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INSTRUCTIONS FOR  CREATING A CAREER DEVELOPMENT PLAN
Once you have identified a classification of interest, you will be able to develop a career plan. A well thought - out and organized career plan makes achieving your career goal less daunting and will help to ensure that th e  goal you have set is both realistic and achievable. 
The information below explains what type of information should be gathered and recorded in each section of  the career development plan. You may utilize the example to assist with completing your career plan.
Goal
Indicate your specific career goal. This could be a short term goal (i.e., the next classification in a promotional  path) or a long term goal (the classification from which you wish to retire). For purposes of this plan, your goal  should be a s pecific classification you want to work in within state service.
Current Education
List your current education. Also list dates and location where education was completed. For example:  Gerontology Associate in Arts Degree completed May 2010 at American Riv er College.
Required Education
Describe any education (formal or informal) needed to reach your ultimate career goal. Once you have identified a classification of interest, education requirements of each classification are outlined in the Department of  Human Resources’ classifications specifications for each state service classification.
Current Skills/Experience
Describe any and all skills and experience you have that are relevant to your career goal. For example: Can type 45 words per minute and worked as an office manager at Fictitious Company for ten years.
Required Skills /E xperience
Describe any additional skills or experience you have that are needed to meet the career goal. As with required education, the classification  specifications list any required skills and experience for each classification. For example: proficient in Excel,  Word and Outlook.
Steps
Each step should be what you need to do to move toward and accomplish your career goal. The more detailed you are, the less likely you will be to miss an important step in the process. 
Identify a target  completion date for each step that is needed to accomplish your career goal. Having a set date helps you to prioritize  action items and to keep on track to achieving your career goal.
SECTION 1 
-
EMPLOYEE INFORMATION
SECTION 2 
-
CAREER PLAN WORKSHEET
SECTION 3 
-
CAREER DEVELOPMENT ACTION PLAN
Step Number
Description
Target Completion Date
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