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Use this form for career development planning (broader planning for long-term learning and growth. For additional information, see the Guidance Sheet available on the Performance Management website (click on “Performance Management” in the A-Z index.)

	Name:
	Marie XXX
	Date:
	Marie XXX

	Job title:
	Administrative Specialist
	Supervisor:
	Administrative Specialist

	Period covered from:
	June 30, [YEAR]
	Period covered to:
	July 1, [YEAR]

	1.  Current Strengths and Development Gaps

	Strengths:
	Development gaps to desired role/position:

	· Technical knowledge
· Communication Skills

	· Supervisory Skills

	2.  Career Development Goals

	My long-term career direction is to become a database manager responsible for developing, maintaining, supporting and securing the Laboratory’s computing platforms. To achieve this direction, I have the following goals for this year:

· Take on more complex assignments in my current job that will increase my understanding of database management.

· Talk with database managers who have successfully balanced the demands of moving into a management position and raising young children. 

· Network with successful database managers to explore whether an advanced degree will be needed to reach my overall career goal, to identify any other skills or experiences I will need.
· Begin taking courses toward a bachelor’s degree in database management.
· Find a mentor who I can meet with regularly to discuss my progress on this plan.


	3.  Relationship Building


	Organizations/individuals to contact to increase likelihood of accomplishing goals
	Type of relationship
	Completion date

	N. Sanford and H. Wang 
	Discuss how they have balanced family commitments with management role
	9/1/[YEAR]

	M. Gerhardt and J. Boswick
	Gather information on what the Laboratory looks for when hiring a database manager: degrees, skills, experience; obtain suggestions on who might be a good mentor for me
	10/1/[YEAR]

	
	
	


	4. Developmental Experiences


	On-the-job, organizational, leadership experiences to help achieve goals
	Completion date

	Assist with management of research database as part of my work assignments
	6/30/[YEAR]

	
	

	
	

	
	

	5. Education and Training


	Education/training to update knowledge and help achieve goals
	Completion date

	Identify appropriate database management degree program; begin taking courses
	1/1/[YEAR]

	
	

	
	

	
	

	6. Meetings to Discuss this Plan


	Who should this plan be discussed with?  What particular aspects of the plan should be discussed?

	Individual to meet with
	Items to discuss
	Completion date

	Supervisor
	Would like input on the entire plan
	9/1/[YEAR]

	Database manager at the Lab to serve as a mentor
	Would like input on an ongoing basis
	First meeting by 11/1/[YEAR]

	
	
	

	
	
	


	7. Employee Signature

	
	Signature 
	Date

	Employee
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