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 Example Questions to As�

� What skills or experiences should I focus on to prepare for this 
role?�

� Are there any upcoming projects where I can contribute and 
develop in this area?"

How to Phrase It


I’m really interested in growing into [role/skill], and I’d like your 
advice on the best steps to get there."

Example


In the past quarter, I led [Project X], which resulted in  
[positive outcome]. I’d love to build on this success by taking  
on more responsibilities."

The 5-Step Career 
Conversation Framework

Set your goals
Before scheduling the conversation, reflect on your career aspirations. 
What roles, skills, or projects do you want to pursue? Be specific and 
think about both short-term and long-term goals.

EXAMPLE 

I’m interested in developing my leadership skills to prepare for a  
team management role."

Showcase Your Achievements
Highlight your contributions and progress. Use specific examples to 
demonstrate your impact and readiness for growth.

Collaborate on a Development Plan
Work with your manager to outline actionable steps. Discuss resources, 
training, or projects that can support your growth.

Schedule the Meeting
Request a one-on-one meeting with your manager, ensuring they have 
time to prepare and focus.

Express Your Aspirations Clearly
Share your career goals and seek feedback on how to align them with 
team and company objectives.

How to Phrase It 

I’d like to schedule some time to discuss my career development 
and ways I can contribute more to our team."

Want to ask your manager about growth 
opportunities but don’t know where to start?  
Use our 5-step conversation framework to make 
your career aspirations clear.



Career Conversation 
Template

Take Action
Start preparing for your next career conversation today! 
Use the tips and framework provided here to organize 
your thoughts, set clear goals, and collaborate effectively 
with your manager.

Use this structure to organize your 
thoughts and guide your discussion:

Thank you for taking the time to meet with me. I wanted to discuss 
my career growth and get your insights on how I can continue 
contributing to the team."

Thank you for taking the time to meet with me. I wanted to discuss 
my career growth and get your insights on how I can continue 
contributing to the team."

Introduction

Highlight Achievements

Seek Feedback

What are your thoughts on my readiness for this next step?  
Are there areas where I should focus my development?"

Collaborate on Next Steps

How can we create a development plan that helps me grow in this 
direction? Are there resources or opportunities you’d recommend?"

State Goals

Looking ahead, I’m very interested in developing [specific skill/role] 
and aligning my growth with the team’s needs."

Recently, I’ve been working on [specific project/achievement], which 
resulted in [specific outcome]. I’m proud of this progress and eager to 
continue building on it."


