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These are the questions and background information that I have evolved when I come into a new management position or get a new person or new hire in my team. My intent on these is to basically understand the person first and what they want to do followed by understanding their current role and job. I have found that it can take 1 to 2 hours to go through this.

Background 

What is your educational background (per institution)?

· major degree(s)

· year(s) graduated

· minor(s)

· anything interesting (volunteering, work study, projects,...)

· any current education in progress?

What industrial/work experience do you have (per organization)?

· what company/organization/division/location

· job

· project aspects (team, size, challenges, ...)

· technological aspects 

· what did you learn/experience/get from this job?

Goals 

What do you want to do in the near term?

What do you want to do longer term?
Current job

What is your view of your current project?

· definition

· state

· commitments

· schedule/deadlines

· issues/challenges

What is your role or part of this project?

Who is the customer for the project?

· what do they want/need?

· what are they getting?

· why do they care?

Do you need personal development or training for this job?

Do you need any additional resources for this job that you don’t have?

Do you have any special ergonomic needs?

Is there anything else I should know or understand?

· work schedule 

· special needs 

· issues or challenges

· things that require immediate attention

Expectations / Work Environment

Management:

· Management by objectives

· Informal management style

· Planning-oriented

Communication:

· Mechanisms - Face to face, vmail, email, web

· Immediacy of feedback
Working relationship:

· We are adults and professionals
· I treat people and expect people to operate that way (adult, professional) until proven otherwise
· Honesty
· Respect
· Being part of the broader teams
Work environment 

· Not hourly (I don’t worry a lot about when you come in and leave, what I care about is you getting results)
· Want to know if you are working at home or on FTO or sick

· Ebb and flow of hours as a salaried employee - comp time

· Working at home periodically

· I don’t want/expect people to kill themselves – work is a part of life not all of life
Monthly Objectives

My normal process is that I want to get monthly objectives from you and do a 1:1 objectives meeting (somewhere between 15 min. to an hour).  The key things I am after with this are:

· I want to have a conversation about what you’ve done, what you’re doing and what your priorities are

· I want to do the meeting in the first part of the month, normally

· I want you to schedule the meeting (I keep Outlook updated)

· I need to get the objectives/results from you before we meet

· I don’t care what form the objectives/results are in, I use the word doc format you’ve seen, others use spreadsheets, but I do want something electronic

· Make sure it is useful for you

· I personally don’t want it too short (3 lines), or too long (lots of pages), I find .5-1.5 pages is a pretty good range

· I find that this does help both of us, especially at ranking time

Philosophy

Proactive vs reactive
· We are all reactive sometimes, but proactive is better
· Think ahead 
Prioritization

· think about what’s next to do

· mbo’s, weekly, daily, …

· Keep some time for doing things that will surprise 

· Keep some time for development 
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