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Email or hand deliver this update to your supervisor each week by Tuesday 4 p.m., in preparation for your one-on-one meeting each Wednesday. 
DATE:
___________________

TO:  
___________________           FROM: ___________________

1. My Snapshot:

	My Top 5 Strengths

From: StrengthsFinder 2.0
	1

2

3

4

5



	My Social Style

From: The Social Styles Handbook
	[  ] Analytical              [  ] Driver

[  ] Amiable                [  ] Expressive



	My Top 3 

Spiritual Gifts

From: Discover Your Spiritual Gifts
	1  ____________

2  ____________

3  ____________



	My Learning Preference
	I am a: [  ] Reader     [  ] Listener


2. My Supervisor’s Snapshot

	Top 5 Strengths


	1

2

3

4

5

	Social Style


	[  ] Analytical              [  ] Driver

[  ] Amiable                [  ] Expressive

	Top 3 Spiritual Gifts


	1 _______ 2________ 3 __________



	Learning Preference
	My supervisor is a: [  ] Reader     [  ] Listener


3. Here’s the status of my Job Success Tools:
	Current:

Yes or No
	Job Success Tools
	Date Approved

	Yes\No
	Position Description
	

	Yes\No
	Annual Standards of Performance (SOPs)
	

	Yes\No
	Annual Professional Development Plan (The 3 Cs: Cause Community & Corporation)
	

	Yes\No
	To Do List (A, B and C Priorities)
	

	Yes\No
	Tickler Tracker (Daily/Weekly/Monthly/Quarterly/Annually Repeating Tasks)
	


4.  Last week, I made progress on the following:

________________________________________________________________
________________________________________________________________
5.  This week, I am focusing on:

________________________________________________________________
6.  Before I make my decision, I need your advice on:

________________________________________________________________
7.  The monkey's on your back!  I'm waiting on you for:

________________________________________________________________
8.  I am recommending that:

________________________________________________________________
9.  FYI! You should be aware of the following:

________________________________________________________________
10.  Overall, I am:

[  ] OK


[  ] Great!

[  ] Never been better

[  ] Overwhelmed
[  ] Overloaded for the next ____ days

[  ] Don't cancel our meeting!  We need to talk!

[  ] Help! I need more time with you. At least ______ hours in the next ____ days.

[  ] Other: ______________________________________________

11. Our next meetings are scheduled for:

	Date
	Day
	Time
	Major Agenda Item(s)

	
	
	
	

	
	
	
	

	
	
	
	


12. I continue to affirm our core value on “Truth-Telling.” To my knowledge, I have not shared anything inappropriate with others about you (or another staff person) that I have not shared first with you (or the other person).   And, to my knowledge, when others have shared something about you (or others) with me that may be “crossing the line,” I have stopped them in their tracks—and reminded them about our core values—and urged them to share it with you (or that person) within 48 hours.

This past week, our working relationship has been:

[  ] Excellent     [  ] Great     [  ] OK     [  ] Could Be Better     [  ] Poor

[  ] You blessed me when you ____________________________
[  ] You bugged me when you ____________________________
[  ] I need ______ minutes with you to go into the “Tunnel of Chaos.” 

13. My Top 3 S.M.A.R.T. GOALS (These remain the same all year.)
Here are my Top-3 SMART Goals that were approved by ___________ on ________.  I understand that the successful accomplishment of these Goals is our primary focus in our weekly and quarterly meetings. They will account for about ____% towards my annual evaluation and future compensation adjustments.  (Consequently, this weekly update focuses primarily on these three SMART Goals and their critical importance to the mission and goals of our organization.)
1.
2.
3.
Customize this template for your own use so the basic information remains the same each week.
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