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CAREER CONVERSATION GUIDANCE FOR MANAGERS 

Alicon Castalloy Ltd – Comprehensive HR & Leadership Handbook  

1. Introduction 

Alicon Castalloy Ltd believes that people are the foundation of sustained organizational excellence. 
The purpose of this Career Conversation Guidance is to equip all managers, supervisors, and leaders 
with the right approach, mindset, tools, and techniques to facilitate meaningful career discussions with 
employees across shop floor, technical, engineering, functional, and leadership roles. 

This document is not only a guide—it is a standardised leadership expectation for managers to 
enhance talent development, succession planning, internal mobility, and employee engagement 
across the organization. 

2. Purpose & Objectives of Career Conversations 

Career Conversations at Alicon serve multiple organizational and individual goals. 

2.1 For Employees 

●​ Gain clarity about their strengths, interests, and aspirations.​
 

●​ Understand career pathways available within Alicon.​
 

●​ Identify skills and behaviors required for progression.​
 

●​ Receive guidance, encouragement, and support from managers.​
 

●​ Feel valued, motivated, and engaged in their roles.​
 

2.2 For Managers 

●​ Build trust and rapport with team members.​
 

●​ Understand employee aspirations and concerns.​
 

●​ Support team capability-building and role readiness.​
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●​ Identify internal successors for critical roles.​
 

●​ Improve team performance through targeted development.​
 

2.3 For the Organization 

●​ Strengthen internal talent pipeline.​
 

●​ Reduce attrition by improving employee engagement.​
 

●​ Support succession planning for technical and leadership roles.​
 

●​ Build capability for future technologies and business demands.​
 

●​ Promote a high-performance, growth-oriented culture.​
 

 

3. Key Principles of Effective Career Conversations 

3.1 Employee Ownership 

Employees own their careers. Managers facilitate and support. 

3.2 Partnership Mindset 

It is a shared responsibility between Employee + Manager + HR. 

3.3 Open & Honest Dialogue 

Encourage authenticity, without fear of judgement. 

3.4 Forward-Looking 

Conversations must be about future development, not past performance. 

3.5 Coaching, Not Commanding 

Managers should guide through inquiry, not instruction. 

3.6 Continuous, Not One-Time 
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Career discussions should happen at least twice a year or during: 

●​ role changes​
 

●​ project completion​
 

●​ development plan reviews​
 

●​ performance feedback cycles​
 

3.7 Confidentiality & Respect 

Employees must feel safe sharing aspirations. 

4. Roles & Responsibilities 

4.1 Manager Responsibilities 

●​ Prepare thoroughly​
 

●​ Listen actively​
 

●​ Ask powerful open-ended questions​
 

●​ Give developmental feedback​
 

●​ Identify opportunities​
 

●​ Provide support and resources​
 

●​ Document conversations​
 

●​ Follow up consistently​
 

4.2 Employee Responsibilities 

●​ Reflect on aspirations​
 

●​ Identify skills they want to build​
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●​ Participate actively​
 

●​ Follow through with development actions​
 

●​ Seek feedback and learning opportunities​
 

4.3 HR Responsibilities 

●​ Provide tools, frameworks, and training​
 

●​ Enable internal mobility and learning programs​
 

●​ Support managers during complex situations​
 

●​ Monitor fairness and consistency across departments​
 

5. Preparation Before the Conversation 

This stage determines the depth and productivity of the discussion. 

5.1 Steps for Manager Preparation 

1.​ Review updated employee data:​
 

○​ Role history​
 

○​ Projects handled​
 

○​ Skills demonstrated​
 

○​ Past development plans​
 

○​ Employee strengths​
 

○​ Feedback received​
 

2.​ Identify potential development opportunities:​
 

○​ Projects​
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○​ Job rotations​
 

○​ Certifications​
 

○​ Training programs​
 

3.​ Block uninterrupted time:​
 

○​ Minimum 45–60 minutes​
 

○​ Quiet space or office​
 

4.​ Inform employee about the purpose:​
 

○​ Clarify it’s a career-focused conversation​
 

○​ Not about performance / promotion​
 

5.2 Employee Preparation (to be communicated) 

Ask employee to reflect on: 

●​ What they enjoy in their current role​
 

●​ What skills they want to develop​
 

●​ Career aspirations in 2–5 years​
 

●​ Perceived obstacles or skill gaps​
 

●​ Any cross-functional interests​
 

6. Conducting the Conversation – Step-by-Step Guide  

Follow the GROW Coaching Model for maximum effectiveness. 
 

STEP 1: G — Goal Setting (Clarifying Purpose & Aspirations) 
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Manager Script Examples: 

●​ “Let’s focus today on your long-term career aspirations and development plans.”​
 

●​ “I want to understand your interests and how I can support your growth.”​
 

Questions to Explore Aspirations 

●​ “What kind of work do you see yourself doing in 2–5 years?”​
 

●​ “What motivates you the most in your current role?”​
 

●​ “Are there new responsibilities you would like to explore?”​
 

●​ “Do you have an interest in leadership roles or technical mastery?”​
 

●​ “What is your dream role within Alicon?”​
 

DOs 

✔ Set a positive tone​
 ✔ Clarify expectations​
 ✔ Make employee feel comfortable​
 ✔ Reinforce confidentiality 

DON’Ts 

✘ Start discussing performance​
 ✘ Rush the conversation​
 ✘ Judge their goals 

 

STEP 2: R — Reality (Assessing Current State) 

Here, you explore strengths, challenges, and development areas. 

Explore With Questions 

●​ “What do you consider your strongest skills?”​
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●​ “Which tasks do you feel most confident about?”​
 

●​ “What challenges do you face today?”​
 

●​ “What feedback have you received from others?”​
 

Examples of Strengths in Alicon Context 

●​ Technical (foundry ops, CNC, metallurgy, QA)​
 

●​ Process knowledge​
 

●​ Lean/TPM practice​
 

●​ Leadership potential​
 

●​ Team collaboration​
 

●​ Customer interaction​
 

●​ Problem-solving in production​
 

Examples of Common Development Needs 

●​ Advanced machining or metallurgy skills​
 

●​ Data interpretation and digital skills​
 

●​ Leadership communication​
 

●​ Project management​
 

●​ Planning & coordination​
 

●​ Safety compliance knowledge​
 

STEP 3: O — Options (Exploring Opportunities & Development Routes) 

Focus on possibilities, not limitations. 
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Types of Career Development Opportunities at Alicon 

A. Vertical Progression 

●​ Supervisor → Sr. Supervisor → Manager → Sr. Manager​
 

●​ Technical → Specialist → Expert​
 

●​ Leadership pathway​
 

B. Lateral Development 

●​ Moving within production, quality, planning, SCM, NPD, EHS​
 

C. Skill-Based Development 

●​ Metallurgy training​
 

●​ CNC upskilling​
 

●​ Quality tools (APQP, FMEA, PPAP, control plans)​
 

●​ TPM/Lean Six Sigma​
 

●​ Digital/automation tools​
 

D. Exposure-Based Development 

●​ Cross-functional projects​
 

●​ Customer audit support​
 

●​ Shadowing a senior leader​
 

●​ Leading a Kaizen initiative​
 

Ask Questions Like: 

●​ “What types of opportunities interest you most?”​
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●​ “Which departments would you like exposure to?”​
 

●​ “What projects would help you build new skills?”​
 

STEP 4: Way Forward (Action Plan & Support) 

This is where the conversation becomes practical. 

Create a 2–3 point Development Plan 

Example Development Actions: 

●​ Attend TPM training​
 

●​ Complete Metallurgy Certification Level 2​
 

●​ Lead 5S implementation in the machining unit​
 

●​ Train juniors on quality checks​
 

●​ Assist in NPD trials​
 

●​ Shadow a supervisor for 10 days​
 

●​ Attend negotiation or communication skills training​
 

Manager Responsibilities 

●​ Provide access to training​
 

●​ Recommend them for stretch assignments​
 

●​ Provide monthly feedback​
 

●​ Remove barriers​
 

Set Follow-Up 

●​ Review progress every 3 months​
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●​ Update actions as needed​
 

7. Career Pathways at Alicon (Highly Detailed) 

Employees can grow in multiple directions. Managers should explain each pathway. 

7.1 Technical Expert Path 

For employees who want to deepen expertise. 

Examples: 

●​ Metallurgy Expert​
 

●​ CNC Programmer​
 

●​ Quality Engineer (APQP, PPAP specialist)​
 

●​ Tool Room Specialist​
 

Development Needs: 

●​ Advanced technical certifications​
 

●​ Exposure to audits​
 

●​ Kaizen leadership​
 

7.2 Supervisory & Leadership Path 

For employees aspiring to lead teams. 

Development Focus: 

●​ Communication​
 

●​ Conflict management​
 

●​ People development​
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●​ Shift planning​
 

●​ Decision-making​
 

●​ Safety leadership​
 

7.3 Functional Career Path 

Movement to other support or technical functions. 

Functions Include: 

●​ Quality​
 

●​ Supply Chain​
 

●​ Planning​
 

●​ NPD​
 

●​ Maintenance​
 

●​ HR/EHS​
 

Development Needs: 

●​ Functional domain knowledge​
 

●​ Cross-functional exposure 

7.4 Digital & Industry 4.0 Path 

For future technologies. 

Skills Required: 

●​ Basic data analytics​
 

●​ Machine monitoring​
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●​ Understanding automation tools​
 

●​ Digital dashboards​
 

8. How to Handle Difficult Career Conversations 

A. When aspiration does not match capability 

Say:​
 “I appreciate your ambition. To reach that role, here are the competencies required. Let’s create a 
roadmap to help you get there.” 

B. When employee is unsure about future roles 

Use guidance:​
 “Let’s explore what you enjoy most and identify patterns.” 

C. When employee expects rapid promotion 

Explain:​
 “Promotion depends on readiness, available roles, and business need. Meanwhile, let’s work on 
building your capabilities.” 

D. When performance issues overlap 

Separate the discussions: 

●​ Performance in a different meeting​
 

●​ Career in this meeting​
 

 

9. Manager DOs & DON'Ts  

DOs 

✔ Be empathetic​
 ✔ Encourage questions​
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 ✔ Praise strengths​
 ✔ Provide clear guidance​
 ✔ Enable opportunities 

DON’Ts 

✘ Dismiss aspirations​
 ✘ Overpromise​
 ✘ Make the conversation hierarchical​
 ✘ Convey bias​
 ✘ Skip follow-ups 

10. Tools, Templates & Forms 

10.1 Career Conversation Form 

●​ Employee Name​
 

●​ Role​
 

●​ Aspirations​
 

●​ Strengths​
 

●​ Development Areas 
●​ Opportunities Discussed 
●​ Action Plan 
●​ Timeline 
●​ Follow-Up​

 

10.2 Development Plan Template 

●​ Goal​
 

●​ Skills needed​
 

●​ Action items​
 

●​ Learning resources​
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●​ Target date​
 

●​ Manager support required​
 

10.3 Manager Checklist 

●​ Did I listen actively?​
 

●​ Did I explore their aspirations?​
 

●​ Did I provide feedback?​
 

●​ Did we develop an actionable plan?​
 

●​ Did I set follow-up meetings?​
 

11. Documentation, Confidentiality, and HR Escalation 

Documentation 

Managers must record: 

●​ Summary of conversation​
 

●​ Agreed actions​
 

●​ Development plan​
 

Confidentiality 

Employee information must not be shared except with HR. 

When to Escalate to HR 

●​ Serious skill gaps requiring structured intervention​
 

●​ Employee expressing dissatisfaction or disengagement​
 

●​ Conflict of expectations​
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●​ Requests for role transfers​
 

12. Conclusion 

Career conversations are a powerful development tool at Alicon. When conducted effectively, they 
enable: 

●​ Employee satisfaction​
 

●​ Stronger succession pipelines​
 

●​ Better retention​
 

●​ Higher productivity​
 

●​ Stronger organizational culture​
 

Managers are the drivers of this process. Their support is essential to help employees build 
meaningful, fulfilling careers at Alicon Castalloy Ltd. 

 

 
 
Date:​07/04/2024.​ ​ ​ ​ ​                                         Rajeev Sikand​
​ ​ ​ ​ ​ ​ ​ ​ ​ ​                    Group CEO 
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