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Purpose
Use this S.W.O.T. analysis to reflect on an individual employee’s strengths, growth areas, and external factors that may impact their performance and development. This tool is designed to support coaching, development planning, and career conversations.
Step 1: Gather Insight
Collect information from multiple sources to ensure a balanced and accurate perspective.
Key Questions to Answer:
· What performance data, goals, or outcomes can I reference?
· What feedback has the employee received (formal or informal)?
· Have I observed patterns in their performance, behaviors, or contributions?
· What input can I gather from others (peers, partners, stakeholders)?
Step 2: Align with Role & Goals
Consider the employee’s current responsibilities and future development.
Key Questions to Answer:
· What are the core expectations of this employee’s role?
· What goals has the employee set (or should they set)?
· What skills or competencies are most important for their success?
· Where do they want to grow professionally?
Step 3: Complete the Employee S.W.O.T. Analysis
Strengths (Internal – Positive)
What does the employee do well? Where do they add the most value?
Guiding Questions:
· What are this employees’ strongest skills or areas of expertise?
· Where do they consistently perform well or exceed expectations?
· What positive feedback have they received?
· What behaviors or qualities contribute to team success (e.g., reliability, collaboration, initiative)?
· What responsibilities or tasks align well with their strengths?
Weaknesses (Internal – Development Areas)
Where are there opportunities for growth or improvement?
Guiding Questions:
· What skills or competencies need further development?
· Where does the employee struggle or need additional support?
· Are there gaps in knowledge, experience, or confidence?
· What patterns or behaviors may be impacting performance?
· What feedback has been shared that highlights areas for improvement?
Opportunities (External – Positive)
What external factors or experiences could support their growth?
Guiding Questions:
· Are there training programs, certifications, or resources available?
· What stretch assignments or projects could help build skills?
· Are there mentorship or networking opportunities to leverage?
· What organizational initiatives or changes could benefit their development?
· How can their strengths be used in new or expanded ways?
Threats (External – Potential Challenges)
What external factors could impact their success or development?
Guiding Questions:
· Are there workload or capacity challenges affecting performance?
· Are there organizational changes that could impact their role?
· Do competing priorities limit development opportunities?
· Are there external skill demands (technology, industry trends) they need to keep up with?
· Are there barriers (time, resources, support) that may hinder growth?
Step 4: Turn Insight into a Development Plan
Use the S.W.O.T. analysis to guide meaningful next steps.
Key Questions to Answer:
· How can I better leverage this employee’s strengths?
· What 1–2 development areas should we prioritize?
· What opportunities can I help connect them to?
· How can I help mitigate potential challenges or barriers?
· What specific, actionable goals should we set together?
Tips for Managers
· Keep the focus on growth and development, not evaluation
· Be objective and evidence-based (use examples)
· Involve the employee in the conversation whenever possible
· Balance strengths and development areas
· Revisit regularly during 1:1s and performance check-ins
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