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PERSONAL DEVELOPMENT PLAN
Problem Solving – Employability and Career Development
Downloadable and editable Word template
━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━
	Purpose: This template helps you connect self-assessment with concrete career development actions. Type directly into the shaded and white table cells, save your document, and return to it regularly to review your progress.



	Name and surname
	[Type here]

	Study programme / field
	[Type here]

	Date completed
	[DD Month YYYY]

	Planned review date
	[DD Month YYYY]



How to use this plan
1. Complete the self-assessment sections honestly and use concrete examples wherever possible.
2. Select no more than three development priorities so that your plan remains realistic and focused.
3. Translate each priority into actions, deadlines, support resources, and observable evidence of progress.
4. Review the plan on the date indicated above and revise it when your circumstances or goals change.


1  My Career Direction
Begin with a broad sense of direction. Your plan can remain flexible and may change as you gain new experiences.
	Reflection prompt
	My response

	Where am I now?
Describe your current studies, work experience, responsibilities, and career-related activities.
	[Type here]

	Where would I like to be in 1–3 years?
Describe a preferred role, work setting, field, level of responsibility, or learning direction.
	[Type here]

	What matters most to me?
Consider values such as learning, autonomy, contribution, stability, creativity, work–life balance, or collaboration.
	[Type here]

	What opportunities am I currently considering?
List roles, sectors, projects, internships, further study, volunteering, or networking opportunities.
	[Type here]



2  Self-Assessment: Strengths and Resources
Identify strengths you can demonstrate through behaviour, results, feedback, or completed tasks.
	Strength / resource
	Evidence or example
	How I can use it

	[Type here]
	[Type here]
	[Type here]

	[Type here]
	[Type here]
	[Type here]

	[Type here]
	[Type here]
	[Type here]

	[Type here]
	[Type here]
	[Type here]





3  Development Needs and Priorities
Focus on skills, knowledge, behaviours, experiences, or professional relationships that would make the greatest difference.
	Development need
	Why it matters
	Current level: circle 1–5
	Priority

	[Type here]
	[Type here]
	1    2    3    4    5
	[High / Medium / Low]

	[Type here]
	[Type here]
	1    2    3    4    5
	[High / Medium / Low]

	[Type here]
	[Type here]
	1    2    3    4    5
	[High / Medium / Low]

	[Type here]
	[Type here]
	1    2    3    4    5
	[High / Medium / Low]



4  My Development Goals
Choose up to three priorities and formulate each as a clear, meaningful, and time-bound development goal.
	GOAL 1: Goal statement
	[What specifically will I achieve or improve?]

	Success indicator
	[What observable evidence will show that I achieved it?]

	Target date
	[DD Month YYYY]



	GOAL 2: Goal statement
	[What specifically will I achieve or improve?]

	Success indicator
	[What observable evidence will show that I achieved it?]

	Target date
	[DD Month YYYY]



	GOAL 3: Goal statement
	[What specifically will I achieve or improve?]

	Success indicator
	[What observable evidence will show that I achieved it?]

	Target date
	[DD Month YYYY]





5  Action Plan
Break each goal into manageable actions. Include learning, practice, feedback, networking, and experience-building activities where relevant.
	Goal
	Action step
	Support / resources
	Deadline
	Evidence of completion

	1
	[Type here]
	[Type here]
	[Date]
	[Type here]

	1
	[Type here]
	[Type here]
	[Date]
	[Type here]

	2
	[Type here]
	[Type here]
	[Date]
	[Type here]

	2
	[Type here]
	[Type here]
	[Date]
	[Type here]

	3
	[Type here]
	[Type here]
	[Date]
	[Type here]

	3
	[Type here]
	[Type here]
	[Date]
	[Type here]



6  Barriers, Support, and Accountability
	Possible barrier or risk
	My response strategy
	Person / resource that can support me

	[Type here]
	[Type here]
	[Type here]

	[Type here]
	[Type here]
	[Type here]

	[Type here]
	[Type here]
	[Type here]





7  Progress Review
Use this section at the review date. Focus on evidence, learning, and the next realistic adjustment rather than perfect completion.
	Review question
	My reflection

	What progress have I made?
Describe completed actions and concrete evidence.
	[Type here]

	What helped me most?
Identify useful strategies, people, resources, or conditions.
	[Type here]

	What was more difficult than expected?
Describe barriers without judging yourself.
	[Type here]

	What have I learned about myself and my career direction?
Note any changes in interests, confidence, priorities, or assumptions.
	[Type here]

	What will I do next?
Revise the goal, continue, add a new action, or seek additional support.
	[Type here]



Development plans are living documents: update this template whenever your goals, opportunities, or circumstances change.
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