
Self-Assessment and Future Goals 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. As part of my ongoing professional development, I would 

like to take this opportunity for self-assessment and to outline my goals for the future. 

Self-Assessment 

Over the past [insert timeframe], I have taken on various responsibilities that have enhanced my 

skills and competencies. Some key achievements include: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Through these experiences, I have developed strengths in [insert strengths], while also 

acknowledging areas for improvement such as [insert areas for improvement]. 

Future Goals 

Looking ahead, I am committed to personal and professional growth. My goals for the upcoming 

year include: 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

I believe that by achieving these goals, I can contribute even more effectively to our team and the 

organization as a whole. 

Thank you for your support and guidance. I look forward to discussing this further. 

Sincerely, 

[Your Name] 

[Your Position] 


