
Annual Goal-Setting for Career 

Advancement 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Annual Goal-Setting for Career Advancement 

Dear [Recipient's Name], 

I hope this message finds you well. As we approach the new year, I would like to take this 

opportunity to outline my goals for career advancement in the coming year. These goals are 

designed to enhance my skills, contribute to our team's success, and align with the organization's 

objectives. 

Career Goals for [Year] 

1. Develop Leadership Skills: Attend leadership training programs to improve my ability 

to manage projects and lead teams. 

2. Enhance Technical Skills: Complete certification in [specific technology or skill] to 

increase my effectiveness in my role. 

3. Expand Network: Participate in industry conferences and networking events to build 

relationships that will benefit our organization. 

4. Contribute to Company Projects: Take initiative on [specific project or task] to 

demonstrate my commitment and capability. 

5. Seek Feedback and Mentorship: Schedule regular meetings with my supervisor to 

discuss progress and areas for improvement. 

I believe that achieving these goals will not only support my professional growth but will also 

contribute positively to our team and the organization. I welcome any feedback and suggestions 

you might have regarding these goals. 

Thank you for your support, and I look forward to a productive year ahead! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


