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Personal Development Plan

Department : __________Faculty of Health & Arts______________________________

	Name: 
	Ann Bitous – Administrator

	Date starting plan:
	1/09/05

	Date completing plan:
	31/08/06

	e-mail address
	Ab3@cant.ac.uk

	Mentor (if applicable)
	W. Iser



	Learning/development

Needs
	Development

Objectives
	Achievement

Dates
	Actions to be used
	Outcomes or evidence

	What broad areas do you wish to address?
	What specific goals are you setting yourself for each need?

(Remember to keep them “SMART”!)
	When do you expect to achieve your objectives?
	How will you achieve your objectives? (Resources required)
	How will you show that you have achieved your objectives

	Increase knowledge of the University 

	Find out facts about the university such as:
History, aims, management structure.

	By end of first month
	Attend staff orientation events
Browse website

Read company wide literature

Arrange to meet my mentor and ask about the university.
	Am able to tell friends and other new colleagues about the origins of Christchurch.  Be able to list the university mission and aims.

	Learn about the university wide processes and procedures.
	To know which administrative procedures I must use regularly

To be able to complete any necessary forms and submit them for processing accurately.
	During first two weeks
	Booked time with colleague who will show me how to complete departmental specific forms.
Attend getting started procedural induction
	I can now find out where the forms are I need, complete them correctly to obtain information or services I need.

	Understand about HE in the wider context

	Understand what all the terminology means.
Understand how the university is funded.

Learn more about other universities and what courses they offer.
How universities are audited, and standards measured.


	By end of month 6
	I will research the type of formal courses or information on offer that could fill this need.
Talk to my mentor

If attending a course is needed I will speak with my line manager to see if I am able to attend. 
	I attended the introduction to Higher education course which taught me such things as:
Funding bodies

QAA, framework of HE, Origins of HE, Budget & resource allocation, diversity of HE in the UK.

I now understand the terminology used, and have a broad understanding of how things work within a university.



	Develop more cultural awareness

	To ensure I treat each of my customers fairly and equally.
Know more about dealing with the cultural differences and issues I may face in my role.


	By end month 4
	I have had a discussion with my line manager, mentor  and staff development.
I will work through an on-line package to give a foundation on the subject.

I have agreement it is suitable for me to attend the cultural awareness programme
	I am now much more aware of cultural differences that may exist between me and my customers and ensure I treat everyone with respect and without discrimination.

	Improve IT skills to support academic managers presentations

	I need to know how to create a powerpoint presentation for my manager’s next presentation.


	Month 3 

.


	I have agreed attendance with my line manger and booked the course. 

Attend a short course run by the CIT department on creating PowerPoint presentations
	I can now successful create professional PowerPoint presentation for the departments

	Increase my confidence when dealing with senior managers

	I need to be able to approach my line managers with confidence when asking for specific requests  and when negotiating priorities on workloads.  
	By end of month 6

	Meet with my mentor and ask for some guidance.
Attend a formal workshop on using assertiveness skills.

Read literature on influencing skills.
	I have  practiced using assertiveness techniques and now feel more confident in discussion with line managers.  I also think through how I will approach my management when making requests or proposing new ideas.

	Increase understanding of the university appraisal system.

	I need to  understand how the university appraisal system works.
I also should learn how to complete the necessary forms and what preparation I will need to make for the appraisal meeting.


	By month 8
	I will discuss the system with my line manager and mentor.
I will attend an appraisee briefing session to learn all about how the process works.
	I now am aware of how to gather evidence to prepare for my appraisal and what to prepare for the discussion.
I know how to complete the necessary forms and when the process takes place.  

	Obtain a formal qualification
	I would like to gain a qualification which shows how competent I am at my job.   I have GSCE level education and would like to gain  the next level qualification in my field to help me move my career forward, with minimum time out from my role.
	Within two years
	Research into options available.
Discuss with Staff Development, my manager and mentor.

Decided that appropriate qualification is an NVQ in business admin via distance learning
	I have started the qualification and have achieved two units.  It has helped my look at the way we work but also has given me extra confidence knowing that I do my job well.
I am on track to complete the qualification over the next 12 months.

	Join a professional body
	I wish to ensure I keep up to date with external developments in HE.  I would also like in the future to find out more about how others work in their roles.
	By end of 3 years
	The professional body in my field is the AUA.  I intend to join the institute and explore the qualifications they offer after I complete the NVQ.
	

	Develop my skills when taking minutes at committee meetings.


	I will need to take minutes next academic year for a new committee my line manager will be involved in.
	Next academic year
	Talk to other committee minute takers.
Shadow some meetings.

Book myself on the minute taking course.
	


Form 4 PDP

Evaluation

	Which objectives were most successfully achieved, and why?

I have achieved all of the shorter term goals such as attending the intro to HE course which gave me real insight into how HE works and now understand the terminology.  I am pleased that I have had the support of my line manager and my mentor has made a great difference, helping me make the right development decisions.  I had a very good appraisal discussion which results in agreed goals which will help develop my role.


	Which objectives were least successfully achieved, and why?

I have not yet achieved my longer term goals but am definitely on track.


	How have you applied your learning in practice?

I have developed by skills in areas such as powerpoint.  I understand fully the processes and procedures used within the University and am competent in supporting my team as necessary.  


	What (if any) learning/development needs do you wish to carry forward to your next PDP?

As I have some longer-term goals I will carry forward my goals to achieve a further qualification, to join a professional body and to attend a minute taking course.







Signature of staff member  :_______________________________________________





Signature of line manager/supervisor with whom plan agreed :_____________________________________






















































