Career Development Plan Template

This Career Development Plan (CDP) template is designed to be a living document that
evolves as the employee grows within the organization. Regular reviews and updates
will ensure the plan remains relevant and aligned with the employee's career aspirations
and the organization's strategic goals. Organizations can enhance employee
satisfaction and retention by fostering an environment that actively supports
professional growth.

The Career Development Plan (CDP) is vital for helping employees align their career
goals with their personal and professional growth objectives. This plan serves as a
roadmap, guiding employees on enhancing their skills, expanding their professional
networks, and achieving significant career milestones. Below is a detailed template for a
CDP that organizations can adapt to fit their specific needs and help employees
navigate their career paths effectively.

Employee Information

Employee Name:

Position:

Department:
Supervisor/Manager Name:
Plan Creation Date:

Introduction

e Purpose of the Plan: Explain the goals of the career development plan,
emphasizing the mutual benefits to both the employee and the organization when
career growth is supported.

o Overview of the Process: Outline the steps involved in creating, reviewing, and
updating the career development plan.

Section 1: Self-Assessment

« Skills Inventory: List current skills and identify strengths and areas for
improvement.

« Professional Interests: Describe areas of job responsibilities or new roles the
employee finds intriguing and wishes to explore further.

« Career Aspirations: Document long-term career goals (e.g., roles the employee
aspires to within the organization).



Section 2: Goal Setting

e Short-Term Goals (1-2 Years):
o Specific skills or competencies the employee aims to develop.
o Certifications or qualifications to be pursued.
o Any particular projects or roles the employee seeks to undertake.
e« Long-Term Goals (3-5 Years):
o Desired positions or roles within the company.
o Key professional milestones such as leadership roles or specialization
areas.

Section 3: Action Plan

o Skills Development:
o Training Programs: Detail relevant workshops, courses, or seminars.
o Timeline: Specify deadlines for completing training activities.
o Networking Strategies:
o Internal Networking: Plan participation in cross-departmental projects or
company events.
o External Networking: Identify industry groups or professional
associations to join.
o Practical Experience:
o Job Rotation Opportunities: Explore the potential for temporary
assignments in other departments.
o Mentorship: Establish a formal relationship with a mentor within or
outside the organization.

Section 4: Resources Required

« Training and Education Resources: Specify resources needed for educational
programs, including financial and time allocations.

e Support from Management: Detail the support required from supervisors or the
organization, such as flexible scheduling for study.

« Tools and Technology: Identify any software, tools, or other technologies
needed to support skill development.

Section 5: Performance Monitoring and Evaluation

 Review Dates: Set specific dates for periodic reviews of the career development
plan.

o Success Indicators: Define what success looks like for each goal (e.qg.,
completion of training, feedback from peers on improved skills, successful
handling of more complex projects).

« Adjustments and Updates: Outline procedures for making necessary
adjustments to the plan based on feedback and changing objectives.



Section 6: Employee and Supervisor Agreement

« Employee Statement: An affirmation from the employee acknowledging
agreement with the plan's goals and commitment to working towards them.

e Supervisor Statement: A commitment from the supervisor to support the
employee's development efforts.

« Signatures: Spaces for both employee and supervisor to sign the document.

Appendices

« Additional Resources: List of recommended books, courses, websites, and
other resources that can aid in career development.

« Contact Information: Details for contacting HR or any career development
advisors within the organization.



