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REAL (Reflect, Empathize, Ask Questions, Look Ahead) 
Career Conversation 1 Set Goals: Guide for Staff Members 
This REAL Career Conversation Guide is intended to prepare you for a conversation with your manager about a professional development goal that you would like to pursue throughout the year. This conversation is part of the Performance Excellence cycle and should occur around November each year. 
If you have not yet entered your professional development goals for this year into your myHR Learn review form, this guide can help you. Input your thoughts and responses to the questions from the guide into the planner included at the end.

Section 1: Reflect and Set Goals
There are many opportunities at Northwestern to pursue different forms of professional development: 
· On-the-job experiences (pursuing stretch assignments, participating in collaborative working groups, challenging yourself to learn a new skill to improve overall job performance)
· Formal training
· Being mentored
· Shaping your job to your own interests and aptitudes
· Learning opportunities (online training, attending conferences) 
Whether you are motivated to move into a new role or seek more fulfillment from your current role, take time to reflect on what you desire in your career at this time, and tailor your goals toward that.
Goal Setting
If you have completed the optional Individual Development Plan (IDP), identify a goal from your IDP that you would like to discuss with your manager. For more information about the IDP and how to complete it, visit this web page. If you have not yet completed an IDP, identify a professional development goal you would like to work toward in the next year. 
Questions to consider when reflecting on a professional development goal:  
· [bookmark: _Int_uB0quczi]What is a skill you would like to use more?  
· What skills, knowledge, or expertise are you interested in developing?  
· [bookmark: _Int_zEU2GC3O]What is important to you as you look toward developing in your role and career?  
· What learning opportunities are you interested in pursuing this year?
· Think of a situation where you felt fulfilled and did your best work. What motivated you in this situation? How could you foster more of that in your current role?
· Think of a colleague you admire. What skills or behaviors do you think are working for them and could work for you?

Sections 2-4: Empathize, Ask Questions, Look Ahead  
Empathize  
Working toward a professional development goal requires support from peers and managers. Acknowledge this and voice what type of support might assist you in your professional development goal. An example of what that support might look like can be found in the IDP sample.    
Ask Questions  
Select two to three questions to answer or that you would like to ask during your conversation with your manager:  
· What opportunities could you leverage within your current role to work toward your goal?  
· How might your professional development goal support your current role? Are there skills or competencies that would contribute to improving your job performance in your current role?  
· What is exciting to you about this goal?  
· How might your manager support you in accomplishing your goal?    
Look Ahead  
Questions to consider when putting your goal into action: 
· What steps can you take to achieve your professional development goal?  
· What are milestones that you can put into place to help you achieve your goal?   
· What resources will you need?  
· Who in your network might you be able to connect with regarding your professional development goal?    















[image: ]
REAL Career Conversation 1 Set Goals: Planner for Staff Members 
(For use with the Career Conversation 1 Set Goals: Guide)
	Name: 

	Date:  


	[bookmark: _Int_vnq5It4D]Reflect and Set Goals: Identify a professional development goal you would like to work towards in the next year. Take time to reflect on what you desire in your career currently, and tailor your goals towards that.






	Empathize: What type of support might assist you in your professional development goal?






	Ask Questions: Select two to three questions from the Guide that you would like to answer or that you would like to ask during your conversation with your manager.






	Look Ahead: Consider the questions offered in the Guide to identify what it will take to put your goal into action. 






	Additional Questions: Make note of any additional items you would like to discuss with your manager during Career Conversation 1. 
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