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Name:

Position:

Manager:

Date:

Current position:

	Short term objectives

	Area of interest 
	Skills needed 

	Be a good communicator
	Interpersonal communication skills 

Listening skills 
Non-verbal communication skills

	Manage time effectively 
	Time management skills 


	Long term objectives

	Area of interest
	Skills needed

	Control company scope and budget
	Accounting skills 
Budgeting skills

Financing  skills 

	Be strategic and understand the industry 
	Planning skills 

	Be a good leader 
	Planning skills 
Controlling skills 

Decision-making skills 

Delegation skills 


Personal Development Plan

Name:

















Date:
	Development objectives
	How skills will be acquired
	Measures for assessing improvement
	Timeline for acquisition

	 Communicate effectively 

	Study sign language to understand non-verbal communication
Respect audience

Develop listening skills by allowing people to communicate their ideas and views. 
	High confidence level while speaking and giving instructions 
Comprehension of the instructions given to the employees 

High level of engagement with the message given
	Three weeks 

	Manage time effectively 

	Assigning priorities to the most important activity of the project 
Setting goals that for each activity 

Study on time management skills 

Plan time well 
	Completion of activities within the stipulated time 
Achieving the set goals and objectives within the set timelines. 

A good work plan that considers the time factor 
	One month


	Control company budget and scope 

	Take short term courses on budgeting and accounting 
Study accounting books that show the financial state of the company

Take a complete course on accounting 
	Certification on the courses taken 
Controlled budgets of the company
	Two years 



	Be strategic and understand the industry.

	Read project management books.
Read trade published books. 

Sign in for classes on strategic planning

Attend trade shows and auditions
	Development of better company strategies 
Presence of new initiatives in the company 
	Two years


	Be a good leader and lead by example. 

	Take management classes and courses. 
Study books and journals on good management 

Practice the acquired skills 
	Certification after completion

Better planning and delegation of duties. 
	Three years 



