Toolkit: Writing My Development Plan 
Developed by Mbongi Ndabeni (February 2009)
1. Purpose of this toolkit

This toolkit is designed to give you practical skills on how to plan and develop your career development plan. Throughout the process, you will be challenged to think about your work life in a totally different way through:
·  Getting an awareness about your true career aspirations 

· Aligning  such aspirations to your own personal values 

· Determining and evaluating possible courses of action 

· Re-evaluating you career goals against realities and limitations 

· Making a decision on which path to follow: to continue or to change.

2. Who should use the toolkit?

The toolkit is suitable for all support staff employees of the university at various levels who wish to take charge in planning their careers within this institution. 

3. Steps in writing your development plan

	Step 1: 

ASPIRE:  Have a vision of what you want to be in life 
· In order for you to be able to plan and take a decisive action about you career, you need to be clear on where you are going.
· The key questions here are: 
· What do you want?

· how do  you want to achieve it?
· Why are do you need to pursue this particular career?

·  There are various reasons why people want certain careers.  For example, it may be that it carries more money, or status or both; it may also be that this career is more in line with your personal values, interests, skills and abilities
· By when do you want to acheive this career goal? 
Write a clear vision statement about your aspiration as follows:

· I want to be….. by….. because…… 
· Your aspirations should be written clearly and precisely like: I want to be a divisional manager and I should achieve this in the next four years.  
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Aspirations will take up high like a rocket and will channel your energies towards a known desired endpoint.


	Step 2:

Understanding yourself within a job context
· Did you know that your  job may be  nothing more than a projection of yourself?  Yes, it is who you are; people look at your job to get a sense of who you are.  This of course may be somewhat unfair if you are in a job that is not a reflection on who you are but is merely a means to put  money on the table.
· Ask yourself: Do you believe that the job you are doing is a true, or a close reflection of who you are?  If the answer here is NO, then you need to sit down and, look at the job you are doing, the jobs other people are doing and then think of a job that closely resembles you.
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Step 3: 

A practical process of self-discovery 
It may be difficult for some people to get sense of who they are and what they like in life.  This is not abnormal because some of us have multiple interests.  

· Ask your friends, your manager or supervisor to do an evaluation of yourself.  Ask them to tell you how they see you.
· Ask them questions like: what am I good at? What are my strengths? What things energise and excite and motivate me? What things am I not good at?
· You may also want to ask them specific questions about your job, things you seem to dislike and things you seem to appreciate.
· Bear in mind that sometimes they may get it wrong so don’t take everything as a given.  Let their inputs help you think more about who you are.  Sounds great?  Yes it should. 
· Remember again that asking people about yourself and how they understand you may not always be a pleasant activity.  You should also brace yourself to handle negative comments made about yourself.  Remember, all you are trying to do is to get to understand yourself, so don’t look for positive information only.  Be prepared to handle such things, but try not to  take it personally.

· Take other jobs that you have considered and see if they are compatible with your personality, interests, values, skills and abilities.  You may also get this information by asking for  job profiles in the HRD office; look at the personal attributes of people in such profiles and see whether they are what and who you are.
· You also need to know how to do your current job. In this regard, you may like to refer to the toolkit “ Evaluating your own performance”.
A practical process of self-discovery:  PRACTICAL EXAMPLE
List down all aspects (e.g. values and preferences) that you think make you as a person- the way you know yourself. These may also cover aspects about work and social life

Example:  My most important values are:

1.  Democratic (I prefer consensus in decion making)

2. Team oriented 

3. Trusting 

You may also consider consulting the HRD office for personality (e.g. 15PFQ) and interest (e.g. MBTI) intentories to get a sense of your personality type and interests.  


	Step 4: Getting to know your desired job better

Having found out about your personal characteristics you should then focus your attention on finding out about the job that you are aiming towards:  educational qualifications, skills required, experience and specific attributes. How can you do that?  
The following points should assist you in doing that.  
· Job profile: If you are at Rhodes and the job you are aiming for is also at Rhodes, go to the HRD Office and ask for a job profile for the job you are interested in.
· Educational qualifications:  find out about the minimum educational requirements needed for this job – is it a degree, a national diploma plus some experience, matric plus some experience.  This will give you a sense of how long it will take you to meet these requirements.
· Experience: Remember that usually experience that counts is the one acquired after educational qualifications – getting a degree this year will mean getting post-degree experience in order for you to qualify.  
· Skills required: In some cases, there may be necessary skills required over and above formal qualifications e.g. presentation and communication skills.  So you may have a degree but not have these skills.  In  that case you may not qualify until you develop or acquire these skills.

Getting to know your desired job better: PRACTICAL EXAMPLE

Take the job you are interested in and study it in terms of the competencies required. List these all in column A. Then list if these are a strength of current development area. 
A. Competencies requied for the job

A current strength

A current development area

Further notes

Education: 

e.g. what qualification do you need for your next job? If you have this list under strenghts? If not, list under current development areas.

Experienece:

e.g. if the job says you need 1 years sueprvision experience, do you have this? If yes, list under strenghts, if not, list under deveopment area.

Skills needed:

e.g. if the job needs Excel spreadsheet skills, do you have these? If yes, then put under strenghts, if not put under development areas.

Personal attributes needed:

e.g. if the job needs someone who is accurate. If this describes you, list it under strenghts, otherwise under development areas? 


	Step 5:

Compatibility and gaps 

Compatibility:  

· Now that you have a clear picture about who you are as well as the nature of the job you are pursuing, do you believe that you and your job are compatible? Is there a best match?

· For example, if the job requires flexibility and independence and you believe that you prefer comformity and following orders, then this may not be a good match for you.  

Gaps: 

· The job that you are eyeing may require a degree plus, say, three years of experience and you may only have a matric curently.  If you register for that degree and study part-time, it may take you about five years.  This five years is a skill level gap.

Critical Questions to ask: 

·  Will you have time to achieve these goals within the projected period?  

·  Where will you get financial resources if you choose to enrol for further studies?

· What tradeoffs are there (e.g. getting reduced or no income for 2 years while studying)?

· Make sure that you prepare and think carefully about these things before you make a final decision.

· Remember that the university has funds for staff development, including studying at other universities.  Speak to you manager of the HRD office about these funds.

PRACTICAL EXAMPLE:
Take the development areas you identified above and answer the following questions:

Development areas identified

Will I be able to learn these skills?
Will I have time to learn these skills?
What resources will I need? Can I get access to those?
e.g. Excel spreadsheet skills

Yes, I have been able to learn wordprocessing.

Yes but I will need to do this after hours.
Money to attend a course. Apply for funds from HRD. Computer to practice on at home – already have this.
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Step 6:

Evaluation of Alternatives 

Having made up your mind that you aspire to pursue a specific career that suits your values and your personality you need to get down to real business.

· How far  is the job that you are looking for in terms of attainability?  Remember you may only do so much at any given period of time.

· Is this job along a typical development path that is in line with your job? If the answer is YES here, then you may be somewhat equipped with some of the core competencies. 

·  However, if you are changing to an all new direction, you will again have to speak with managers in the line that you now want to pursue.

· Bear in mind that there is no guarantee that there will be a vacancy once you prepare yourself adequately for that position.  Getting that job will be contingent upon:

1. Whether or not that job is available at the time.

2. How you compete with other candidates that may be applying for that same job.  This is in line with SA labour legislations on fairness in employment practices.

· After considering all tradeoffs (including time, financial reources, lost income during study), you need to decide on whether or not you neee to pursue this goal.  

· An alternative of course would be to follow a typical developemnt path in your unit or division by acquiring skills at a pace that may not compromise your financial security.
· If the course of action you have opted for does not meet your personality or abilities then you need to evaluate the costs and benefits of making such a choice.  Are you willing to pursue this career because it pays more? What about the boredom that it may bring with it?


	Step 7: Act 
Now, with the wealth of information and surely, some support from your manager and proper direction from  the HRD personnel, you should not have a reason to sit down and draw up your plan.

· Now you need to develop an action plan with clear time lines stating:

· what you are you going to do in the immediate future e.g. enrolling for that diploma course, certificate or workshop;

· When are you going to finish it, and what are you going to do afterwards?  You must remember to communicate with your manager and/or the HR personnel so that you may be able to get practical exposure one you complete your studies. (see toolkit on talking to your manager about your career aspirations.
· See an example of a development plan on the next page.
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Good plans a re meaningless if no one acts on them.  Make a commitment to take action and follow your plans.  


EXAMPLE of  DEVELOPMENT PLAN:

	Feasible development goals identified
	When will this be achieved?
	How will this be achieved? E.g. courses to be taken, time needed
	What resources will you need? Money, assistance, etc
	How will you know when you have achieved this goal?

	e.g. Excel spreadsheet skills
	End 2009
	Attend Excel course

Practice assignments

Apply new skills in current job
	Rhodes HRD course. 

Co-operation of manager to attend class but willingness to delegate new work
	Passed course and demonstrated competence against unit standards.

Ask manager to allocate new work to me that uses these skills

	
	
	
	
	

	
	
	
	
	











