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HOW TO USE THIS GUIDE 

• Use it as a place to prepare for your Career Progress Conversation with your Manager

• Use it as a tool to capture notes for future career conversations with your Manager

• Use parts of this Guide and the Conversations Framework in future conversations as it
makes sense for you and your Manager.

WHAT’S IN IT FOR ME AS A BIRD EMPLOYEE? 
• Be energized by critical conversations such as the CPC rather than it feel like another

thing to do.

• Talk about what I need to feel good about the work I currently do and the work I can and
want to do.

NOTES: 



4 

PART 1: GET READY 

PREPARING FOR THE CAREER PROGRESS CONVERSATION 

WHY? 
At its core, the Career Progress Conversation is about making sure you feel heard, valued, and 
appreciated. Showing up prepared signals that you want that. 

This is a new way of thinking and talking and that requires some additional prep. 

Anticipating where the conversation could be challenging will help you show up confidently and 
effectively. 

WHAT THIS CONVERSATION IS: 
• A time to learn about yourself and your Manager

• A time to share what you need to be motivated and engaged at work

• A time to share with your Manager where you see areas for your potential growth

WHAT THIS CONVERSATION IS NOT: 
• A performance review or a place to provide critical feedback.

RECOMMENDED STEPS TO PREPARE 
• Complete the What Matters Most to You at Work activity on page 6 – it is designed to

give you insight on yourself and also a frame of reference for guiding your career
progress conversation.

DO THE PRE-WORK 
• Do your CPC form in Workday if you haven't already

• Can you make any connections between the What Matters Most to You activity and what
you put in your CPC?

GET CLEAR ON YOUR ROLE 
You own your career and the responsibility for asking for what you want and need. Take the 
lead on this process and the conversation. Consider how your Leader will support you, not 
solution for you. 
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CONNECTIONS BETWEEN MY CPC FORM & WHAT MATTERS MOST: 

BE READY TO RESPOND 
How are you anticipating this conversation will go? 

Will it be easy or challenging and why? 

How will you need to adapt your communication style to make it as productive as possible? 
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PREPARE: WHAT MATTERS TO YOU MOST AT WORK? 
Go through this exercise to discover your critical career needs – elements that, when fulfilled, 
release energy into your workday and make you feel valued and effective. 

1) Put a STAR on the 5 cards that matter most to you (i.e., energize you the most) in your
current role - by clicking on the grey box.

2) Write down your five cards as a reminder of what you need to feel energized at work.

NOTES: 
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PREPARE: THE 5 DRIVING NEEDS
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PREPARE: DISCOVER YOUR DRIVERS 
The cards you chose give clues about your drives – powerful impulses unique to you that don’t 
consume energy but generate it.  

 IF YOU CHOSE 1 OF EACH COLOR, YOU HAVE A STRONG INTEGRATING DRIVE 
- IT’S ENERGIZING FOR YOU TO:
Orchestrate the parts to create a greater whole; Collaborate with cross-functional
teams; Facilitate alignment in complex situations;  Integrate the needs of diverse
stakeholders; Synthesize seemingly incompatible points of view.

WHY AM I DOING THIS AND WHAT DOES IT HAVE TO DO WITH A CAREER PROGRESS 
CONVERSATION? 
Sustaining a great career takes a lot of energy and we all derive energy from very different fuel 
sources and from having different needs met. Understanding what is most important to you and 
what fuels you can help align your development goals with the business needs. It also helps 
illuminate opportunities for growth that might not be obvious otherwise. 

NOTES: 
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PART 2: GET TALKING 

THE CONVERSATION FRAMEWORK 
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CONNECT ON WHAT MATTERS MOST 

SAY

Share your What Matters Most to You at Work 
with your Manager and be prepared to talk 
about where you are getting those needs met 
and where there is interference to that. 

NOTES: 

Of the five cards I selected, here are the ones 
that are most fulfilling for me right now 
__________. 

The ones that aren’t as fulfilling for me are 
__________. 

At this point, the career path I’m most 
interested in right now is__________. 
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EXPLORE WHAT’S POSSIBLE 

NOTES: 

SAY/ASK

The second step of the Conversations 
Framework is about balancing your needs and 
ambitions with the business. It's about finding 
common ground on their so you can partner on 
the next steps. 

What’s the unique value I bring to our team 
and clients? 

What do you think the most important 
development opportunities are for me right 
now? 

This step is also about exploring all the ways 
you can get your needs met and achieve your 
goals. 

I think there is common ground between what 
I’m looking for and what the business needs. 
Here’s what I think it is______. 
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PARTNER FOR PROGRESS  
 

 

 

 

NOTES:  

  
 

SAY/ASK 

When you get to this step of the Conversation 
Framework you are primed to ask your 
Manager for specific support. 

Support to achieve my goals looks like… 
 
Based on what you know and your 
experience, what do you think my biggest 
obstacles will be to achieve my goals? 
 

Together, identify ways to reduce barriers and 
interference that could get in the way of 
achieving your goals. 
 

Things I believe I need to be successful are… 

Consider asking your Manager for support 
achieving your goals through different 
Experiences, Exposure, and Educational 
opportunities. 
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PART 3: FOLLOW UP AND FOLLOWTHROUGH 
 
CAPTURE YOUR CONVERSATION 
 

It’s recommended that you and your Manager take notes as you have your Career 
Conversations and that the outcomes and accountability to those are captured in your CPC form 
in Workday.  

Consider discussing and capturing: 

1. Agreed upon development goal 
2. The action items that will be taken to achieve your goal 
3. How your Manager agreed to support you in achieving your goal 
4. When will you follow up with your Manager to continue your progress 

 

ASK YOURSELF 
What will success for me look and feel like when I have achieved the goal set out in this 
conversation? 

 

NOTES 
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THE CONVERSATION FRAMEWORK QUICK REFERENCE 
 

 

 WHAT MATTERS MOST?   
• Since this time is to talk about me and my career, what 

would do I want to prioritize in this conversation? What 
would make this most productive and impactful? 

• Looking at the What Matters Most to You at Work 
exercise, my Top 5 needs are (refer to  p.6)  

• Why are these so important to you? 
• What is making me feel most capable, connected and/or 

effective in my role right now?  How do these align with 
my drives (refer to p. 7,8)?   

 
WHAT GETS IN YOUR WAY?   

• How does what I am currently working on differ from what 
I expected?   

• How might this be impacting my drives? 
 
 
 

 WHAT’S POSSIBLE HERE?   
• What are my career aspirations?   
• If I had a magic wand, what career opportunities would I 

make appear?  
• If money or time was not a factor, what would I do?   
• If I knew you couldn’t fail, what would I do? 

WHAT ADVICE WOULD I GIVE MYSELF?  
• What do I see as the common ground between what 

I’m looking for and what the business needs are? 
  

 
WHAT’S THE NEXT LOGICAL STEP?   

• What actions am I going to take to make progress on my 
career goals and by when? 

• How can my Manager support me?  What do I need from 
them and my team? 

• How can my Manager help remove any barriers to 
achieving my career goals?   
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