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STRATEGIC COMMUNICATION 
The 5-Minute Conversation

STEP

1 Focal Point Question

Supports your colleague to take a multitude of 

subjects or a broad topic and funnel it down to 

one focal point/priority. This supports both of 

you to leverage time.  

________________________________________________

________________________________________________

OBJECTIVES

•	 Discover how to strategically 

conduct efficient and effective 

conversations.

•	 Learn a 5 step process for 

5 - 15 minute productive 

interactions.

The ability to expedite a conversation is a skill that can be developed with practice. 

The following are a few strategies to accelerate the learning curve for 5-Minute 

Conversations.

NOTE: If interacting with you in a 1:1 setting is infrequent, colleagues can have a 

tendency to bring and abundance of “luggage” (a multitude of subjects that they 

would like to discuss with you now) to the conversation. When time is of the essence 

and you have 5-minutes, the following strategies will support your mutual efficiency. 
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ACTIVITY – FOCAL POINT QUESTIONS EXERCISE

1. 

2. 

3. 

4. 

5. 

Question Examples that Reveal the  
Focal Point for the Conversation

1.	 What is 1 key priority that we can discuss within the 5 quality minutes we have?

2.	 How can we maximize our time?

3.	 What is the 1 thing we could discuss that will have the greatest impact?

4.	 When you reflect on the list of subjects you would like to discuss with me,  

	 what is #1?

5.	 What can we discuss now that could create progress in a variety of areas? 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
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STEP

2 Listen

•	 Body Language

•	 Tone, Pace, Pitch

•	 Words

•	 Phrases

•	 Repetition

•	 Emphasis

•	 Emotion

•	 Logic

•	 Intent

•	 Victim or Victor

•	 Skill or Belief

•	 Self-Sabotage

•	 Training or Coaching

•	 Fixed Mindset or Growth Mindset

•	 Relevance

•	 What prompted this conversation?

•	 What “field” are they playing in 

right now? (Minor or Major)

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

STEP

3 Solution Focused

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
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STEP

STEP

4

5

Decide & Take Action

Accountability

______________________________________________________

______________________________________________________

______________________________________________________

______________________________________________________

___________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

WRAP UP

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________


