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Getting Started
Before you start work

what are the key achievements needed from your position description?

What is your elevator pitch?
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Priorities

What are your priorities for the next 30 days?

DUE DATE:

TARGETS

M

S

A

R

T

SUPPORT

People to ask for support, guidance or accountability

Prompts

MILESTONES

ACTIONS

10 Small actions to do to reach your goal. Think of small, achievable 
activities for taking action?

If you are a rewards based person – think 

of some small or big rewards for you 
reaching your milestones towards this 

goal

Notes

m y in n er .c r ea tiv e.c o m

Key goals you want to achieve

First 30 Days

Understand the culture
Be a team player

Make a list of quick wins

Book in time with your manager

Strategic priorities
the overall business plans
What is your managers biggest 

challenges?
cultural and political landmines
what are considered key success 
factors?

What priorities would you like me to 
focus on?
What is their best mode for 

communication? How often should 
you formally catch up? Informal 
catch ups?
What can you do to most help your 

manager in the next 90 days.

Things to talk about 
with your manager

Accomplishments
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Priorities

What are your priorities for the next 30 days?

DUE DATE:

TARGETS

M

S

A

R

T

SUPPORT

People to ask for support, guidance or accountability

Prompts

MILESTONES

ACTIONS

10 Small actions to do to reach your goal. Think of small, achievable 
activities for taking action?

If you are a rewards based person – think 

of some small or big rewards for you 
reaching your milestones towards this 

goal

Notes

m y in n er .c r ea tiv e.c o m

Key goals you want to achieve

Second 30 days

Create relationships
Look at training possibilities

Assess business efficiencies 

How are things tracking
Do they have any feedback for you?
Are there any priorities to focus on?

Things to talk about 
with your manager

Accomplishments



5

Priorities

What are your priorities for the next 30 days?

DUE DATE:

TARGETS

M

S

A

R

T

SUPPORT

People to ask for support, guidance or accountability

Prompts

MILESTONES

ACTIONS

10 Small actions to do to reach your goal. Think of small, achievable 
activities for taking action?

If you are a rewards based person – think 

of some small or big rewards for you 
reaching your milestones towards this 

goal

Notes

m y in n er .c r ea tiv e.c o m

Key goals you want to achieve

Third 30 days

Record your achievements
Keep building relationships

Start setting team goals

What would they like to see in the 
next 6 months
Discuss your plans for goals, 

targets and team achievements
Does your vision match the wider 
vision?

Things to talk about 
with your manager

Accomplishments


