How to use your Personal Development Plan Template





Before trying to complete your Personal Development Plan, you should have already undertaken a Self Assessment using the Self Assessment Template. 





You should refer to your list of your strengths and weakness when completing the first column of your plan.  You will not be able to do everything so think hard about which areas are important to you and your career.  Being able to demonstrate a strength is often as, if not more important than addressing a weakness, so your Personal Development Plan is not just about improving in the areas where you are weakest- it is also about proving what you are capable of.





	Once you have prioritised what you are going to tackle, you should then complete columns 2 & 3.  You can use any form of measurement you want but some suggestions are given below.


		


Presentation Skills





Expert Speaker- able to talk to large groups of strangers confidently and competently on most subjects


Confident Speaker- able to talk to small groups of strangers competently on a number of subjects


Good Speaker- able to talk to groups of my peers confidently and competently on a number of subjects


Competent Speaker- able to talk to small groups of my peers albeit a little nervously


Poor Speaker- not comfortable speaking in public/to my peers


Unproven- have never had the opportunity to make a presentation





Written Skills





Good All Round- able to communicate well in writing, including technical, creative and business writing


Good Technical- able to communicate technical issues well to the layman in writing but little else


Good Business - able to write formal letters, but have difficulty expressing complex ideas in writing 


Good Creative- able to use comparison, example, similes, metaphors, vocabulary and other tools


Poor All Round- have difficulty in communicating in writing/preference for spoken communication





Organisational/Planning Skills





Expert- able to plan and organise large groups of people to achieve a large project by a specific deadline


Good- able to plan and organise medium sized groups of people to achieve a specified outcome


Competent- able to plan and organise a small team to achieve a short-term objective 


Limited- can plan and organise my own time to achieve targets


Poor- unable to plan in advance or to motivate and instruct others


Untested- have never had the opportunity to undertake a project involving any organising and planning


  


Team-working Skills





Expert- able to work well in almost any team and achieve outcome, able to perform many “team roles”


Good-  able to work well in a team of people and to perform a number of “team roles”


Competent- able to work in a team of people I know and to perform a number of “team roles”


Limited- able to work well in a team in one or two given roles, but not able to perform others


Poor- dislike working in teams and find it stressful, do not find it easy to participate at all


Untested- have never worked in a team before to complete a common objective�
�



Once you have set your goals, you should then look at the Development Opportunities part of the site, to decide the best activities to undertake in order to achieve your target.  Record this on your Personal Development Plan and don’t forget when you undertake your activity to record it on the appropriate assessment template from the website.  The reference number that you give this record should go into the “evidence column” to help you find it in the future.   





You must also record your measurement criteria.  This should be whatever is appropriate for you and for the activity that you have undertaken.  For example the criteria for Written Skills might be as diverse as “to get an article published in the College Magazine” to “getting a B for my next written/project assignment”.  Don’t forget to give yourself a realistic deadline for achieving your target in column 6.


�
Personal Development Plan 
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PRIORITY No 4.
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PRIORITY No 5.
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