Professional Development Plan for Skill
Enhancement

Date: [Insert Date]
To: [Employee's Name]
From: [Manager's Name]

Subject: Professional Development Plan

Dear [Employee's Name],

As part of our commitment to staff development, we are pleased to outline your Professional
Development Plan aimed at enhancing your skills in your current role.

1. Goals:
« Improve proficiency in [Skill Area 1]

o Develop expertise in [Skill Area 2]
e Increase overall performance in [Job Role]

2. Action Steps:

1. Attend [Training Course/Workshop] on [Date].

2. Complete [Online Learning Module] by [Deadline].

3. Schedule regular check-ins with [Mentor/Manager] to track progress.
3. Resources:
We will provide the following resources to support your development:

e Access to [Online Platform/Software]

e Funding for [Training Course/Conference]
e Guidance from [Mentor/Professional Coach]

4. Timeline:

Your progress will be reviewed on [Review Date].

We look forward to supporting you in your professional
growth.



Sincerely,
[Manager's Name]
[Position]

[Company Name]



