


2 
 

5/2016 

 

 



3 
 

5/2016 

 

► 

► 

► 

► 

► 



4 
 

5/2016 

 

 

 

 

 

 

 

► 

► 

► 

► 

► 

► 



5 
 

5/2016 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 
 

5/2016 

 

 
Career Conversation 

 

Employee Name: Celina Washington Employee Title:  Sales Assistant 

Employee ID: 12345678 Department: UA Threads Campus Emporium 

Supervisor Name: Reynaldo Diaz Supervisor Title:   Assistant Store Supervisor 

 

Reflection Period July 1, 2015 to June 30, 2016 

Date Completed by Employee: July 10, 2016 

EMPLOYEE REFLECTION: 3 key accomplishments during this reflection period (additional accomplishments may be 
attached) 

1. Based on repeated customer requests, I suggested we add UA sleepwear to our inventory. 

2. Participated in the project team to improve scheduling. 

3. Designed a front window display that was featured in Retail Minded magazine. 

Supervisor Response: Adding pajamas and nightshirts to our inventory has been extraordinary profitable. You 

identified an important customer need. Your work on the scheduling project team was outstanding and team 

members commented that you proposed several creative ideas. Your lunchtime scheduling suggestion has reduced 

cashier wait times significantly. Congratulations on achieving recognition for your “UA in Your Dreams” sleepwear 

window display. 

 

EMPLOYEE REFLECTION: 3 key strengths that make me effective in my role and examples of how I have applied 
them 

1. Ability to calm people down 

» Example: A grandfather who wanted 46 UA sweatshirts for a family reunion in San Diego was angry when we 
didn’t have them in stock. I offered to place a special order and have them delivered to the reunion hotel. 

2. Observation skills 

» Example: I noticed that placing socks by the front door made it easy for shoplifters to take them on the way out 
of the store. Once we moved the display, the problem was solved. 

3. Teaching skills 

» Example: Most of the new student workers come to me for advice on procedures. 

Supervisor Response: You consistently exceed customer expectations.  Thank you for your keen powers of 

observation. Moving the UA sock bin has saved us more than $2,000 in lost revenue in the last two months. I 

appreciate your willingness to support our new student workers. 
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EMPLOYEE PLAN: At least 3 goals for the next 6-12 months (note professional development plans here as well) 

1. Shadow one of our merchandisers to learn more about product placement. 

2. Attend a “Diffusing Angry Customers” workshop. 

3. Assume charge of training all new student workers to increase my management experience. 

Supervisor Response: I’ve let Megan know that you will be shadowing her to learn merchandizing. We will register 

you for a “Diffusing Angry Customers” workshop.  You are valued for your ability to explain procedures. I’d like you 

to begin partnering with Samir to design our new orientation program. 

 

EMPLOYEE PLAN: 3 things I want to do more, do less, start, stop or change to be even more effective in my role  
(focus on behaviors, practices, structural issues) 

1. Change: Our orientation process. If new people understood our processes more quickly, I would need to spend 
less time explaining things. 

2. Do less: Writing. I prefer interacting with people. 

3. Start: Positioning myself for a promotion. 

Supervisor Response: I look forward to your suggestions for the new orientation program. As we discussed, report 

writing is a requirement for your role. Hector has agreed to serve as your writing coach, and I hope you will take 

advantage of the opportunity to learn from him. 

 

Summary Comments from Supervisor: (Use this section to summarize your career conversation. Document 
especially notable performance or describe concerns) 

Celina, I appreciate your exceptional work ethic, creativity, and commitment to the customer experience. You are 

consistently looking for ways to improve our products, processes, and approaches, and your contributions have 

contributed to stronger revenue growth during the past year. I want to support you in pursuing promotion 

opportunities in our store. Project team membership, job shadowing, and attention to improving your writing will 

position you to be competitive for a larger role. 

Date Completed by Supervisor: July 17, 2016 

 

Supervisor Signature:    Date:  

 

 

Signature acknowledging employee review of Career Conversation notes: 

 

Employee Signature:    Date:  

 

Employee Comments (optional): 

Click here to enter 
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Career Conversation 

 

Employee Name: Zane Lee Employee Title:  Communications Supervisor 

Employee ID: 87654321 Department: College of Culinary Sciences 

Supervisor Name: Imogen Dash Supervisor Title:   Dean 

 

Reflection Period July 1, 2015 to February 29, 2016 

Date Completed by Employee: March 29, 2016 

EMPLOYEE REFLECTION: 3 key accomplishments during this reflection period (additional accomplishments may be 
attached) 

1. Created a UAFoodies Twitter account that now has 12,000+ followers. 

2. Organized a Smart Food Symposium in partnership with the College of Agriculture and Life Sciences that attracted 
100 award-winning chefs and leading food and nutrition researchers. Each of the presentation clips posted on 
YouTube has more than 100,000 views. 

3. Our “Don’t Eat That!” campaign for K-6 students has been adopted by 51 school districts within 14 states. 

Supervisor Response: Our national profile has been elevated and the media attention you have garnered is 

impressive. The growing visibility through social media is exciting. However, we agreed that you had two key 

priorities for 2015:  (1) developing a communications strategic plan with College leadership and (2) updating all of 

our communication materials in accordance with UA brand guidelines. No progress has been made on either. 

 

EMPLOYEE REFLECTION: 3 key strengths that make me effective in my role and examples of how I have applied them 

1. Social media expertise 

» Example: In the last 12 months, I helped 36 faculty members establish active social media profiles to highlight 
and promote their research and community involvement. 

2. Results Orientation 

» Example: I replaced all my staff and established rigorous performance metrics. 

3. Community Connections 

» Example: My engagement with major donors and community leaders has positioned the College of Culinary 
Sciences as one of the UA’s most innovative academic enterprises. 

Supervisor Response: Our faculty are enjoying the opportunity to share their research and perspectives via Twitter, 

especially. #ThankYou! I appreciate your commitment to quality and accountability, but the turnover in your area is 

a great cause of concern for me. 4 of your 5 staff members have resigned in the last six months and have cited 

“difficult working conditions” as their reason for leaving.  
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EMPLOYEE PLAN: At least 3 goals for the next 6-12 months (note professional development plans here as well) 

1. Hold a “Food Truck Entrepreneurs of the Southwest” competition in partnership with the Eller College of 
Management. 

2. Attend the Global Higher Education Social Media Summit in Hong Kong in August. 

3. Update our communication materials in alignment with the University’s Never Settle plan. 

Supervisor Response: As we discussed, the food truck idea is interesting, but not aligned with our research or 

outreach mission.  We agreed that your key priorities for the next six months are to (1) Prepare and secure support 

for our strategic communication plan, (2) Update our communication materials to conform to UA brand guidelines, 

and (3) Develop a mockup for a new college website. 

 

EMPLOYEE PLAN: 3 things I want to do more, do less, start, stop or change to be even more effective in my role  
(focus on behaviors, practices, structural issues) 

1. Do more: Public speaking to position myself as an international authority on university communication strategy. 

2. Stop: Attending meetings that are a waste of my time. 

3. Change: The requirement that our college follow UA branding guidelines. I need freedom to convey the essence of 
our unique position in the academic arena. 

Supervisor Response: During our conversation, we discussed the importance of focusing on the college’s visibility. 

Your professional profile will increase if you do good work on our behalf. I stressed my expectation that you will actively 

engage with University communication professionals and noted that forging strong relationships will position you to 

make recommendations about branding guidelines. 
 

Summary Comments from Supervisor: (Use this section to summarize your career conversation. Document 
especially notable performance or describe concerns) 

Zane, you are an innovative and well-connected communication expert, and you have achieved impressive results on 

several fronts during the last year.  I am very pleased with the increased visibility. Your results have not occurred 

without costs, however. You have damaged relationships with communications professionals across campus by 

disparaging the University’s branding guidelines and refusing to participate in institutional meetings. The turnover 

within your group is excessive, and your leadership style has prompted complaints from both your staff and other 

college leaders. I am frustrated that a year has gone by without progress on a communications strategic plan or 

significant updates to our communication materials. It is imperative that you complete both of these projects.   I must 

also note that your effort seems to be focused more on your own professional visibility than on the college’s success. I 

am concerned about your long-term prospects here if you cannot address these concerns. 

Date Completed by Supervisor: April 2, 2016 

 

Supervisor Signature:    Date:  

 

 

Signature acknowledging employee review of Career Conversation notes: 

Employee Signature: 
   Date:  

 

Employee Comments (optional): 

Click here to enter 
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