
Skills Enhancement Plan 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Skills Enhancement Plan 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to propose a skills enhancement plan that aims 

to further develop my professional competencies and contribute effectively to our team. Below 

are the key components of the plan: 

Objective 

To enhance my skills in [specific skills/areas] to improve [specific outcomes/goals]. 

Skills Assessment 

Current Skills: [List skills] 

Skills to Enhance: [List skills] 

Action Plan 

• Attend workshops and seminars on [specific topics]. 

• Enroll in online courses for [specific skills]. 

• Participate in mentorship programs with [Name/Position]. 

Timeline 

Start Date: [Insert Date] 

Completion Date: [Insert Date] 

Expected Outcomes 

By the end of this plan, I aim to achieve [list expected outcomes], which will ultimately benefit 

our team and organization. 



I appreciate your support and guidance in this endeavor. Please let me know if there are any 

additional suggestions or adjustments that you feel would strengthen this plan. 

Thank you for considering my skills enhancement plan. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


