Personal Career Development Plan 

Create a career development plan to articulate your goals and plan concrete steps to achieve them. 

1. Reflect on your goals
a) How do you want to develop professionally?  

b) What are your short-term goals? What skills or knowledge do you need to acquire?

c) What are your long-term career goals, and what skills or knowledge will you need to reach them?  

As you answer these questions, you may want to scan job descriptions, read your performance reviews, conduct informational interviews, and talk with your supervisor.

2. Develop skills
Training classes are an important way to develop your skills and knowledge. You may also want to consider other approaches like mentoring, cross-training, coaching, stretch assignments, leading a project team, serving on a committee, becoming involved in a professional association, attending conferences, pursuing self-paced learning through webinars, computer based training, listservs, books, and academic degree programs.

3. Identify important resources
Do you need funds or time to attend a training class, conference, or participate in an academic degree program? Would it help to discuss or review this plan with your supervisor or mentor?

4. Set realistic priorities 
What do you want to achievable this quarter, this year, and within 5 years? Identify action steps and a timeline. And be sure to celebrate your successes along the way.
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