
Leadership Skills Development Plan 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Leadership Skills Development Plan 

Dear [Employee Name], 

As part of our commitment to continuous professional development, I am pleased to present you 

with your personalized Leadership Skills Development Plan. This plan outlines the key areas in 

which you can enhance your leadership capabilities and contribute to our organization's success. 

Goals and Objectives 

• Enhance communication skills 

• Develop strategic thinking 

• Improve team management 

• Foster emotional intelligence 

Action Items 

1. Attend a leadership workshop on effective communication. 

2. Participate in a strategic planning session. 

3. Schedule regular one-on-one meetings with team members. 

4. Engage in self-assessment and peer feedback on emotional intelligence. 

Timeline 

This development plan is expected to be executed over the next [Insert Timeframe], with regular 

check-ins to assess progress and make necessary adjustments. 

Conclusion 

By taking proactive steps to develop your leadership skills, you will not only enhance your 

professional growth but also drive our team towards greater achievements. I look forward to your 

commitment to this plan and am here to support you along this journey. 

Best Regards, 



[Your Name] 

[Your Job Title] 

[Your Contact Information] 


