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- What are team members' job descriptions?

- What is the key part of each team member's role?

- What are key skills, abilities and potential across your business?

- What are team members' strengths and weaknesses?

- What are team members' individual developmental needs and skills

gaps?

Share and discuss with your team some of the
goals you set and achieved in the past year.

B Share and discuss with your team some of the
goals you set and aim to achieve the next year.
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Productivity
Analysis

SKILL GOAL
ASSESSMENT SETTING

MOTIVATION & GROWTH

Team Organizational Chart
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How are your daily tasks connected to the other team members?

How can your results contribute to your Business growth?

(]
:&' What is your motivation to achieve your goals within your Business?
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Team Performance Plan

= What challenges do you face every day?

What is most frustrating about your role?

« What areas of your role, do you wish you knew more about?

What skills or additional training would help you work more productively or effectively?

» What resources and tools are available within your business to meet deadlines?

Team Meeting Date: Time:

Meeting called by:

Attendees:

AGENDA ITEMS

Topics:

Meeting evaluation:




