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INSTRUCTIONS

The following activities are designed to help you reflect strategically on your professional development and define clear, meaningful goals. By identifying your strengths, areas for growth, and future aspirations, you can support your own career progression and align your development with team and business objectives.

Process Overview:

1. Personal SWOT Analysis – Aligning with Goal Setting

Conduct a SWOT Analysis to reflect on your current capabilities and how they influence your future aspirations. This will help clarify areas of strength you can build on, and obstacles you may need to overcome, as you set professional goals.

· Use the grid provided to explore your Strengths, Weaknesses, Opportunities, and Threats.
· Use the questions provided to identify a minimum of five responses in each quadrant to fully reflect on your current position and future goals.
· Consider how your strengths and opportunities can support your goals.
· Acknowledge any internal or external challenges that could hinder your progress and think about how to mitigate them.
· This reflection will feed into your goal setting in the next steps.

2. Skills Audit – Aligning Skills to Future Goals

This section helps you and your manager understand your current skill levels and identify gaps in relation to your short- and long-term goals.

· Refer to your Position Description and list your current knowledge, skills, competencies and personal attributes required for your role.
· Rate your proficiency levels using the scale provided
· Discuss with your people leader to gain their perspective and co-assess your readiness for future goals. 
· Identify any new or emerging skills you'll need to achieve your goals and contribute to business success.


3. Training Needs Analysis – Supporting Goal Achievement

This section focuses on identifying the learning and development activities required to support your individual goals.
· With your people manager, discuss the required areas of improvement and the steps you can take to develop these skills. necessary training needed to achieve your goals.
· Consider the ‘themes’ from your SWOT analysis for possible development areas.


4. Reflection Questions

Once you have completed the Training Needs Analysis, use the following questions to reflect on your development goals and plan the next steps.


1. PERSONAL SWOT ANALYSIS

To conduct a Personal SWOT Analysis, you ask yourself a series of questions about your current situation, and you fill in a four-quadrant grid. Use the reference questions on the following page to get started. 


	STRENGTHS: 
	WEAKNESSES:
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SWOT REFERENCE QUESTIONS

To conduct a Personal SWOT Analysis, you ask yourself a series of questions about your current situation, and you fill in a four-quadrant grid. Use the questions on the following page to get started. 
[bookmark: _Toc53562750]
Strengths:
· What unique qualities, experiences, or capabilities set you apart from others?
· What positive feedback have you consistently received from colleagues and stakeholders?
· What advantages do you possess (e.g. skills, certifications, education, or networks)?
· What internal resources (knowledge, experience, relationships) can you draw upon?
· Which of your achievements are you most proud of in your career or personal development?
· What values or principles do you strongly uphold that may differentiate you from others?
· Are you part of any influential networks that enhance your professional positioning?


[bookmark: _Toc53562751]Weaknesses: 
· What gaps in skills or behaviours could limit your progress?
· What tasks do you usually avoid because you don't feel confident doing them?
· Have you received consistent feedback identifying areas for improvement?
· Are there aspects of your education, training, or professional development that you feel uncertain or underprepared in?
· Do you have negative work habits (e.g. poor time management, disorganisation)?
· What personal traits that may hinder your ability to achieve your goals?
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Opportunities:
· Are there upcoming projects, roles, or responsibilities that could help you grow professionally?
· Are there industry or organisational trends that you can leverage?
· Could cross-training, mentoring, or job-shadowing support your career development?
· What emerging business needs could align with your goals?
· [bookmark: _Toc53562753]Which additional skills or qualifications could enhance your competitive advantage?
· Do you have access to strategic contacts who can provide support, guidance, or opportunities?
· Are there recurring issues or inefficiencies in your organisation that you could address to create value?

Threats:
· Are there changes in the business or industry that could impact your development?
· Are there internal obstacles (e.g., limited capacity, lack of visibility, low confidence) that might impede your progress?
· Could any of your current weaknesses hinder future opportunities?
· What external challenges or workplace dynamics are you currently facing?
· Is your job (or the demand for the things you do) changing?
· Does changing technology threaten your position or current skill set?
· Could any of your weaknesses expose you to future threats?




2. SKILLS & COMPETENCY AUDIT

2a) Use your Position Description and any known future requirements to fill out the competency matrix. Then, rate your capabilities using the scale below:
1 = Novice: Limited application of the skill.
2 = Intermediate: Practical application of the skill.
3 = Proficient: Advanced application of the skill.
4 = Expert: Advises, coaches, or trains on the application of the skill.
2b) Once this is completed, arrange a meeting with your people manager to discuss your score and also rate your proficiency level in each competency to give an indication where your strengths & development areas are.


2a) Competency Self-Assessment Grid
	Competency / Skills / Attribute
	Your Rating
	Manager Rating

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





2b. Future Skills & Competencies
	Identify any additional skills not currently part of your role that will be necessary to achieve your goals or meet future business needs.
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3. TRAINING NEEDS ANALYSIS

Use this form to discuss with your people manager your areas for development and identify the necessary training or learning activities to build the required skills.

	Employee Name:
	Position:
	Date:

	Key Responsibilities / Tasks
	Is training or development required?
Yes or No
	If yes, identify the training need
	How will this be achieved? 
(e.g. on the job, online course)
	Target Completion Date
	Who will organise it? 
Who will deliver the training?

	
	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	



4. REFLECTION QUESTIONS

After completing the Training Needs Analysis, use the following questions to reflect on your development goals and plan the next steps. You may complete this section individually or in discussion with your people manager.

1. What key goals do you want to achieve in the next 6 months?
(Consider both skill development and performance outcomes.)
______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

2. Where do you see your career progressing in the next 1-2 years?
(Think about possible roles, responsibilities, or areas of expertise you’d like to move toward.)
______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

3. What steps can you take to support your development?
(Outline actions you can take, including training, mentoring, stretch assignments, etc.)
______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

4. What support or resources do you need from the company to help achieve your goals?
(E.g., time, tools, mentoring, project opportunities.)
______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

5. Any additional comments or reflections?
______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________



5. ACTIVITY: GOAL SETTING

This activity helps you turn the insights from your Personal SWOT Analysis into clear and actionable development goals. By reflecting on each quadrant - Strengths, Weaknesses, Opportunities, and Threats - you can identify goals that are aligned with both your personal growth and business needs.

Instructions
1. Review your completed Personal SWOT Analysis.
2. Reflect on each quadrant using the guiding questions below.
3. For each area, define one specific, actionable development goal.
4. Write a brief explanation of how the goal connects to your SWOT insight.
5. Use the SMART criteria to shape and finalise your goals.


Leverage a Strength:
· Which of your strengths can be used to support a current or future project? 
· How could you apply this strength more effectively or support others through mentoring?

Improve a Weakness:
· Is there a skill or behaviour that’s limiting your progress?
· What specific improvement would have the biggest positive impact?

Act on an Opportunity:
· Are there upcoming initiatives, projects, or trends you could get involved in? 
· How can you position yourself to take advantage of this opportunity?

Mitigate a Threat:
· What internal or external risks could impact your development? 
· What actions can you take now to reduce or eliminate those risks?


Smart Goals

When creating Individual Goals with your People manager, ensure that each of them are SMART Goals.
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