
Career Advancement Plan Proposal 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Career Advancement Plan 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to propose a career advancement plan that 

outlines my aspirations for professional growth within our organization. My goal is to further 

develop my skills and contribute to the company's success more effectively. 

Current Position and Responsibilities 

As you know, I am currently working as [Your Job Title] and my responsibilities include 

[Briefly Describe Responsibilities]. I am proud of the contributions I have made, such as 

[Mention Key Achievements]. 

Career Goals 

My primary career goals include [List Career Goals]. I believe achieving these goals will not 

only benefit my professional growth but also enhance the team's productivity and the 

organization's objectives. 

Proposed Plan 

I propose the following steps to achieve my career advancement goals: 

• [Step 1: Training/Certification] - [Details] 

• [Step 2: Mentorship/Networking] - [Details] 

• [Step 3: Increased Responsibilities] - [Details] 

Timeline 

I anticipate that the proposed plan can be achieved over the next [Insert Timeframe], with regular 

check-ins to monitor progress and make necessary adjustments. 

Conclusion 



I am eager to discuss this proposal further and explore how it aligns with our team's needs and 

the company's goals. Thank you for considering my proposal for a career advancement plan. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


