Personal Development Plan – Sales/customer service advisor /Manger 
	objective 

	Time 
	Activities
	Success criteria
	Resource 

	Job Hunting 
	1- 3 months 
	Network via LinkedIn and professional events 

Prepare for an interview by practising common questions 

Research industries and companies aligned with my interests 
	Submit at least 10 quality applications per week

Try to attend at least 3 networking job events or virtual meetups 

Secure at least 3 interviews within the time frame stated 
	LinkedIn 
 
Indeed 

CV Library

	Workplace Skills 
	Ongoing 
	Create a time management strategy to meet deadlines and project goals 

Take part in company-provided training or workshops 
	Attend at least one professional development session per quarter 

Try to be consistent and meet deadlines and project goals 
	 Company training programs 

 Read Books or take courses on workplace and communications skills.

	CVs & Applications 
	2-4 weeks 
	Get feedback from a mentor or career advisor 

Update my CV to highlight key achievements and make sure it is tailored to the job 
	create a professional CV tailored to my target industry 


	Online CV like 
(Zety, Novoresume)

Use cover letter template and guides to help write my CV and cover letter 


					
