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A REAL year-end conversation between supervisors and staff includes looking ahead to next year and exploring development opportunities. Having your thoughts in order in advance can help this portion of the conversation be meaningful and productive. 
The sections below are for staff and supervisors to reflect on current priorities, needs and interests before the year-end conversation. These are intended for individual reflection, although staff members and supervisors may choose to share portions.  
Individual Development Reflection for Staff
Use the activities and questions below to prepare for a productive and meaningful REAL year-end conversation with your supervisor. 
How satisfied are you in these areas right now? Place a check mark in the box that matches your current experience.
	
	This is working really well for me
	It’s ok, no big issues
	This is not working as well for me

	Responsibilities, experiences 
	
	
	

	Schedule, amount of flexibility
	
	
	

	Skills and knowledge growth
	
	
	

	Relationships: peers, manager, mentors
	
	
	

	Title and level
	
	
	


What do you hope is true about your career in 2 years?  (role, work environment, organization, accomplishments or impact)Not sure what you’re interested in?  Here are some extra questions to get your ideas flowing:
How do you measure success?
What do you enjoy?
What are your strengths?


What experiences or learning are you most interested in during FY21? (training, credential, stretch assignment, opportunity to work with specific people, visibility, networking, leadership, public speaking, mentoring or other 1:1 support)

Team Development Reflection for Supervisors
Use the worksheet below to reflect on current priorities and needs in your area, so that you can have a productive and meaningful REAL year-end conversation with each of your team members.
What must we do
What results are most important for the team to deliver in the next fiscal year?


What do we need
What skills, capabilities and relationships do we need to be successful?

It’s not one-size-fits-all
Each of your team members has different goals and priorities. Opportunities that appeal to some may be less interesting to others. As you check-in about development, you may end up discussing:
· Current responsibilities, experiences 
· Schedule, amount of flexibility
· Opportunities for skill and knowledge growth
· Relationships: peers, manager, mentors
· Title and level
· Future goals and aspirations
Ideally, you are a strategic partner with your team member to find win-wins; changes and opportunities that align with their interests and needs and support the best interests of the team as a whole. 


What OPportunities do we have
What upcoming opportunities do I have to develop the team?
· Upcoming projects
· Deliverables to delegate
· Speaking opportunities
· Meeting or committee participation 
· Informal management or peer mentoring	
· Skill or knowledge to acquire and potentially teach-back
· Other


In whom is it most critical to invest
Which team member(s) are most important to engage/retain? Which team members need development support to close gaps? What do I know about my team member’s motivations, interests and aspirations?
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