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Opening the conversation: 
Acknowledging the well-being of client. 
“How are you? How is your week going?”  
 
Setting up the conversation: Follow-up 
on the actions client committed to during 
previous coaching call/conversation.    
 
Listen:  
Listen intently without interrupting or 
jumping in to offer opinions or solutions. 
 
Clarify:  
Restate, paraphrase or summarize to 
ensure both parties understand the 
situation.  
 
Deep Thinking:  
Ask mediating open-ended questions so 
client can gain new insights, ideas and 
perspectives.  
 
Inspired Action:  
Client determines course of action based 
on new insights and discoveries. 
 
Closing the Conversation:  
Restate what client has agreed to do 
between now and next call. Set up next call 
or visit. End on positive, encouraging tone, 
demonstrating confidence in the client. 
 

 
It’s not just the questions that are important, but the order in which they 
are asked.  
 
Setting up the conversation:  
“During our last conversation you said you were going to……, how did that work 
out?”  
 
“You have mentioned three concerns, which of those is weighing most heavily on 
you? Which do we need to focus on today?” 
 
Clarifying:  
“What did you mean when you said….?”   
                     
“What criteria did you use to determine that?”    
                                                                 
 “Can you give me an example?”  
 
“Your take on that is that……” 
 
 
Deep Thinking:  
 “What’s your opinion on how to handle this?” 
 “Why do you think this is happening?”                                                                                                                 
“What would that conversation sound like?”                                            
“Can you tell me a little more about that”   
“What could be preventing them from participating?”                                                
“Could this be an assumption on your part?” 
“What obstacles stand in your way?”                                                      
“I sense some hesitation, what is it that’s holding you back?”                 
“What can you do to improve the situation?  What’s in your circle of control?”                     
“What concerns you?”                                                                                                                                                               
“What would success look like in this situation?”           
                          

 

Coaching is 80% 
listening and 20% 

speaking 


