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1. Enhance use of interpersonal skills.    At present, you tend to use your 

communications skills as an “information exchange” vehicle.  That is, you 

tend to communicate with the exclusive purpose of exchanging information 

back and forth.  You feel that you are successful at getting your ideas 

across, but both the tests and your own perceptions indicate that you could 

be more convincing/influential, and that there is opportunity to enhance 

how you use your interpersonal skills.  We also discussed how success in 

future roles will heavily depend on how effectively you use your 

interpersonal skills for purposes such as: 

 

• Influencing 

• Building Relationships 

• Building alliances with people 

• Managing the impressions that others have or form about 
you—like how much of an expert you are. 

 

I would like to see you begin to use your interpersonal skills for these types of 

purposes.  Thus, one of your goals in 20xx should be to take concrete steps 

in the above-mentioned areas and I would like you to identify the specific 

situations where you can attempt to achieve some of these goals.  That is, in 

an emailed response to me, please list situations where you need to exhibit 

stronger influence skills. 
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Second, identify people with whom you need to develop relationships and 

alliances.  Finally, list important people in the organization who form opinions 

about you.  Then identify what these people currently think about you and 

what you want them to think about you.  We will then track your efforts in 

these areas through regular phone or email correspondences (e.g., quarterly 

or bi-monthly). 

 

To give you some assistance at reaching some of the above-mentioned 

goals, I suggest the following developmental activities.  First, I recommend 

that you complete the Interpersonal Skills Course offered by The BCD 

Company.  You can go to www.thiswebsite.com to find the nearest office and 

learn about course offerings.  Briefly, the course builds confidence and skills 

in the areas of speaking and interacting.  Second, I suggest that you read the 

book XXXXXXXX by Sue Smith.  This book teaches you the value of building 

strong interpersonal ties and networks with people.  While the maxims 

become kind of repetitive about mid-way through the book, the author offers 

very useful insights and tactics for building your personal network.  I think this 

would be very valuable for you.  Third, you had mentioned getting a mentor 

from XYZ.  I think this is a very good idea.  The right mentor could teach you 

about building relationships, forming alliances, and could also model 

influence/leadership skills.  If this is possible, I strongly suggest 
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that you obtain a mentor.  I will also mention this to Jerry and Suzy.  Finally, 

to help reinforce these activities, you and I will have periodic discussions to 

check progress.  The Company is very interested in your success and wants 

to ensure that you get the opportunity to maximize your potential.  We have 

found over the years that having someone check back with you on progress 

can help you overcome barriers in the developmental process.  With that in 

mind, I will initiate contact with you on a bi-monthly or quarterly basis. 
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