
Employee Coaching

Employee information

Name: Position:

Manager/supervisor:  Date: 

Session duration: 

Session type: 

 Scheduled review  Performance improvement

 Career development  Other:

Concern/issue/area of focus

Strengths Areas for development

Goals

Include success metrics, resources needed, and timeline.

Short-term goals Long-term goals

Action plan

Action item 1: 

Document description, persons involved, due date, resources, and support required. 



Action item 2: 

Action item 3: 

Follow-up review date: 

Additional notes

Employee’s signature: 

Date:

Manager’s signature:

Date: 


	Name: Nicholas Smith
	Position: Junior Marketing Coordinator
	Managersupervisor: Jessica Williams
	Date: 11/21/2024
	Session duration: 60 minutes
	Concernissuearea of focusRow1: Development of project management skills and strategic thinking to prepare for increased responsibilities in campaign management. Recent campaign execution showed potential but revealed need for stronger organizational skills and proactive communication.
	StrengthsRow1: Creative content development

Strong social media expertise

Excellent client rapport

Quick learner with new marketing tools

Collaborative team player
	Areas for developmentRow1: Project timeline management

Strategic campaign planning

Proactive stakeholder communication

Resource allocation planning

Documentation practices
	Shortterm goalsRow1: 1. Complete Project Management Fundamentals certification by Q1 2025

2. Improve campaign documentation by implementing standardized templates for all projects
	Longterm goalsRow1: 1. Develop expertise in marketing analytics and data-driven decision making

2. Take ownership of mid-size campaign management ($20-30k range)
	Document description persons involved due date resources and support requiredRow1: Enroll in PM Fundamentals course through LinkedIn Learning

Complete 2 modules per week

Practice using PM tools with current projects

Weekly check-ins with senior PM mentor

Due date: 02/28/2025

Resources: Training budget approved ($499), 4 hours/week dedicated learning time
	Action item 2Row1: Shadow senior coordinator on upcoming holiday campaign

Create detailed documentation templates

Lead team meetings for smaller projects

Regular feedback sessions with creative director

Due date: Ongoing through Q1 2025

Resources: Access to campaign planning software, meeting time with senior staff
	Followup review date: 02/21/2025
	Employees signature: Nicholas Smith
	Date_2: 11/21/2024
	Managers signature: Jessica Williams
	Date_3: 11/21/2024
	Other: 
	Action item 1: Project Management Training
	Group1: Choice2
	Signature2: 

	Action item 3Row1: 
	0: Develop standardized progress report template

Schedule bi-weekly updates with key stakeholders

Create communication guidelines document

Practice presentation skills at team meetings

Due date: 01/15/2025

Resources: Communication workshop attendance, presentation coaching
	1: Nicholas shows strong potential and enthusiasm for growth. Focus areas align with department needs and upcoming project opportunities. Regular check-ins scheduled for first month to ensure momentum. Potential for role expansion based on successful completion of action items.

	Text3: 
	0: Campaign Management Development
	1: Stakeholder Communication Enhancement



