Employee Coaching

Employee Information

Name: John Smith

Position: Marketing Specialist

Department: Marketing

Coaching Date: _10/15/2023

Coach/Manager: Jane Doe

Coaching Objectives

Objective 1:
Improve public speaking and presentation skills.

Objective 2:
Enhance time management and project prioritization.

Objective 3:
Develop leadership skills within the team.

Performance Assessment
Strengths

1. Excellent in team collaboration and brainstorming sessions.

2 Creativity in developing marketing campaigns.

Areas for Improvement

1 Confidence in public speaking and presentations.

2 Efficient time management for project deadlines.



Action Plan

Action ltem 1

e Description:
Attend a workshop on public speaking and presentation skills.

e Deadline: 11/30/2023

Action Iltem 2

 Description: _ _ _
Use time management tools and weekly planning sessions to organize workload.

e Deadline: Ongoing, review in 3 months.

Feedback and Support
Feedback provided during session

1. Acknowledged improvements in campaign creativity.

2 Discussed the need to participate more in client presentations.

Support required
1 Enroliment in a public speaking course.

2 Weekly check-ins for the first month to assist in time management setup.

Progress and Follow-Up

Progress Review Date: 01/15/2024

Notes from Follow-Up Session
1 Notable improvement in confidence during internal presentations.

o Effective use of time management tools leading to timely project completion.



Additional Notes _ _ o
John has shown a keen interest in taking on more leadership roles. Consider assigning a mentor to
guide him in this area.

Coach/Manager Signature:

Employee Signature:
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