
Career Pathway Development Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Career Pathway Development for [Job Role Transition] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to outline my proposed career pathway 

development plan as I transition into the role of [New Job Title] within [Company/Department 

Name]. I believe that with a structured approach to my career development, I can effectively 

contribute to our team's objectives and drive success in my new position. 

Current Skills and Experience 

• [Skill or Experience 1] 

• [Skill or Experience 2] 

• [Skill or Experience 3] 

Target Skills for Development 

• [Skill to Develop 1] 

• [Skill to Develop 2] 

• [Skill to Develop 3] 

Action Plan 

1. [Action Item 1: e.g., Attend training on vital skill] 

2. [Action Item 2: e.g., Shadowing a colleague] 

3. [Action Item 3: e.g., Regular feedback sessions with my manager] 

Timeline 

I anticipate completing the above actions within [specific timeframe, e.g., 6 months], with 

regular check-ins to assess progress and make any necessary adjustments. 

Conclusion 



I am excited about this opportunity and firmly believe that following this pathway will enhance 

not only my career development but also our team's performance. I appreciate your support and 

guidance throughout this transition. 

Thank you for your attention to this plan. I look forward to discussing it with you further. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


