Complete Personal Development Plan (PDP)
Personal development plans (PDPs), which serve as tools to promote and evaluate learning and development, are increasingly in use by organisations. A PDP is an evaluation tool that an employee uses to reflect, record the competencies they have been working on, and show their future growth objectives.
(Beausaert et al., 2011)

Part 1: Personal Analysis 
Completing a SWOT analysis is a simple and effective framework for identifying strengths, weaknesses, opportunities, and threats. It is important to leverage strengths, minimize threats, and to take advantage of available opportunities. For example, my threats are identified as no potential for promotion in my current job role and family commitments. For me to turn these into opportunities I need look at protentional job opportunities in a new job role. I need to look at undertaking any courses or training to up skill myself. Family commitments may mean looking after my children when unwell, attending school meeting or taking time out for family holidays. 
(PMC, (n.d.))
	 
SWOT Person 1
 

	 
STRENGTHS 
 I am a very patient learner and employee. I am versatile and a good listener. I am determined, calm and composed. I have good organisation skills and able to work with my own initiative.  
 I have now complete year 1 in university in level 4 Management skills in the workplace.

	 
WEAKNESSES 
 I can be easily distracted and lose concentration. As a perfectionist I tend to take on too much work thinking I should do it all not being able to complete my own work on time.

 
 

	 
OPPORTUNITIES 
New job opportunities or new courses to learn and further my skills. 
Continue to learn academic writing styles and to adapt a more effective time management plan. 
To continue university level 5 & 6 in BA leadership and management in the workplace
	 
THREATS 
 No potential for promotion in my current job role.
Family commitments. 
 










Part 2: Setting Goals 
By completing the below Personal Development Plan PDP and reviewing in a timely manner will help me keep track of my progress and if I need to update targets or training.
 
	What do I want to learn? 
	What do I have to do? 
	What support and resources will I need? 
	How will I measure success? 
	Target Date for Review 

	A greater depth of knowledge of a more senior role 
 
 
	Volunteer to take lead on a part of an admin supervisors job role like updating and recording of staff mandatory training records  
	Record worksheet. Advice from supervisor. Team feedback when completion of training  
	Review worksheet monthly  
	 Every 6 months 

	 Training to further myself 
 

	Identify key training opportunities  
	Training opportunities/courses 
Discuss and agree goals with manager 
	Ensure I attend agreed priority training.  
Personal appraisal with supervisor. 
	Yearly  

	Achieve core skills 
 
 
	Complete own mandatory training keeping up to date within my job role 
	Checking when training needs updating  
	Self-appraisal  
	Monthly  

	Time Management 
	Continue updating study plan
Prioritising home, work, and study time
	Dedicated time to update study plan
Family support 
	Following completion of this module
	Following completion of each module and reflect on what I can do better 


 
 
Part 3: Personal Objectives 
 Personal goals may be centred on internal or external effects. These goals are utilised for professional and personal growth with the intention of bettering oneself for the good of others. Employers frequently request that you complete personal goals connected to your position as part of a company feedback system. Your personal goals should lead to actions that advance your professional self when applied in the workplace.
(What are personal objectives? definition, how to make personal ... - indeed (n.d.))
Below I have set my goals for the nest 5 years. 
	Short Term Goals (next 12 months) 

	 To move into my new home.
To continue studying in university and pass level 5 in BA leadership & management 


	Medium Term Goals (2-3 years) 

	 
To graduate from level 5 & 6 in BA leadership and management  

	Long Term Goals (3-5 years) 

	 
To hold a position at the Swansea Bay University Health Board that is of a higher grade and pays more, such as a secretarial role, or supervisor.    
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