOSTER A CULTURE OF OPEN COMMUNICATION.

4. One-oN-ONE MEeTINGS: How To MAKE THE MosT oF Your TIME wiTH YOUR TEAM

THIS FOCUSED GUIDE EXPLAINS HOW TO CONDUCT EFFECTIVE ONE-ON-ONE MEETINGS THAT MOTIVATE AND SUPPORT
EMPLOYEES. |IT COVERS QUESTION FRAMEWORKS TO UNCOVER CHALLENGES, GOALS, AND DEVELOPMENT OPPORTUNITIES.
MANAGERS LEARN TO CREATE A SAFE SPACE FOR DIALOGUE AND CONTINUOUS IMPROVEMENT.

5. DriVE: THE SURPRISING TRUTH ABoUuT WHAT MoTivAaTES Us

DANIEL H. PINK EXPLORES THE SCIENCE BEHIND MOTIVATION, WHICH IS ESSENTIAL FOR MEANINGFUL ONE-ON-ONE CONVERSATIONS.
UNDERSTANDING AUTONOMY, MASTERY, AND PURPOSE HELPS MANAGERS ASK QUESTIONS THAT TAP INTO INTRINSIC
MOTIVATION. THIS BOOK SUPPORTS LEADERS IN FOSTERING ENGAGEMENT AND PRODUCTIVITY DURING INDIVIDUAL CHECK-INS.

6. THANKS FOR THE FEEDBACK: THE SCIENCE AND ART OF RECEIVING FEEDBACK WELL

DOUGLAS STONE AND SHEILA HEEN PROVIDE INSIGHTS INTO HOW TO RECEIVE AND GIVE FEEDBACK EFFECTIVELY. ONE-ON-ONE
MEETINGS ARE A PRIME OPPORTUNITY TO PRACTICE THESE SKILLS, ENSURING FEEDBACK LEADS TO GROWTH RATHER THAN
DEFENSIVENESS. THE BOOK HELPS MANAGERS AND EMPLOYEES ALIKE TO APPROACH FEEDBACK AS A LEARNING TOOL.

7. FIRST BrEAK ALL THE RULES: WHAT THE WORLD’S GREATEST MANAGERS DO DIFFERENTLY

THIS CLASSIC MANAGEMENT BOOK BY MARCUS BUCKINGHAM AND CURT COFFMAN REVEALS KEY QUESTIONS GREAT MANAGERS
ASK TO UNDERSTAND AND DEVELOP THEIR TEAM MEMBERS. |T UNDERSCORES THE IMPORTANCE OF PERSONALIZED CONVERSATIONS
DURING ONE-ON-ONES TO UNLOCK INDIVIDUAL STRENGTHS. THE BOOK ENCOURAGES MANAGERS TO CHALLENGE TRADITIONAL
APPROACHES FOR BETTER RESULTS.

8. THANKS FOR THE FEEDBACK AT WoRk: How ToO USE FEEDBACK TO IMPROVE PERFORMANCE AND BUILD BETTER
RELATIONSHIPS

THIS PRACTICAL GUIDE EXPANDS ON FEEDBACK TECHNIQUES SPECIFICALLY WITHIN WORKPLACE INTERACTIONS, INCLUDING ONE-
ON-ONE MEETINGS. |T OFFERS QUESTION PROMPTS TO CLARIFY EXPECTATIONS AND FOSTER MUTUAL UNDERSTANDING. MANAGERS
GAIN TOOLS TO STRENGTHEN COMMUNICATION AND PERFORMANCE THROUGH REGULAR, INTENTIONAL DIALOGUES.

9. HicH OuTPUT MANAGEMENT

ANDY GROVE’S SEMINAL BOOK COVERS ESSENTIAL MANAGEMENT PRACTICES, WITH VALUABLE INSIGHTS ON CONDUCTING
EFFECTIVE ONE-ON-ONE MEETINGS. |T PROVIDES FRAMEWORKS FOR ASKING QUESTIONS THAT IDENTIFY BOTTLENECKS AND
SUPPORT EMPLOYEE SUCCESS. THE BOOK IS WIDELY PRAISED FOR ITS ACTIONABLE ADVICE ON MAXIMIZING MANAGERIAL IMPACT.
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