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Personal Development Plan – an exercise in pairs 

Take it in turns to work through this document – one person asks the questions, one answers, and take notes if 
you want to use the output in the future. If you are asking the questions, take your time, and do not move on 
until you have detailed replies – do not allow vague or very short answers. Seek clarification and elaboration 
(“can you tell me a bit more about that”, “How would you know if this had been achieved”). 

1. Identify a specific improvement you would like to make or a new skill you would like to gain. This is your 
first goal for your personal development plan. Describe where you are now towards this goal. 

2. What will your work life be like when you have achieved this goal, how will it be different or better? 
3. How will you know when you have achieved this goal? 
4. In what ways is this goal important to you? 
5. What objective measurement(s) would you use to assess your progress? 
6. How will you attain this goal? Be specific about the things you need to do and any external support or 

resources you would call on. 
7. How can you improve your chances of achieving this goal? 
8. How realistic is this goal for you? How do you know it is realistic? 
9. When do you plan to achieve this goal? Are there any significant milestones along the way? 
10. What might prevent you from achieving this goal? 
11. When will you start? 
12. How will you record progress and reflect on your experiences (good and bad)? 

Start with just one goal to work through, you can go back later to develop others. 

Goals should be SMART: 

S = Specific enough that you can measure them and confirm they have been achieved 

M = Measurable so they can be objectively assessed and clear benchmarks 

A = Attainable (or Aligned if for a Company) 

R = Realistic – no point in setting a goal that is so difficult you are unlikely to achieve it 

T = Time-bound with a specific measurement schedule and achievement point 

After the workshop: Once you have your first goal, either break it down into smaller goals or add new goals 
until you have a list. Now prioritise them. Which will you place as your priority? Are they interlinked? 

Write these things down and make your own personal plan. 

If you really cannot think of ways to develop yourself, use the Force Field Analysis (see handout). 

Some ideas to start your thinking: 

1. Can you think of some skills you will need to improve to be better at your job? 
2. What role would you like to be promoted to? 
3. What skills do you want or need that you don’t possess today? 
4. Are there things you need to give up, stop doing or reduce? 
5. Are there things you would like to do more of, or more often, in your work? 
6. What does your manager think? 
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