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About the Personal Development Record (PDR)
The Objectives

The three objectives of PDR are designed to help your career and personal development.

The objectives are:

· To record your achievements

· To help assess and analyse your present situation

· To aid as a planning instrument for your future

The PDR is broken down in to four main bodies: 

· Past

· Present

· S.W.O.T (Strengths, Weaknesses, Opportunities an Threats)

· Future

This Personal Development Record will also be:

A continuous aid in up-dating your C.V., for revisions and specific C.V. Use.

A source of reference for APL,(Accreditation of Prior Learning), when producing portfolios or identifying areas of competence.
The PDR will also help in planning and demonstrating your continuing professional development

Career Development

In times gone by, the career that a person undertook was taken with a clear understanding of its career progression.  A career was clearly defined and once qualified there was little or no more to learn.

In today’s career marketplace the understanding once enjoyed, has become blurred and ever changing.  Due to rapid change in technology, research and the marketplace itself we must adapt and remain up to date throughout our career.

The changed undercurrent and nature of the market place, dictates that the person who once enjoyed the luxury of working for one employer, most of their lives and had their career centred around that employer’s career structure are having to constantly re-assess and plan their own career moves.

The form of employment has changed with a move to alternatives such as self-employment; consultancy, short-term contracts and interim employment mean that second or even third careers are now realistic and satisfactory.

These are the reasons why (‘CPD’) are essential and this PDR is designed to help you achieve this task.

About the PDR
The Contents

The PDR has four main sections:

The Past

Education, schools, college and university

Vocational training and continuing professional development

Posts held

Professional activities

Interests, leisure and social

The Present

Present job/occupation

SWOT Analysis
Strengths, Weaknesses, Opportunities and Threats

The Future

Education: on-going and planned

Career plans

Interests, Leisure and Social plans

How to use the PDR

At the beginning of each section you will find a brief explanation of the aims and hints on how to get the best out of it.

Choose one or two dates a year and mark them as review days.  Some organisations have appraisal days; these are an ideal time to review your PDR.

When reviewing your PDR work systematically through each section. One record in the present section may now belong in the past and so forth. You may want to have regular intervals, where you would update you SWOT analysis moving the old one into the past section. And as each future goal is achieved or revised move it to the past section.

It is recommended that you keep a clean master copy of each section to photocopy when needed.

The Past

Education

Keeping a complete record of information about your past education, will provide you with easy access when the information is required for job applications or CV’s.  It will also be very important as a record of continuing development.

Attempt to include as much information as possible in each of the following sections. Include as many forms of development as possible including as much evidence as possible, making one copy for each record of development.

Do not keep original certificates with this record, however it may be advantageous to scan  or copy them and attach their reproduction to this CPD document.
The Past

Schools

Name:

Address   ---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------Post code: ---------------------------------------------

Dates:

From:



To:

Public examinations passed (Give dates subjects and grades)

Teams, clubs and societies (Give details, offices held, etc.)

Scholarships, prizes and other achievements:

The Past

College/University

College / University:

Address   ---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------Post code: ---------------------------------------------

Dates:

From:



To:

Full time / part time (if part, say on what basis)

Examinations passed (Give dates subjects and grades)

Teams, clubs and societies (Give details, offices held, etc.)

Scholarships, prizes and other achievements:

The Past

Vocational training and continuing professional development

Record all vocational courses and training events, together with the name of the trainers and notes about the content, value and outcome.

Other forms of vocational development, can be:

Action learning, Coaching, Counselling, computer-based Training, Job Rotation, Job Swapping, On-the-job instruction, Learning Contracts, Mentoring, Private Reading, Sabbaticals, Special assignments, Study Tours, Work Shadowing, Open and Distance Learning.

	Course or activity


	Dates
	Outcomes/notes

	
	
	


The Past

Posts held

College / University:

Address   ---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------Post code: ---------------------------------------------

Dates:

From:



To:

Main business:

Job title:

Reporting to (title):

Staff reporting to me (titles/numbers):

Main responsibilities:

Achievements

The Past

Professional activities

Area of professional interest:

Professional organisation:

Level of membership:

Nature of involvement (participation, offices held etc.):

Articles, publications or books written, papers or lectures given, media appearances, on this subject:

The Past

Interests, leisure, and social

Interest:

Achievements, special experience, skills or knowledge in this area:

Memberships of relevant clubs, societies etc:

Offices held: (give dates):

Articles, publications or books written, papers or lectures given, media appearances, on this subject:

The Present

Present Job/occupation

Name of organisation:

Address   ---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------Post code: ---------------------------------------------

Dates:

From:



To:

Main business:

Job title:

Reporting to (title):

Staff reporting to me (titles/numbers):

Main responsibilities:

Achievements

SWOT Analysis

To consider your present position, the next few pages of checklist questions will help assess your current Strengths, Weaknesses, Opportunities and Threats.

It is sometimes beneficial to involve people you know well in this process, asking them to complete a SWOT analysis independently and compare notes afterwards.

Use all your weaknesses and threats positively, planning effective action.

The SWOT analysis can produce an effective guide to the next section and once a new SWOT analysis is produced, move the old one to the past section this will give you a guide to monitoring your progress.

SWOT Analysis

Strengths

Ask:
What are the positive aspects of my present position and myself?

· What qualifications have I got?

· What kind of work have I done, and for how long?

· What specialist knowledge have I got?

· What skills (including manual and artistic) do I possess?

· What financial and property resources do I have?

· How wide is my reputation, and in what areas?

· What support do I have from family, friends and colleagues?

· Do I enjoy sound health?

· What are the strong points of my character and personality?

· Insofar as I have succeeded, what has helped me to do so?

· What are my influential contacts?

·  Have I any strong, specific interests or beliefs, at work or outside?

· Do I possess patents, copyrights or other intellectual property?

· What are the sources of my motivation and drive?

· Under what circumstances have I felt happiest and most fulfilled?

· Under what circumstances have I made the most valuable contribution?

· Have I any other strengths, I have not listed?

SWOT Analysis

Weaknesses

Ask: What are the negative aspects of my present position and myself?

· What limits me?

· Are there important gaps in my qualifications, experience or knowledge?

· Have I financial difficulties or pressures?

· Have I enemies?

· Am I held in low esteem, and if so by whom and why?

· Do my domestic or family circumstances present problems and if so, what are they

· Have I, or those close to me, have any health problems, or disabilities, and if so, what are their effects?

· What are the weak points of my character and personality?

· In so far as I have done less well than I would have liked, what has held me back?

· Under what circumstances have I felt most frustrated and unhappy?

· Am I vulnerable in any way; financially, legally, physically or emotionally?

· Have I any other limitations I have not listed?

SWOT Analysis

Opportunities

Ask: What aspects of the present or foreseeable future situation could I use to my advantage?.

· Are suitable job vacancies available, or coming up?

· Are re-organisations being planned that might offer openings?

· Have rivals or opponents, difficulties or weaknesses, I could exploit?

· Are there gaps or niches in the market place, I could exploit?

· Are new organisations being set up that might offer opportunities?

· Are relatives, friends or contacts in need of business partners?

· Are there consultancy openings?

· What writing, speaking or media opportunities are open?

· Are there any prizes, scholarships or bursaries available?

· Are there any sponsorship opportunities?

· Do changes in local conditions, or gaps in service exist?

· Are there any investment opportunities?

· Are there any inventions or ideas, I could put to use?

SWOT Analysis

Threats

Ask: What aspects of the present or foreseeable future may operate to my disadvantage?
· Potential financial problems

· Possible family break-up

· Illness - myself or others

· Rivalry or opposition from others

· Changes in the marketplace for what I, or my organisation offer

· Legal proceedings

· Criminal charges

· Physical deterioration of property or assets

· Taxation or benefit changes

· Forthcoming legislation or regulations

· Unfavourable changes in national or local economic conditions 

· Inflation

· Loss of image or reputation

· Climatic or other environmental changes

· Wars, embargo’s, tariffs or blockades

· Obsolescence of my skills, knowledge or products

The Future

Education: on-going and planned

	Objectives


	Course or activity
	Dates planned

	
	
	


The Future

Career plans:

	Objectives


	Planned move
	Dates planned

	
	
	


The Future

Interests, leisure, and social plans

	Objectives


	Planned activity
	Dates planned
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