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An Overview

Managers are an essential
aspect of any organization
and beneficial to their
employees. When
employees and managers

can Intercommunicate
effectively, they are more
likely to engage in their
work. The art of
Intercommunicating
effectively and engaging
employees begins with
managers having effective
one-on-one meetings.

This document intends to
guide managers on the
value of one-on-one
meetings and how to
approach them and make
them more effective.




INTRODUCTION:

The purpose of one-on-ones

What is a one-on-one meeting?

One-on-one meetings are frequent discussions, or check-ins, between employees and their
manager or supervisor. The structure of one-to-one meetings provides helpful insight into
each other's experiences, well-being, professional development, and life outside work.

One-on-one meetings are more than scheduling a meeting and catching up. They take
thought, good preparation, active engagement, and commitment to ensure the employee and

manager have a conducive and valuable conversation.

Why are one-on-one meetings important?

The purpose of one-on-one meetings is to devote time for managers to learn more about
their team members. They provide coaching opportunities, help align priorities and goals,
remove bottlenecks, solve issues, and offer guidance and support. Here are four advantages
to conducting regular one-to-one meetings:
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One-on-one meetings are frequent discussions between managers and their team members. While
there is not a one size fits all approach to conducting a one-on-one, they all share the same goal:
establishing and developing the relationship. Here are four steps to conducting an effective one-on-

one meeting:
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Find a time that works
best for you and your
team member, and set up
a recurring meeting.

3. LISTEN
CAREFULLY &
TAKE NOTES

During the meeting, be
active, listen carefully to
what your team member
Is sharing, and take
diligent notes.

iiiiiiiiiiiiiiiiiiiiiiiiiiiiii

2. PREPARE AN
AGENDA IN
ADVANCE

Before the meeting, create a
shared agenda with your
employee on valuable
iInformation to be
discussed.

4. MAKE

COMMITMENTS &
KEEP THEM

After the meeting, review
your notes, create an action
plan, and follow up
regularly.




One-to-one meetings should be scheduled regularly, which is essential to their
effectiveness. The frequency of the meetings reaffirms their purpose and creates
more opportunities to build connections. One-to-one meetings should occur at least
once a month, but weekly or bi-weekly are preferable. Remember to find a time that
works best for you and your team members, put it on a recurring schedule, and stick

to It.

PREPARE AN AGENDA IN ADVANCGE

Preparing an agenda in advance is imperative to have a more effective meeting.
While one-to-one meetings can cover various topics quickly, a structured outline can
help the meeting stay on track and create opportunities for more effective
discussion. Start by determining what you and your team members want to get out of
the meeting and set expectations. Then create a schedule and share it with your
team members for valuable input on key topics such as current results/performance,
career development, and feedback (from the employee). This way, you and your team
members are prepared for the meeting.

LISTEN CAREFULLY & TAKE NOTES

Be optimistic; be active; be present. This time is for you and your team member, so
ensure there are no distractions and give your undivided attention. Active listening is
another critical aspect of having a practical one-on-one and promotes more
engagement. Begin by listening carefully to what your team member is sharing and
the feedback you are receiving. Remember, you are there to support your team
member in the best way possible. Also, take notes and document the conversation.
Jot down critical points, topics, or items you want to refer to for future meetings.
Note-taking shows you actively listen, and what your team members say is valuable.

MAKE COMMITMENTS & KEEP THEM

After the meeting, compile your notes, ask for feedback, and create an action plan
moving forward. Consider creating a list of action items, adding due dates, and
sharing this with your team member. After creating a plan, commit to your team
member by reqularly following up, checking in on their progress, and supporting
them fully. If you offer to review a piece of their project each week, make time for it.
Remember, this commitment encourages your team member and strengthens your
relationship.




common Mistakes to
Avoid




FREQUENTLY ASKED QUESTIONS

Q: Why is it preferable to schedule weekly rather than monthly
meetings?

Frequency is critical regarding one-on-one sessions. The more often you
meet, the more opportunities for growth and development. Frequency will
vary from person to person but it is good practice to meet weekly or biweekly
with your team members for at least 30 minutes.
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Q: What should we discuss in a one-to-one meeting?

There are many topics to discuss during one-on-one sessions. It is important
to remember that this is a designated time for you and your employee to
discuss many topics openly. Common topics include challenges, concerns
successes, performance goals, professional development, and feedback.

Q: What is the best way to prepare for one-to-one meetings?

There are several approaches to preparing for one-on-one sessions. You
may use a pre-made template or create your own with focal topics. It is
important to note that the plan needs to be shared and filled out between
the employee and manager so that both parties are on the same page going
into the meeting.

Q: What challenges may | face?

While there are many ways to run an effective one-on-one session,
sometimes you may face the inevitable of running into a series of obstacles,
such as having a problematic employee or conversations becoming
awkward. Start by reviewing Common Mistakes to Avoid. You may discover
that you need to develop more of a connection with your employee or better
prepare for the meeting in advance. Remember, communication is critical in
overcoming challenges and developing relationships.
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