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	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	LINE MANAGER
	[Name]

	PLAN PERIOD
	[e.g. January 2026 - December 2026]

	DATE CREATED
	[Date]

	NEXT REVIEW DATE
	[Date - quarterly reviews recommended]




About this plan
A Career Development Plan is a personal roadmap - not a performance document or an HR form to be completed and filed. It belongs to you. Its purpose is to help you think clearly about where you are now, where you want to be, and what you need to do to get there - with the support of your manager and organisation behind you. The most useful development plans are honest, specific and revisited regularly. A plan that sits in a drawer has no value. Complete this plan in conversation with your manager. Bring your own thinking to the discussion. Be honest about your ambitions, your strengths and the gaps you need to close. The more genuine the conversation, the more useful the plan.
SECTION 01
Where I Am Now - My Current Role

Describe your current role and primary responsibilities in your own words:


What aspects of your current role do you find most energising and rewarding?


What aspects of your current role do you find most challenging or least satisfying?


Career Priorities - What matters most to you in your career?


☐ Leadership   ☐ Expertise   ☐ Autonomy   ☐ Security   ☐ Purpose   ☐ Creativity   ☐ Work-Life Balance   
☐ Other (Please State):

What could prevent me achieving my career goals and how will I address those barriers?

▪ My Strengths
Identify the skills, qualities, knowledge and experiences that you bring to your work and that others recognise and value in you. Be specific and honest - not modest, not inflated.
	STRENGTHS I RECOGNISE IN MYSELF
	STRENGTHS OTHERS HAVE RECOGNISED IN ME

	 
	 

	
	

	
	

	
	

	
	

	
	


▪ Development Areas
Identify the skills, knowledge or experiences you need to build to achieve your career goals. Be honest - development areas are not weaknesses to be ashamed of, they are the gap between where you are and where you want to be.
My key development areas and why they matter to my career goals:

SECTION 02
Where I Want to Be

▪ My Career Aspirations
There are no right or wrong answers in this section. Whether your ambition is to deepen expertise in your current field, step into leadership, make a lateral move into a new area, or build toward a very different future - all are equally valid. Be honest.
Where do I want to be in 1-2 years?


Where do I want to be in 3-5 years?


What kind of work gives me the most meaning and energy?


What do I want to be known for - what is my professional legacy?


If I left the organisation in five years, what would I hope colleagues would remember me for?


Be honest about what you actually want - not what you think you should want, or what sounds most impressive. A career built on someone else's ambition is rarely fulfilling. This plan works best when it reflects your genuine aspirations.
▪ The Gap - Where I Need to Develop
Having identified where you are now and where you want to be, describe the key gaps - the skills, knowledge, experience or relationships you need to develop to bridge the distance between your current position and your career aspirations.
The key gaps between my current state and my career aspirations:


The single most important thing I need to develop in the next 12 months:


SECTION 03
The 70/20/10 Development Framework

Research consistently shows that the most effective development happens through a combination of on-the-job experience (approximately 70%), learning from others through relationships (approximately 20%), and formal learning (approximately 10%). This does not mean ignoring formal training - it means ensuring that formal learning is embedded through experience and reinforced through relationships.
	%
	TYPE
	EXAMPLES

	70%
	On-the-Job Experience
	Stretch assignments; new projects; increased responsibility; secondments; leading a team or initiative; covering for a senior colleague; cross-functional collaboration; presenting to senior stakeholders; managing a difficult situation

	20%
	Learning from Others
	Coaching from your manager; mentoring from a senior colleague; peer learning and knowledge sharing; action learning sets; shadowing; feedback from a 360-degree process; professional network conversations; working with a subject matter expert

	10%
	Formal Learning
	Training courses (internal or external); professional qualifications; e-learning and webinars; conferences; reading and self-study; industry events; accreditation programmes





SECTION 04
My Development Action Plan

Use this section to record specific development actions - what you will do, how you will do it (using the 70/20/10 framework), by when, and your current progress. Aim for 3-6 specific actions rather than a long list that becomes unmanageable.
▪ How will I know this plan has been successful in 12 months' time?
	#
	Development Action
What I Will Do and What I Will Learn
	Type (70/20/10)
	Target Date
	Progress

	1
	 
	☐ Formal Learning
☐ On-the-Job (70%)
☐ Coaching/Mentoring
☐ Self-directed
	 
	☐ Not started
☐ In progress
☐ Complete

	2
	 
	☐ Formal Learning
☐ On-the-Job (70%)
☐ Coaching/Mentoring
☐ Self-directed
	 
	☐ Not started
☐ In progress
☐ Complete

	3
	 
	☐ Formal Learning
☐ On-the-Job (70%)
☐ Coaching/Mentoring
☐ Self-directed
	 
	☐ Not started
☐ In progress
☐ Complete

	4
	 
	☐ Formal Learning
☐ On-the-Job (70%)
☐ Coaching/Mentoring
☐ Self-directed
	 
	☐ Not started
☐ In progress
☐ Complete

	5
	 
	☐ Formal Learning
☐ On-the-Job (70%)
☐ Coaching/Mentoring
☐ Self-directed
	 
	☐ Not started
☐ In progress
☐ Complete

	6
	 
	☐ Formal Learning
☐ On-the-Job (70%)
☐ Coaching/Mentoring
☐ Self-directed
	 
	☐ Not started
☐ In progress
☐ Complete





SECTION 05
Support I Need

Development does not happen in isolation. Identify the support you need from your manager, the organisation and your wider network to make this plan a reality.
What I need from my manager:


What I need from the organisation (resources, access, opportunities, budget):


Who else can support my development (mentor, colleague, professional network):


What I need to do for myself - habits, mindset, discipline:


Which professional relationships / networks could help accelerate your development?

SECTION 06
Progress Reviews

This plan should be reviewed at least quarterly with your manager - not just at the annual appraisal. Use this section to record each review conversation.
	REVIEW DATE
	OVERALL PROGRESS
	KEY DISCUSSION POINTS AND AGREED ADJUSTMENTS

	 
	☐ On track
☐ Some adjustments needed
☐ Significantly off track
	 

	 
	☐ On track
☐ Some adjustments needed
☐ Significantly off track
	 

	 
	☐ On track
☐ Some adjustments needed
☐ Significantly off track
	 

	 
	☐ On track
☐ Some adjustments needed
☐ Significantly off track
	 

	
	☐ On track
☐ Some adjustments needed
☐ Significantly off track
	




SECTION 07
Sign-Off

Both parties confirm that this Career Development Plan has been discussed and agreed and that they are committed to supporting its delivery.
	EMPLOYEE SIGNATURE
	[Signature]

	PRINT NAME
	[Name]

	JOB TITLE
	[Job Title]

	DATE
	[Date]



	MANAGER SIGNATURE
	[Signature]

	PRINT NAME
	[Name]

	JOB TITLE
	[Job Title]

	DATE
	[Date]



This plan is a living document. It should be reviewed and updated regularly - not archived and forgotten. Career development is a continuous process, not an annual event.
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