
M A N A G I N G  A N D  L E A D I N G  C H E C K L I S T

FILE LEadErshIp ChECkLIst datE MOdIFIEd May 26, 2021 2:04 pM
datE CrEatEd 03/31/20 dEsIGNEr JEss r CLark

1 

Organizations need both leadership and management. Successful  
leaders understand and do both. Meetings are important touchpoints  
for managers to connect with their teams and effective meetings 
benefit from leading and managing. 

Fill out this checklist to see if you’re exhibiting both of these important skills.

Leadership Checklist 

One-On-One

MANAGING

LEADING

Have regular 1:1 meetings with everyone on your team?

Ask your team member to create and own the agenda for your 1:1s?

Check in on what’s completed and what’s in progress related to goals and 
objectives?

Ask about their top priorities?

Ask about their biggest hurdles and challenges?

Promptly reschedule when unforeseen conflicts arise?

DO YOU:

Ask them about how they’re doing personally (check-in on overall well-being)?

Ask questions that prompt self-reflection and/or further experimentation or 
observation beyond the 1:1?

Talk less than 10% of the allotted time and actively listen 90% of the time?

Check-in on career goals and development opportunities at least quarterly?

Regularly ask for feedback about your leadership: “What is one thing I could 
do better to support you or the team?” or “What are ways I’ve made you feel 
included or excluded?”

DO YOU:
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Team Meeting

MANAGING

LEADING

Enable everyone to participate (in hybrid environments can all team members  
join virtually)?

Ask team members to own or collaborate on agenda setting at least  
24-48 hours in advance?

Clarify and check in on team goals and priorities?

Review team-related metrics and action-items from previous meetings?

Accurately communicate organizational updates or decisions made outside  
your team?

DO YOU:

Begin meetings by prompting the group to get present?

Make time for people to get to know one another personally?

Establish agreement that everyone talks and listens equal amounts?

Invite people who don’t speak up naturally to share their perspectives?

Rotate the meeting housework so that everyone takes turns as facilitator,  
scribe, tech support, etc?

Periodically ask everyone to reflect and discuss how team meetings are working 
and how they could be improved?

Accurately communicate organizational updates or decisions made outside  
your team?

DO YOU:

Build better leaders with Verb. 
Want to learn more about how Verb can give your  
managers the tools they need to lead? 
Get in touch: sales@goverb.com OR schedule a demo at goverb.com/demo

https://goverb.com/demo/

