
 

 

 

Career Conversations  
A Practical Guide 

 

 
By Tina Neve 

 
www.humandecisions.co.uk 

 



 
 

 
What is a career conversation? 

It is a conversation about your working life that will 
enable you to improve your situation. This will be different 
for everyone. 

Are you? 

• Frustrated, know you can do more but feel 
stuck? 

• Struggling to gain promotion? 
• Considering changing your career? 
• Not sure you are in the right role or 

organisation? 
• Overwhelmed and need a better work life 

balance? 
• Reprioritising your career after focusing on 

personal priorities? 
• Worried an opportunity to progress is not the 

right one ? 

 

It may be a formal meeting as part of your appraisal or 
development plan or it could be a conversation you 
instigate yourself. 

 
 



 
 
Why do we need career conversations? 

 

Your career is your responsibility. 

So why would you leave it in someone else’s 
hands? 

 

Sometimes opportunities arise, we take them, and it 
leads us forward in our career.  But often situations 
change, either personally or at work, and we need to take 
the initiative.    



 
 
What do you want? 

Knowing what you want from your career / work life is not 
always straight forward. Self-awareness and clarity of 
thought will enable you to approach situations with more 
certainty.   

Take some time to focus on you and what truly matters. 

CLARITY PROCESS 

C Courage and Commitment to yourself. Review 
your story so far 

L Let go of assumptions and be open minded 
 

A Access where you are and where you would 
like to be 

R Reflect on your values and what motivates you 
 

I Identify and own your strengths, experience 
and expertise  

T Trust in your capabilities. Don’t limit yourself 
 

Y You are enough, you don’t need to try and be 
someone else 

 

 



 
 
You may want to seek support to help you through this 
process. Finding someone who will really listen to you can 
be invaluable. 
 
“Sometimes all a person wants is an empathetic ear; all 
he or she needs is to talk it out. Just offering a listening 
ear and an understanding heart ……. can be a big 
comfort.”  Roy T Bennett 

Who to speak to? 

Asking for help is a key skill to have throughout your 
career and you will probably know individuals who you 
can talk to. 

Asking for help is a strength NOT a weakness, too often 
we 'tough it out' alone rather than reaching out to ask 
for help when we need it most.    

Possible Sources of Support 

• Line Manager • Career Coach  
• Colleagues / Ex 

Colleagues 
• Professional 

Contacts 
• Previous Manager • Recruiters 
• HR Department • Friends 
• Recommendations • Family 

 

So, who could you approach? 



 
 

Essential elements of an effective a career 
conversation  

The most important skills and qualities of those you seek 
support from are: 

• Interest (in you and your situation) 
• Commitment and trustworthiness 
• Ability to challenge and facilitation skills 
• Readiness to give honest feedback  
• Ability to provide information 

J Kidd, W Hirsh, C Jackson 2004 

Being open and honest about your situation and asking 
for support will provide you with insight and perspective.  
Most importantly how others perceive you, which may be 
different to how you feel.   

Most of us are more attuned to critical feedback. It affects 
us emotionally. We hold on to it, unwilling to let go.  In 
contrast, it’s so easy to let positive comments and 
feedback slip by.  Focusing on praise can feel 
uncomfortable, immodest even. We even try and share it 
out!  It takes practise to accept the positives so that it 
becomes memorable and part of who we are. 

 
 

When you last received positive feedback did you just 
“shrug it off” or own it? 



 
 
5 crucial questions to help you prepare 

Before conversations you need to undertake some 
preparation. 

If you have a formal meeting, are arranging an informal 
conversation with your current manager or employer, or 
even speaking to a friend it is important to prepare. 

 
1. What are you looking to achieve from the 

conversation?   
 

2. Does your organisation have policies or processes that 
may affect the outcome or nature of your meeting? It 
may be worth checking first. 

 
3. If you are seeking promotion or a new role, do you 

know the key measures of success that are required, 
the processes involved?   What do you need to achieve 
to be considered?  Are there any steppingstones to the 
role you are seeking? 

 
You do NOT need to tick every box of a job 
description to apply! 

 

 



 
 
4. If your experience and achievements are going to be 

discussed, have you documented important 
information?  This could be your performance against 
key measures, completed projects, feedback from 
colleagues, internal clients, external customers or 
stakeholders. 

 

Keep an ongoing record of your performance, the 
positive impact of your work, notes and emails from 
stakeholders, how you dealt with difficult 
situations.  

Can you think of others? 

 
5. If your request will affect your ability to undertake your 

current workload, i.e. flexible working, reducing hours, 
participation on a key project, consider how this may 
be received.  You may have been thinking about this 
for a while, but it could come as a surprise to your 
manager.  Is it possible to pre-empt their initial 
concerns and propose solutions?   

 
There may be circumstances beyond your control 
whereby your request is not successful, this is not a 
reflection on you personally - but something else 
entirely.   

Some Insights to get you started…. 



 
 
TIPS 

Don’t assume that you will be considered for a role 
or project Sadly, working hard and performing well is 
not always enough to land you the move, promotion or 
project you are seeking.  

Always prepare If you are not fully prepared some 
questions or challenges may catch you off guard.   

Develop a professional network It takes time and 
effort but having a group of individuals you can talk to will 
be invaluable throughout your career.  

Embrace feedback Asking those you trust for honest 
feedback will help you to own your strengths and 
improve your self-awareness.  Start by asking people to 
comment on your strengths. 

Don’t preempt the outcome of a conversation Over-
thinking, thoughts going around and around, can lead to 
you playing out a range of scenarios in your mind.   This 
can affect how you approach the situation and your 
behaviour before you speak to someone.   

 

 

 
And here’s the reality check…. 



 
 
The world of work as it is now 

The idea of a single long-lasting career is becoming a 
thing of the past.   

• Organisations are flatter and less hierarchical and 
career paths are less obvious, or harder to navigate. 

• The world of work is changing rapidly with some roles 
disappearing and new opportunities opening, and 
this is likely to accelerate.   

• The practice of switching jobs, completely changing 
career, working part time, going freelance and 
working in the gig economy is becoming more 
common.  

• In an ever-changing world, organisations are 
constantly adapting, transforming, divesting or 
merging.  This can result in redundancy or the need to 
reapplying for roles but can also open-up unforeseen 
opportunities. 

• It is essential to keep up to date, retraining, returning 
to education or developing new skills throughout our 
working life.  Lifelong learning is critical. 

• As retirement ages extend towards 70 it is likely that 
as our lives change so will our thoughts towards our 
career. 

• Life events alter our views and perspective towards 
our careers and ways of working, often in unexpected 
ways. 

How do I find out more…. 



 
 
Further Reading 

Here are a few books that you may also find insightful, 
enlightening, practical and useful. 

The 100-Year Life: Living and Working in an Age of Longevity, 
Lynda Gratton and Andrew Scott, Bloomsbury Publishing Plc, 
2016 

The Strengths Book: Discover How to be Fulfilled in Your 
Work and in Life, Sally Bibb, LID Publishing, 2017 

Working Identity: Unconventional Strategies for Reinventing 
Your Career, Herminia Ibarra, Harvard Business Review Press, 1 
Nov. 2003 

The Element: How Finding Your Passion Changes Everything, 
Ken Robinson with Lou Aronica, Penguin, 7 Jan. 2010 
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Are you looking for career support? 

Would you like to know how I can help? 

Call: 07950 916894  

Email: tinaneve@humandecisions.co.uk 

mailto:tinaneve@humandecisions.co.uk

