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Introduction
Your Personal Development Plan employs a concept that emphasizes specific developmental
experiences to fulfill the mutual goals of your individual career development and organizational
enhancement.  Your plan is uniquely tailored to your individual needs.

The Personal Development Plan is a personal action plan that helps you to identify the training
and other developmental experiences needed to master the soft skills that will optimize your
career potential within a specified timeframe.

The goal of this Personal Development Plan is to assist you in developing your skill-set to bring
your scores up to a level of mastery.  Mastery here is defined as meeting or exceeding the
requirements set forth by the job.  As you know, your areas for development were identified in
your TriMetrix® DNA Job/Talent Comparison report.

The first step in your development process should be to identify an activity partner or
mentor/coach.  Their role is not only to help you identify specific developmental activities to help
you master each identified area, but to also offer guidance, wisdom, experience and
encouragement.

All development plans require:

Goals Action steps/methods
Timeframes Evaluation

Keep these in mind as you work with your activity partner in putting your detailed plan together.

Your development areas include:

Competencies
Decision Making
Planning and Organizing

Driving Forces
Commanding

Behaviors
Urgency
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Decision Making
Analyzing all aspects of a situation to make consistently sound and timely decisions.

Demonstrates an ability to make thorough decisions in a timely manner.
Gathers relevant input and develops a rationale for making decisions.
Evaluates the impact or consequences of decisions before making them.
Acts decisively once all aspects have been analyzed.
Focuses on timely decisions after the situations have been completely diagnosed.
Willing to update decisions if more information becomes available.
Provides a rationale for decisions when necessary.
Systematically analyzes information before making a decision.
Looks at all aspects of a situation including historical components.
Asks the right questions rather than making assumptions to produce a timely decision.

Based on your competency rating compared to the requirements of your job, check the word
below that best indicates the amount of effort you will have to put forth to master "Decision
Making".

Significant Moderate

To further develop your abilities in this area, choose some of the following suggestions to
implement.

Set aside time each day to work on making decisions.
Don't rush to conclusions, but don't take too much time when difficult decisions need to be
made.
Establish deadlines for making key decisions and adhere to them.
Gather relevant input and develop a rationale for making decisions.
Make decisions based on factual information and logical assumptions.
Seek the opinion of others before making decisions.  Their insight might affect your
decision.
Evaluate the impact or consequences of decisions before making them.
Take the time to gather and analyze data that will help you make effective decisions.
Involve others in the decision making process when appropriate.
Act decisively despite obstacles, resistance or opposition.
The best decision is not necessarily going to make everybody happy.  Make a decision and
stand by it.  Don't let opposition influence you.
Accept consequences of decisions.
View breakdowns as an opportunity to learn.
Don't drag your feet when a problem needs solving.  Jump in and resolve it quickly.
Be willing to correct erroneous decisions when necessary.
Look for "what" is wrong not "who" is wrong when resolving issues.
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Decision Making
Involve others in identifying what led to the mistake and collectively identify new solutions.
Defend rationale for decisions when necessary.
Take the time to document both the advantages and disadvantages of possible solutions
before making a final decision.
Remain objective; don't allow personal feelings or emotions to influence your decision.

Evaluation/Measurables
How am I going to feel when I've improved my abilities and mastered "Decision Making"?

What impact will mastery have on my career or personal life?

What will I hear others say about me after I master "Decision Making", with regard to my skill and
development?
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Decision Making
Personal Development Plan Contract

Development Activities Start Date End Date

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Signature Date

Activity Partner Signature Date
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Planning and Organizing
Establishing courses of action to ensure that work is completed effectively.

Works effectively within established systems.
Utilizes logical, practical and efficient approaches.
Prioritizes tasks for optimum productivity.
Develops procedures, processes and systems for order, accuracy, efficiency and
productivity.
Anticipates probable effects, outcomes and risks.
Develops contingency plans to minimize waste, error and risk.
Allocates, adjusts and manages resources according to priorities.
Monitors implementation of plans and makes adjustments as needed.
Establishes action plans to ensure desired results.
Allows for practical, systematic and organized conclusions.

Based on your competency rating compared to the requirements of your job, check the word
below that best indicates the amount of effort you will have to put forth to master "Planning and
Organizing".

Significant Moderate

To further develop your abilities in this area, choose some of the following suggestions to
implement.

Focus on your priorities and be accountable for the results of your goals and objectives.
When starting a new project, create a timeline for each segment and develop a weekly
"to-do" list.  Then, stick to the plan.
Use logical, practical and efficient approaches.
List the things that you need in order to do your job effectively (i.e. develop and submit
weekly status reports on Monday, file accounts payable documents daily, etc.). This breaks
your job down into visual components that you should complete on a daily, weekly, monthly,
etc.  basis.
Prioritize tasks for optimum productivity.
Prioritize projects to match overall company priorities or goals.
Develop procedures, processes, and systems for order, accuracy, efficiency and
productivity.
Anticipate probable effects, outcomes and risks.
Develop contingency plans to minimize waste, error and risk.
Allocate, adjust and manage resources according to priorities.
Do a time-analysis of a typical day to better understand how your time is spent and how you
are using available resources.
Allocate resources based on priorities.
Monitor implementation of plans and make adjustments as needed.
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Planning and Organizing

Evaluation/Measurables
How am I going to feel when I've improved my abilities and mastered "Planning and Organizing"?

What impact will mastery have on my career or personal life?

What will I hear others say about me after I master "Planning and Organizing", with regard to my
skill and development?
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Planning and Organizing
Personal Development Plan Contract

Development Activities Start Date End Date

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Signature Date

Activity Partner Signature Date
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Commanding
People who are driven by status, recognition and control over personal freedom.

Values status and public recognition
Asserts control over their freedom and destiny
Works long and hard to advance their position
Driven to create winning strategies
Passionate about creating something that leads to an enduring legacy

Based on your competency rating compared to the requirements of your job, check the word
below that best indicates the amount of effort you will have to put forth to master the
"Commanding" drive.

Significant Moderate

Evaluation/Measurables
How am I going to feel when I've improved my abilities and mastered "Commanding" drive?

What impact will mastery have on my career or personal life?

What will I hear others say about me after I master "Commanding" drive, with regard to my skill
and development?
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Commanding
Personal Development Plan Contract

Development Activities Start Date End Date

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Signature Date

Activity Partner Signature Date

9
Joe Sample



Urgency
The job requires decisiveness, quick response, and fast action.  It will often be involved in critical
situations demanding that on-the-spot decisions be made with good judgment.  The job will
repeatedly face important deadlines that must be met on time.

Based on your competency rating compared to the requirements of your job, check the word
below that best indicates the amount of effort you will have to put forth to master "Urgency".

Significant Moderate

Evaluation/Measurables
How am I going to feel when I've improved my abilities and mastered "Urgency"?

What impact will mastery have on my career or personal life?

What will I hear others say about me after I master "Urgency", with regard to my skill and
development?
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Urgency
Personal Development Plan Contract

Development Activities Start Date End Date

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Signature Date

Activity Partner Signature Date
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Development Activites
Your Personal Development plan can be enhanced by adding activities to augment your learning:

Formal training
Formal learning occurs through a controlled and structured approach on a broad-based
institutional level.  Formal training is based on some standard form and it might include declaring
certain learning objectives, using a variety of learning methods and applying evaluation activities.
Formal training may include: Product training, general customer service or sales training or
analysis of company policies and procedures, etc.

Quiz
Testing what has been learned will reinforce the information.  Flash cards are one of the best
ways to quickly reinforce learning.  And it's fun.

Reading
Have a list of topics and compile articles, books, blogs, periodicals, websites and company
information on each topic.  This will give you a choice of different formatted reading materials to
expand your knowledge and skill.

Role Playing
People often learn better by being part of a learning experience.  For example, effectively
answering a sales or customer service concern to practice a response is an incredibly powerful
exercise.  Through coaching, the response can be fortified and then replayed.  Learning is
absorbed through reenactments.

Shadowing
Learn by osmosis!  Job shadowing involves spending time with a mentor or another employee to
see how the skills you have learned in training relate to your job.  Job shadowing can be done as
part of a formal program organized by human resources or can be scheduled informally by a
supervisor.  A job shadow experience can be as brief as a few hours or a day, or may be as long
as week or more.

Keep a journal
This isn't exactly the same as a notebook.  Journaling has to do with tracking experiences over
time.  Research shows that the more experiences one is involved in the more developed are their
soft skills and emotional quotient.  If you add in visual details, charts, brain maps, etc., you have a
much more creative way to keep tabs on what you are learning.  Take a topic and journal about it
and discuss the results at the next meeting.
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