“Your Business – Your People”

DR Enterprises Case Study


Staff Member Learning and Development Plan Template
Instructions:  Generally its best to ask the staff member to identify their own strengths and development needs (self-assessment) with examples (evidence) and to discuss their views with their supervisor (validation).  This discussion should relate to the requirements of the job role and the business and form part of performance management.

Use the action plan to identify areas for further development and activities to build skills and competencies.  Set target dates as well as a date for review with the staff member and the supervisor.
	Name: Employee Name









	Date: Date







	Job role: Account Manager






	Function/team: Client Service





	Supervisor: Supervisor Name





	Strengths

	Customer service

Internal policies and procedures

Communication

Team work


	Development needs

	Sales
Follow up
Long term client relationships

Project management


	Development required (priority)

	Sales


	Continuous improvement areas

	Follow up
Long term client relationships
Project management



Action Plan
	Skills/competencies to develop
	Developmental activities
	Target date
	Date completed
	Supervisors comments

	Sales
	Buddying with peer (high sales performer)
	
	
	

	Client follow up
	Work with office manager on action plan
	
	
	

	Client relationships
	Develop client event and marketing strategy
	
	
	

	Project management
	Short course
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Staff member signature:

Supervisor signature:

Start date:


Review date:
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