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  Suggestions for “One-on-One” Meeting Agendas  
              
Introduce the idea and concept at a Team Meeting with everyone hears the same 
message at the same time. If that is not possible send an all team email outline the idea 
and concept of the “one-on-one” meetings. If you start to schedule the meetings without 
sharing with everyone, the rumors and the gossip start about the why. 

You will want to share “why” you are having these “one-on-one” meetings. Here is why I 
have them…. “We are all busy and working on many items, this is a way we can 
connect individual on specific ideas, and items that you want cover with me. We can 
use that time to touch base, development, focused time, feedback (for us both).” 

Please note, I feel very strongly about not rescheduling these meetings once they are 
set-up and scheduled. The only exception I had for rescheduling was not at work that 
day, or a meeting with my Supervisor (the CEO), otherwise they stayed on my calendar 
no matter who request that same time. My team knew the time was important to both of 
us.  

Generally, I will send an email out to the entire team after the team meeting “thanking 
them” and recap some of the meeting and then asking each individual to email you 
within one week what days and times would be better for them to schedule their one-on-
one meeting with you. I also ask them several questions to think about and bring to the 
meeting. 

Here are some potential questions to ask all of them to bring before the first meeting, I 
recommend starting with four to five questions only. 

• Your major areas of responsibilities (if you do not know) 
• Obstacles to doing your best work? 
• Areas you would like to learn more about? 
• What are your career aspirations? 
• What drives / motivates you? 
• When and how do you prefer to receive feedback? 
• What inspires you? 
• What is the coolest thing you are working on right now? 
• What are your pet peeves? 
• What is the most helpful way for you to get feedback? 

These are great questions to get the conversation going at your one-on-one’s. They will 
all vary based on the individual answers. You can set up a routine that works for both of 
you. 
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