
Retail Professional Development Plan 

Date: [Insert Date] 

To: [Sales Associate Name] 

From: [Manager/Supervisor Name] 

Subject: Professional Development Plan 

Objective 

The purpose of this Professional Development Plan is to outline strategies and objectives for 

your growth in your role as a Sales Associate. 

Current Skills Assessment 

You have demonstrated strong capabilities in the following areas: 

• Customer service 

• Product knowledge 

• Sales techniques 

Development Goals 

We aim to enhance your skills in the following areas: 

• Advanced sales strategies 

• Conflict resolution 

• Time management 

Action Steps 

To achieve these goals, we suggest the following steps: 

1. Attend a sales training workshop by [Date]. 

2. Participate in role-playing exercises bi-weekly. 

3. Complete monthly check-ins with your supervisor. 

Timeline 

The development plan will be reviewed in [Insert Duration] to assess progress and make 

adjustments as needed. 



Signatures 

__________________________  

[Sales Associate Name] 

__________________________  

[Manager/Supervisor Name] 


