
TWO WAY 
CONVERSATION 

PLANNER

Where am I Now?

REFLECT

GAPS

ACTIONS

ALIGNMENT

How is my progress?What 
aspects of my performance are 
working? What would I like to 

focus more on? What areas do I 
need to work more on?

What else do I 
need to do?

What needs to be 
adjusted in my goal(s)?

How will I make it 
happen?

How am I meeting goals and 
expectations/outcomes? 

What is the current view of my 
performance? What 
is my supervisor's 

perspective? My own 
perspective?

What could be different? Why? 
How will this affect my goals?

Which areas do I need to adjust 
in my goal(s)?

What actions are needed? How 
will I get there? What do I need to 
do to make it happen/resources, 

knowledge, support, training What 
development goals do I need to 

work on?



Where am I 
Now?
How am I meeting goals and 
expectations/outcomes? 
What is the current view of my 
performance? What is my 
supervisor's perspective? My own
perspective?

PLANNING AND PREPARING FOR A TWO WAY 
CONVERSATION

What needs to 
be adjusted in 
the plan?
What could be different? Why? 
How will this affect my goals? 
Which areas do I need to 
adjust in my goal(s)?

How is my progress?What 
aspects of my performance are 
working? What would I like to 
focus more on? What areas do 
I need to work more on?

What else do I 
need to do?

How will I make 
it happen?
What actions are needed? How 
will I get there? What do I need 
to do to make it 
happen/resources, knowledge, 
support, training What 
development goals do I need to 
work on?

Once you have thought through how to extend your career it  is helpful to discuss your thoughts, rationale 
and goals with a relevant person. 

This planner will assist you to prepare for that conversation.


