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Appendix 3
Personal development 
plan (PDP)
Name:
Purpose of PDP
To help you understand yourself and commit to and focus on your personal development/learning and training requirements. It will help you to assess gaps in your skills and experience as well as to focus on learning outcomes, to identify your strengths and to boost your self-confidence. You can use this PDP in your appraisal meetings and to help you in career management.
Table of contents
Section 1: Strengths and areas for development
Section 2: Opportunities and threats
Section 3: Reflecting back
Section 4: Your action plan
Section 5: Values and any other thoughts
Section 6: Goal setting and commitment statement/signature
Section 1: Strengths and areas 
for development
You could complete and attach the ‘Personal strengths assessment form’ (Appendix 2), which identifies your strengths and outlines any areas that you need to develop. Alternatively, you can think about and list below your strengths and areas that you know you need to develop. Include any training/knowledge and skills acquired over the last 12 months.

Note: You can read your list of strengths to boost your self-confidence.
Your strengths
For example: communication, negotiation, problem solving, decision making, time management, assertiveness, building relationships, leadership, questioning skills, listening skills, self-awareness and confidence, influencing skills, creative skills. Remember that some strengths, when over the top, can be perceived as weaknesses. For example, an overly confident person could be perceived as being unapproachable.


Areas you need to work on
For example: communication, negotiation, problem solving, decision making, time management, assertiveness, building relationships, leadership, questioning skills, listening skills, self-awareness and confidence, influencing skills, creative skills.

Section 2: Opportunities and threats
Opportunities
Write here any opportunities that you come across or think of that may aid you in your quest for continual development and help you reach your goals.

Threats
Write here any threats that may hinder your development or achievement of your goals. Think and write creatively about how you can turn these into opportunities or eliminate them.

Section 3: Reflecting back
Complete this section to reflect on your learning.
Understand what you need to do differently.
It will also help you realize the value you add to your organization.

Q1 
What do you consider were the three most important things (planned or unplanned) that you learned last year? Please also briefly describe how they were learned.









Q2	
Please write down what you will do differently as a result of your learning outcomes.
















Q3	
What have been the tangible outcomes of your professional development over the last 12 months?













Q4	
Who else has gained from your professional development and how?










Q5	
Please summarize the value you’ve added to your organization/clients/customers over the last 12 months through your professional development.










Section 4: Your action plan
Complete this section to plan your way forward.
Commit to goal setting and achieving.
Q1	
When and how do you identify your learning and professional development needs?








Q2	
What are the three main areas or topics you wish to develop in 
the next 12 months and how will you achieve these? What training and development do you need? What experience do you need? How will you get the training and experience? This might be, for example, through reading, surfing the internet, on-the-job training, voluntary work, workshops, training courses, teaching others, online courses, mentors or coaches, joining a network for assistants.


1.

2.

3.

Q3	
What are the key differences that you plan to make to your role/organization/clients/customers in the next 12 months?








Section 5: Values and any other thoughts
Write your values here, and any other thoughts that you feel could help you with your PDP.







Section 6: Goal setting
You can attach your completed goal-setting pro forma (Appendix 5), which can be downloaded online at www.suefrance.com and contains all the information you need to help set your goals, or you can briefly write your ‘SMARTER’ goals here.












Remember: goals should be Specific/Smart, Measurable, Achievable/Agreed/Aligned, Realistic, Time-bound, Evaluated and Revised/Rewarded.
You can share your goals with your boss. You should align some of your goals with your boss’s and your organization’s. For life goals, think about how it will be when you are sitting in your rocking chair at 99 years old: what would you wish you had done, seen, learned?
Commitment
Please sign below. This will make your subconscious mind commit to this PDP.
You might like to write here a personal mission statement/personal motto/quote/affirmation.











Signature: ............................................................
Date: ...................................................................
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SUE FRANCE
TRAINING
www.suefrance.com











