Development Plan ‘How To’ Guide

Introduction

COMPANY XYZ is committed to your success. We understand that you don’t just have a job with COMPANY XYZ: you also have a career. The purpose of this guide is to help you create a development plan to support your job, and your career. Often an employee’s day-to-day job requirements demand a great deal of focus. Employees frequently focus on immediate job requirements, and may not take time to examine career goals or longer-term employment objectives. Similarly, managers often focus on reaching immediate work goals and tasks. It can be challenging to take the time to develop employees. 
However, development plans aren’t just another task on the ‘to do’ list. By taking a few minutes each week to develop your skills and career, you’ll become more efficient and effective. Development plans are like a retirement account: if you invest a little time in the short-term, the longer-term payoff can be big. This guide is designed to help you get started with your ‘investment’. 
So let’s get started! You’ve decided to create a development plan, and you want to get going. Here’s how.
1. Review your performance appraisal and goals. For more information about the performance appraisal process, talk to someone in Human Resources. Either Allan Jones (952.555.8106, Allan.Jones@Company XYZ-intl.com) or Shirley Rounds (952.555.7479, Shirley.rounds@Company XYZ-intl.com) can help you create an effective performance appraisal that will provide you with valuable feedback. 

Notes: My performance goals this year are:
2. Think about your long-term career goals. You’ve heard the saying “If you don’t know where you’re going, anywhere will do.” That’s not a great way to manage your career! Think about what you’d like to be doing in a few years. What are some jobs you would enjoy? Why?  What careers would use some of your natural talents?  
Notes: Some long-term career positions I would enjoy include: 
3. Once you’ve determined a career goal, think about the more tactical aspects. What skills and knowledge will you need? Approach this as a project: start with the end goal in mind, then think about the ‘project’ milestones. What skills will you need in three years? In two years? This year?  Remember, like many longer-term projects, you will have many opportunities to update your interim milestones and metrics. It’s almost impossible to accurately predict a precise career path over the long-run. Your objective here is to create a set of goals that will motivate and excite you, and identify the skills you will need to reach that goal. 
Notes: To be successful in my career, some skills I will need to build include: 

4. Use the notes above to complete the first page of the development plan. Decide with your manager the one to two key skills you’d like to build this year. 

For each skill area identify a) the skill description; b) how you’ll know the skill is being done right; c) options for you to develop that skill. Those options can include seminars, on-the-job training, one-on-one mentoring, or projects that allow you to practice. (Remember, if you need development ideas, or development plan feedback, call JP Meyers at 952.937.0977. JP can help you clarify your goals, identify on-the-job skill-building activities, locate seminars, and get you on track with development planning.)  Use the space on the following pages to outline clear skill descriptions and goals. 
5. Complete the action plan section of your development plan using the information on the following pages. Follow up with your manager on the dates indicated, to be sure you receive feedback. Development planning is the employee’s responsibility, but your manager is there to help. 

	Skill Area 1:


	What are the specific behaviors and job outcomes that indicate a successful application of this skill?


	List at least one, preferably several, development options. These include books, seminars, on-the-job activities, one-on-one mentoring, projects or other activities you can do to develop this new skill. 



	Follow-up:  list specific dates/times when you and your manager will review your progress. Be sure to get these dates into both your and your manager’s Lotus Notes calendar!




Notes

	Skill Area 2:


	What are the specific behaviors and job outcomes that indicate a successful application of this skill?


	List at least one, preferably several, development options. These include books, seminars, on-the-job activities, one-on-one mentoring, projects or other activities you can do to develop this new skill. 



	Follow-up:  list specific dates/times when you and your manager will review your progress. Be sure to get these dates into both your and your manager’s Lotus Notes calendar!




Notes

Development Planning Resources and Support
COMPANY XYZ is committed to your success. If you have questions after reviewing this guide, there are resources to support you in the development planning process. 

If you have questions about development planning; the process; the form; how to get started; where to find a seminar or workshop; suggestions for on-the-job development activities to develop a skill; how to set specific and measurable goals; or any number of questions, then call Jacqueline (‘JP’) Meyers at 952.937.0977, or email her at JP@JumpStartResults.com.  JP is a Human Resources consultant with many years of experience in training, coaching and development. 
JP is available either by phone or in person to review your development planning, and offer specific suggestions, resources and/or feedback. She can help you create a solid action plan, and also assist in identifying books, seminars and on-the-job activities to build skills. 

If you are a manager requesting resources (seminars, videos, trainings, books, or on-the-job activities) for a group of employees, then there may be funding available to support your team. After you have identified the development specifics: desired employee behaviors (learning objectives), number of employees, and potential vendors and costs, you can contact Allan Jones (952.555.8106, Allan.Jones@Company XYZ-intl.com) or Shirley Rounds (952.555.7479, Shirley.rounds@Company XYZ-intl.com) to discuss possible funding. 
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