
												
Topic work tasks and work environment
· [bookmark: _Hlk117088528]What were/are the work tasks, responsibilities, accountabilities  and the focus of activity of my employee over the past year and currently?
· What was the contribution of the employee in the past year to the overall goal of the department?
· Are there any changes in the work area that affect my employee?
· How does the employee cope with the tasks assigned to him/her?
· How does my employee organize his/her work?
· What are his/her particular tasks (strengths), where does he/she want support?
· Am I aware of any problems in the workflow?
· What are the employee`s workplace conditions (e.g. technical equipment)?
· Overall, how satisfied am I with the work situation?
· What could be improved?
												
Topic leadership and cooperation 
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· How do I manage my employee in terms of guidelines, information, motivation, control and support?
· Is my employee looking for me as a contact person in case of difficulties?
· How do I show appreciation to my employee, how do I criticize?
· Does my employee criticize me? How do I deal with it?
· What is going well while working with my employee?
· Overall, how satisfied am I with the work situation to the theme of collaboration and leadership?
· Do I maintain a trusting relationship with the employee?
· What could be improved?



												
Topic teamwork
· How is the working atmosphere in the team?
· In which role do I see the employee in the team?
· How is the division of labour in the team?
· Do the colleagues in the team support each other?
· Is there a representation regulation for holidays, sickness etc. and how does it work?
· Does the employee needs support in terms of working with colleagues? Which one can I offer?
· How satisfied am I with the cooperation of the employee in the team overall?
· What could be improved?

												
Topic perspectives and development opportunities
· Through which activities/tasks or further education has the employee gained further qualifications over the past year?
· What strengths do I see in the employee? Where is the development potential?
· What prospects do I see for the professional development of my employee?
· How can I support him/her in his/her professional development?
· Are there any tasks (current or in the future) for which the employee needs specific knowledge that he/she does not yet have? What further education does he/she need to successfully complete the tasks?
· Is there anything else that is important to me (with a view to the future)?
· This is truly important to me…
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