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Some businesses require employees to create professional development plans as part of their annual reviews. You can also create a personal development plan to help you accomplish your own career goals for advancement. Creating a clear, actionable plan can help you to identify what your goals are, how to accomplish them and how to stay motivated in working toward them. In this article, we explain what a personal development plan is, its benefits for career goals and how to create an effective personal development plan.
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What is a personal development plan?
A personal development plan is a written document that outlines your personal goals and the steps you will take to achieve them. Unlike other forms of goal setting, a personal development plan might contain a variety of goals that may or may not be related to one another. This might include diverse goals such as learning a new language, developing new workplace skills, practicing a healthy lifestyle and joining an organization that teaches how to enjoy public speaking. In addition, a personal development plan is a document that you continually update. Once you complete all the goals in your personal development plan, you can create new goals or make the original goals more challenging. The idea is to always be striving for personal improvement.Sometimes companies use the terms “personal development plan” and “professional development plan” interchangeably. Other corporations use the term “professional development plan” to describe when managers create guidelines for staff members, and “personal development plan” to describe when employees write their own guidelines. The strategies presented in this article work in both personal and professional settings.Related: How to Write an Action Plan to Help You Achieve Your Goals
Benefits of using a personal development plan
Creating a personal development plan can help you to identify your personal and professional goals. Consider these benefits of using a development plan:
· Achieve more goals: You are much more likely to accomplish goals when you create a clear set of steps and a timeline for working on them. Creating an actionable plan enables you to gauge how much time, effort or resources they will take and is an excellent first step to begin achieving them.
· Increase your employability: Many employers prefer to hire well-rounded staff members who are more versatile and goal-oriented. Imagine that you’re an employer choosing between two candidates to fill an English teaching position at a school. Both candidates have the same education and similar experience. One of the candidates is striving to become a better speaker by joining a public speaking organization, plays a few musical instruments and volunteers to create newsletters with a local nonprofit. Many employers would choose that candidate because they have more skills and ambition to offer.
· Strengthen your confidence and self-awareness: Achieving the goals outlined in your development plan can help you to be more self-aware and confident in your capabilities. The act of working toward and achieving goals itself can be enough to help you feel more confident and engaged at work and in life.
Read more: Setting Goals to Improve Your Career
How to make a personal development plan
When you write your first personal development plan, use these steps to guide your process:
1. Establish your goals
2. Identify skills to learn
3. Create a step-by-step plan with a deadline
4. Find ways to measure progress
1. Establish your goals
First, identify and list what your goals are. Consider all aspects of your personal growth, and choose a range of goals that are most important to you now. This might include learning a foreign language, signing up for a specific training course, going back to college, entering a certificate program, running a triathlon or writing a book. While you may not accomplish everything on your personal development plan, you have a better chance of meeting your goals if they are outlined in writing.It can be helpful to think of your goals as either long- or short-term intentions. Your plan should include both to be effective. You may have many long-term goals you’d like to achieve, but use short-term goals to see frequent progress. For example, if your long-term goal is to become a manager, there are a variety of short-term goals you can make that could help lead to that ultimate goal.It is important to make sure that you are setting attainable goals. It is good to aim high with your goals since they will push you to achieve more. However, setting goals too high can lead to a loss of motivation and stop you from working on your personal development plan entirely. Attainable goals can be divided into smaller, more actionable steps, which can be more motivating to work on.
2. Identify skills to learn
In addition to goals, you need to identify what skills you want to master and what new skills you need to achieve your goals. If your goal is to compete in a triathlon and you don’t know how to swim, you will have to first learn how to swim properly before you’re able to make any progress toward your goal. Brainstorm ways to address skill gaps and decide how you can learn new abilities efficiently.There are many different ways that you can learn new skills. The internet has plenty of resources, and local training centers make more options available. The key to being successful is to continue learning and advancing over time. That way, you are consistently improving. 
3. Create a step-by-step plan with a deadline
After identifying your goals and the necessary skills, make a step-by-step plan that is actionable and achievable. For example, if you want to live debt-free, your plan might look like this:
1. Make a list of all existing debt, such as student loans and credit card debt.
2. Create a budget to be able to set aside more money toward debt repayment.
3. Pay off debt, starting from smallest to largest.
4. Save an adequate emergency fund to avoid future debt.
The key to succeeding in completing your goals is to create a specific step-by-step plan before you attempt to achieve it. Setting a step-by-step plan for your larger goals will help you stay motivated and makes the goals more attainable. Each step you complete becomes its own goal to work toward, and it is possible to finish many smaller goals quickly. 
4. Find ways to measure progress
To effectively use your personal development plan, it is critical that your goals be measurable, ideally using objective metrics. If your goal is to increase your sales, creating a plan to increase by 25% over the next quarter is a more measurable and achievable plan that you can track. Consider implementing spreadsheets, calendars, performance metrics or any other tool that will help you collect, organize and track your progress.Read more: SMART Goals: Definition and Examples
Sample personal development plan
Date: Sept. 15, 2019Long-Term Goal: Earn my master’s degreeObjective: Go back to school and acquire a Master of Business Administration degree in two years so that I can achieve a higher-paying jobYear OneStep 1: Begin saving money for classes and supplies.
Step 2: Research local colleges, including online options.
Step 3: Enroll in one class this semester.
Step 4: Budget study time every day.
Step 5: Pass the class.
Step 6: Repeat for the rest of the year’s classes.Year TwoStep 7: Enroll in the last year of classes.
Step 8: Pass all classes.
Step 9: Apply for graduation.
Step 10: Walk on graduation day.Short-Term Goal: Stop using social mediaObjective: Reduce distractions from social media immediately so I have more time to focus on work and studyStep 1: Access social media accounts.
Step 2: Delete social media accounts or apps.
Step 3: Delete saved sign-in information.
Step 4: Set web browser to block social media websites.Tools and resources: Computer and smartphoneMeasurement: Did I spend time on social media today?
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Tips for creating a personal development plan
Consider these tips to help you create an effective personal development plan: 
· Set small goals: Use smaller, more realistic goals when creating a personal development plan. Having larger goals that take a much longer time to complete can keep you from seeing immediate results and reduce your motivation since you won’t see progress for a long time. Instead, use smaller goals that you can attain quickly to see your progress, stay motivated and build up to your ultimate goals. 
· Prepare for setbacks: Experiencing mistakes, failures or other setbacks is common. If you can accept this possibility and look at these challenges as opportunities to learn, you will be more likely to continue pursuing your goals despite them. Understand that you can still reach your goals if you focus and work hard. 
· Use a strengths-based approach: When creating a personal development plan, try identifying what your strengths are and using them to improve your chances of success. Base your plan steps around your strengths so that you will be more likely to succeed. This can minimize the fallbacks and make it easier for you to move forward.
· Incorporate a mix of training types: Try adding a mix of training types to your plan for a goal, such as finding specific training in a skill or gaining a mentor as well as taking courses. Various types of learning can help you to learn more effectively.

