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Leading teams is a demanding task that requires ongoing effort and commitment. To build
strong relationships with your direct reports and foster growth, consistent 1:1 meetings are
essential. These meetings go beyond project updates; they create a foundation of
understanding that enhances effectiveness and supports team and individual development.
Whether you're a leader or an individual contributor, 1:1 meetings play a crucial role in
professional growth.

Making 1:1 Meetings Matter

1. Consistency Is Key: Commit to regular 1:1 meetings, ideally weekly or bi-weekly, and
stick to them.

2. Shared Agenda: Both parties should contribute to the meeting agenda. Collaborate
using tools like Teams or Slack to keep a running list of topics.

3. Not for Status Updates: 1:1 meetings are not for routine status updates. Focus on
growth, goals, feedback, and meaningful discussions.

4. Encourage Openness: Create a safe space for authentic, open, and honest
conversations, even if it feels uncomfortable.

5. Take Notes: Record key points, actions, and ideas during the meeting for future
reference. Share the notes afterward.

6. Change of Scenery: Consider alternative meeting locations like coffee shops or outdoor
walks to keep things fresh.

7. Clear Intentions: Be clear about your goals for each discussion topic. Prepare questions
and messages in advance.

8. Confirm No Missed Topics: Near the end of the meeting, ask if there's anything else the
employee wants to discuss.

9. Recap and Confirm Actions: Summarize action items and ensure both parties

understand their responsibilities.

If you're new to 1:1 meetings, don't worry if they feel awkward at first. With preparation and
practice, they become second nature and more comfortable.
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