
Career Development Plan (CDP) Template
Purpose: A performance management document tracks an employee’s current performance and behavior within their role. It may also identify some goals. In contrast, a career development plan (CDP) outlines detailed future goals, skill gaps, and actions to support long-term career growth. A CDP may include some areas that an employee may like to improve within their current role but ultimately focuses on where the employee would like to grow in their career.

Instructions
Step 1: Complete the self-assessment
· Determine the areas you find of interest as well as the skills developed and those you would like to further develop.
Step 2: Employee Development Goals
· Identify goals for career development following the “SMART Goals” format. This requires that goals be Specific, Measurable, Achievable, Realistic, and Time-Based. Consider choosing two short-term goals and one long-term goal (5-10 years) to begin.
Step 3: Gaps in Skill Development and Experience
· Identify the specific skills, knowledge areas or experiences you need to expand to achieve these goals.
Step 4: Action Plan & Timeline
· Outline activities that are going to help achieve development goals and address gaps. Mark the length of time in which you hope to achieve each goal.
Step 5: Resources
· What resources are you going to need to complete these Action Plan steps? Consider resources such as funding, time, guidance/mentorship, etc.
Step 6: Milestones and Measures of Success
· How will you know that you are making progress? Make sure to assign some milestones to your goals and/or action plan steps to track your progress.
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