
Professional Growth Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Professional Growth Outline 

1. Current Position and Responsibilities 

[Describe your current role, main responsibilities, and any achievements.] 

2. Areas for Improvement 

[Identify specific skills or knowledge areas that you want to develop.] 

3. Professional Development Goals 

• [Goal 1: Description] 

• [Goal 2: Description] 

• [Goal 3: Description] 

4. Action Plan 

[Outline the steps you will take to achieve your goals, including timelines and resources needed.] 

5. Support and Resources Needed 

[List any support or resources you will require from your organization or mentors.] 

6. Evaluation and Feedback 

[Explain how you will measure your progress and seek feedback.] 

Thank you for considering my outline for professional growth. I look forward to your feedback 

and support. 

Sincerely, 

[Your Name] 



[Your Position] 


