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REAL (Reflect, Empathize, Ask Questions, Look Ahead) 
Career Conversation 1 Set Goals: Guide for Managers
This REAL Career Conversation Guide is intended to prepare you for a conversation with your staff member about a professional development goal that they want to pursue throughout the year. This conversation is part of the Performance Excellence cycle and should occur around November each year. 
	Your staff member may come prepared to discuss a goal from their Individual Development Plan (IDP). The IDP is a tool that can help staff members identify ways to attain career growth goals and can encompass career, skill, and learning goals. To access the IDP resources click this web page. 
Input your thoughts and responses to the questions from the guide into the planner included at the end.

Section 1: Reflect and Prepare  
A manager’s role in the Career Conversation is to ask questions and listen to your staff member’s professional development goal. These questions should help foster a conversation where the staff member feels supported to further explore their goal and develop actions toward achieving their goal. 
Visit these two resources from the Center for Creative Leadership to help you prepare for the Career Conversation: 
How to Have a Coaching Conversation   
Use Active Listening Skills to Coach Others  
Visit the Career Conversation 1 Set Goals: Guide for Staff to understand what types of questions staff members are considering when identifying their professional development goal. 	

Sections 2-4: Empathize, Ask Questions, Look Ahead  
Empathize  
Working toward a professional development goal requires support from peers and managers. What type of support can you provide the staff member as they work toward their goal? 
· Is there someone in your network that you could connect your staff member with? 
· Is there a learning opportunity that may assist the staff member in working toward their goal?
Ask Questions
Select two to three questions that you would like to ask the staff member about their professional development goal. Staff members should also be prepared to discuss these questions. 
· 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 I support you in accomplishing your goal?    
Look Ahead  
Select a few pertinent questions to ask the staff member to help put their goal into action: 
· What steps can you take to achieve your professional development goal?  
· What are milestones that you can put in place to help you achieve your goal?   
· What resources will you need?  
· Who in your network can you connect with regarding your professional development goal? 
· At the end of this year, what will success look like for your professional development goal?  
· What do you hope is true about your career in two years?
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REAL Career Conversation 1: Set Goals Planner for Managers 
(For use with the Career Conversation 1 Set Goals: Guide)
	Name of Staff Member: 

	Date:  


	Reflect: What skills or learnings from the two Center for Creative Leadership courses (offered in the Guide) do you want to remember in your conversation with your staff member?









	Empathize: What type of support could you offer your staff member to assist them in their professional development goal?








	Ask Questions: Select two to three questions from the Guide that you want to ask in your conversation with your staff member.








	Look Ahead: Select questions offered in the Guide to help your staff member put their goal into action. 








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